
HOW TO GET AN ORDER TO SHOW CAUSE SIGNED 

IN CLACKAMAS COUNTY CIRCUIT COURT 

 
Orders to Show Cause may be signed twice a day at ex parte. Ex parte occurs at 8:30 a.m. and 1:00 p.m. 

any day of the week that the court is open.  When you are ready to have a judge sign your Order, please arrive 

at the courthouse early enough to complete the following steps: 

 

Schedule Hearing Date 

1.  You must schedule your hearing date on your Order to Show Cause in person before seeing the judge.  

Please go to Room 200 on the second floor of the courthouse to do this.  Make sure that your court date is 

scheduled for at least 30 days in the future, plus adequate time to allow someone to serve the other party 

(about 10–14 days).  Write in the date you are given on your Order to Show Cause.  The clerk in Room 200 will 

tell you where to go for ex parte.  

 

Pay Fees 

2.  Unless you have a Fee Waiver Order, all fees, including a $10 ex parte fee, are due in full and must be paid 

in the courtroom before the judge can review your documents.  Fees are subject to change.  Please verify the 

current filing fees by visiting the Court’s website at www.courts.oregon./clackamas or contact the Civil Case 

Unit at (503) 655-8447. If using a sheriff for service, please contact the county sheriff whom you will be asking 

to complete service for their current service fees. 

NOTE:  If you are the respondent in this case and have never before paid a first appearance fee, you will be 

required to pay a current first appearance fee in addition to the appropriate fee for the action you are presently 

filing. Currently, the first appearance fee is $304 

 

File Documents and Conform Service Copies 

3.  Hand your ex parte documents to the judge’s clerk.  Once your Order is signed by the judge, the clerk will 

keep your original documents and file them for you.  You will need to bring at least two additional copies of the 

papers you’re filing (personal copy and service copy), plus a third copy if child support is an issue. Please sign 

the bottom of the copies where it says, “I certify this to be a true copy of the original.” If you’re not able to make 

your own copies, the Court will make them for you at a charge of $0.25 per page. If child support is involved, 

you may leave the third copy of the papers with the Family Court Specialist on the ground floor, and he/she will 

send it to the appropriate child support agency for you.  

 

Have the Other Party Served 

4.  Once you have completed these steps, you must immediately arrange to have the other party served with a 

true copy of the papers you just filed (refer to step three).  Service may be done either by the Civil Sheriff in 

the county and state where the other party works or resides, or by a third party.  In Oregon, the Sheriff 

currently charges $36 for service and will file a Certificate of Service with the Court.  A third party is someone 

who is not a party to this case.  Make sure that the third party fills out the Declaration of Service form and that 

you file it with the Court after service is complete. 

 

IMPORTANT INFORMATION 

You must call the CALENDARING UNIT two business days before your hearing to confirm the date and time.  

Please call (503) 655-8643 and press option two for Civil and Domestic Calendaring. 


