
INSTRUCTIONS FOR FILING 
 
You have filled out the appropriate pleadings/documents and all required forms for your 
case.  In order to file them with the Court, you need to do the following: 
 

(1) You will need your original documents, and you will need to make a copy of 
your pleadings/documents and all required forms for each other person who 
needs to be served, i.e. spouse, mother, father, legal custodian.  To make sure 
you have enough copies, you should have the original and at least three copies 
of everything ready before you go to file in Court. 

 
(2) The Court cannot accept your documents without either the required deposit 

(fee) or a poverty affidavit requesting that the deposit be waived, bring 
enough money (in cash, money order or certified check) with you to Court to 
pay your deposit. 

 
(3) Take your documents and all required forms, a black or blue pen and your 

calendar (if you keep a calendar) with you to the appropriate Court.  If you are 
filing your documents in the Trumbull County Family Court, Domestic or 
Juvenile Division, go to 220 Main Street S.W., Warren, Ohio. 

 
(4) As you enter the courthouse and pass through the metal detectors, ask the 

deputy or court employee where the Clerk of Court office is.  Follow the 
instructions you are given. 

 
(5) Take the original and all copies to Clerk of Court office.  Tell the Clerk that 

you would like to file your documents to modify your child support order.  
The Clerk will take all the copies, stamp them, and give back one copy to you.  
KEEP THIS COPY! This is your record of what you have filed, and you will 
need it later. 

 
(6) The Clerk may ask you to complete additional form(s). Please step aside from 

the Clerk’s desk and complete the forms in black or blue ink.  Then step back 
in line and give the completed form(s) to the clerk. 

 
(7) If initial service of the pleadings/documents fails: service of the pleadings 

upon the opposing party must be reissued.  Service can be reissued by 
certified mail, personal service or ordinary mail, as follows: 

 
(a) Complete a new Instructions for Service and take it to the Clerk of Courts 

along with another time-stamped copy of your documents/pleadings and 
all forms.  It will be necessary for you to obtain a new hearing date from 
the Court and write it onto the Notice of Hearing on your motion, before 
the Clerk can reissue service by certified mail.  PLEASE NOTE: there 
may be a fee for service. 

 



(b) Complete a Praecipe and take it to the Clerk of Courts along with another 
time-stamped copy of your pleading and all forms.  It will be necessary for 
you to obtain a new hearing date from the Court and write it onto the 
Notice of Hearing on your motion, before the Clerk can reissue service by 
according to the Praecipe.  Specify on the Praecipe whether you want the 
Court to serve the motion by personal service or ordinary mail.  PLEASE 
NOTE: there may be a fee for service. 

 
Be sure to read the Instructions for Hearing at least 2-3 weeks PRIOR to your hearing. 


