UNI TED STATES DI STRI CT COURT
CENTRAL DI STRICT OF ILLINO S

I NSTRUCTI ONS TO THE PRO SE PLAI NTI FF USI NG COVPLAI NT FORM
IN SU T ALLEG NG EMPLOYMENT DI SCRI M NATI ON

A. Conpl ai nt

1. Along with these instructions, the Cerk has given you
a conplaint form Your |lawsuit begins the day you properly file
this conplaint formwith the derk. You nust correctly do
several inportant things before the Court will consider your
conplaint to be properly fil ed.

2. Fill out the conplaint formas best you can. The Cerk
and the Court cannot give you |legal advice, so you are on your
own.

3. The person who files a lawsuit is called the plaintiff.
The person or business who defends a lawsuit is called the
def endant . You should wait to nane the plaintiff(s) and the
def endant (s) until you have filled out the entire conplaint form
You shoul d then copy the names from Section |1l of the conplaint
into the blank lines that make up the headi ng of your conplaint.
This will give you the official name of your lawsuit. The Cderk
will give your lawsuit an official nunber.

4. VWaile it is inportant to follow all the directions you
will find in the conplaint form it is especially inportant that
you attach a copy of the letter formthe Federal Equal Enpl oynent
Qpportunities Conm ssion (EECC) that gives you the right to sue
in United States District Court.

B. Filing

1. THERE 1S A $120 FI LI NG FEE (ONE HUNDRED TWENTY
DOLLARS). The Clerk will not officially file your conplaint
until one of two things happens:

a. Ei ther you pay the Cerk the $120 filing fee; or
b. You give the Clerk a Motion to Proceed in Fornma

Pauperis, wait, and the Judge agrees to allow your notion.

If you are allowed to proceed in forma pauperis, you do not

have to pay any filing fees. The Judge m ght allow your

notion or he mght deny it, depending on your finances.

DO NOT' TRY TO APPROACH THE JUDGE PERSONALLY.



You nust give the Cerk a notion and wait for a deci sion.
FILING TH S MOTI ON MAY DELAY YOUR CASE. |f your EEQOC right-
to-sue deadline is near, you nust be careful. You wll find
i mportant information about this in Section C of these

i nstructions.

2. You nust give to the Cerk a copy of your filled out
conplaint, and a copy of each attachnent to your conplaint, for
each and every defendant in your lawsuit. You nust also give the
original of your conplaint, and it attachnments, to the Cerk to
put in the official file.

For exanple, if you sue one defendant, you nust give the
Clerk one set of copies and one set of the original, plus keep a
copy for yourself. [If you sue two defendants, you nust give the
Clerk two sets of copies and one set of the original, plus keep a
copy for yourself.

I T 1S YOUR RESPONSI BI LITY TO G VE THE CLERK THESE COPI ES,
EVEN | F YOU GET PERM SSI ON FROM THE JUDGE TO PROCEED | N FORVA
PAUPERI S. Your conpl aint cannot be processed w thout them

3. You nust fill out a Marshal's Form for each and every
defendant in your lawsuit. The U S. Marshal uses these fornms to
serve your conplaint on the defendant(s) after your conplaint has
been properly fil ed. The Cerk will give you the nunber of
bl ank Marshal's Forns that you need. Unless you are allowed to
proceed in forma pauperis, you will have to pay a Marshal's
service fee.

C. Requesting Pernission to Proceed in Fornma Pauperis

1. I f you want to request perm ssion to proceed in form
pauperis instead of paying the $120 filing fee, you nust renenber
that the Court will not consider your lawsuit to be properly
filed until the Judge allows your notion, if he does at all. If
t he Judge denies your notion to proceed in forma pauperis, you
will have to pay the $120 filing fee if you want to proceed wth
your lawsuit. |If this is the case, your lawsuit will not be
considered properly filed until you pay the $120 filing fee.

2. The fact that your suit may not be consi dered properly
filed is particularly inportant because you nust properly file
your suit by the time of the deadline set in your EEOCC right-to-
sue letter. If your lawsuit is not properly filed until after



t hat deadline, your lawsuit will be dismssed. This nmeans you
| ose.

3. | f you want to proceed in forma pauperis, have the
Clerk give you a blank formof Mtion to Proceed In Forma
Pauperis, and of an Affidavit to Proceed In Forma Pauperis and
for Appointnent of Counsel.

4. Fill out the blank Mtion, and blank Affidavit as best
you can.

5. SIGN THE AFFI DAVIT ONLY | N THE PRESENCE OF A NOTARY OR
THE CLERK. O herwise, it will not be acceptable. The Notary or

Cl erk who wat ches you sign nmust also sign the Affidavit. You ar
under oath to tell the truth when you fill out this Affidavit and
signit.

This is the only paper that needs to be notarized. Al
ot her papers that these instructions talk about can be signed by
you on your own w thout a notary.

6. Gve the clerk the filled-out Mtion to Proceed in
Forma Pauperis and the filled-out Affidavit to Proceed in Forma
Pauperi s and for Appointnment of Counsel. It is best to do this

at the same tine you give the Cerk the copies of your conplaint
and its attachnents. You DO NOT need to nake copies of this
Motion and this Affidavit.

7. Al t hough the Judge tries to decide notions to proceed
in forma pauperis as soon as possible, you should all ow yourself
at | east one week for purpose of your right-to-sue deadline.

Even then, the Court cannot be responsible for deciding your
motion in time to neet your deadline. Therefore, it is up to you
to keep tabs on your notion as your deadline draws near.

Al t hough unlikely, it is possible that you m ght have to pay the
$120 filing fee to get your suit filed by your deadline, if for
sonme reason the Judge has not ruled on your Mtion by then.

D. Requesti ng Appoi nt nent of Counsel

1. In suits alleging enploynment discrimnation, the Judge
has authority to appoint counsel for the plaintiff. YOU DO NOT
HAVE A RI GHT TO APPO NTED COUNSEL. Even if you cannot afford a
| awyer, this decision is conpletely up to the Judge. 1In
practice, |awers are rarely appointed. |f the Judge does not
appoint a lawer for you, it is up to you to proceed with your
case on your own.



2. | f you want to ask the Judge to appoint a | awer for
you, have the Clerk give you a blank formof Mtion for
Appoi ntmrent _of Counsel. |If you have already filled out the
Affidavit because you want to proceed in forma pauperis, you do
not have to fill out another one -- it wll do double duty.
REMEMBER TO SIGN THI S AFFI DAVIT ONLY VWH LE A NOTARY OR THE CLERK
| S WATCHI NG YOU.

3. Gve the Cerk the filled-out Mdtion and Affidavit. It
is best to do this at the tine you give the Cerk copies of your
conplaint and its attachnments. Renenber, if you are al so asking
to proceed in forma pauperis, the same affidavit will do double
duty. You do not need to nmake copies of this Mdtion and this
Affidavit.

4. Unlike submtting a Motion to Proceed In Forma
Pauperi s, asking the Judge to decide your Mtion for Appointnent
of Counsel WLL NOT delay the Cerk in filing your |awsuit.




