
Instructions for Petition for Dissolution of Marriage


With Children Under 18 Years of Age

(SELF-HELP FORM #1B)
A divorce is begun by filing the Petition and accompanying documents in the office of the Jefferson County Circuit Court Clerk, Family Division.  This Petition is to be used to begin divorce proceedings in cases where there are no children under the age of 18, there is no marital property or debt OR the property and debt has already been divided by the parties.  If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney.

SECTION (A):
When you file this document with the clerk, the clerk will assign you a case number.  Do not write in the space given for (A).  The number given by the clerk will be the identifying number for your case for the court.  The clerk will also assign your case to a Family Court Division at this time.  Divisions are assigned alphabetically based on the last name of the party.  If you later call the court clerk to check on your case you must tell them this number.

SECTION (B):
Fill in your name.

SECTION (C):
Fill in your spouse’s name.

SECTION (D):
If a Domestic Violence Order is in place against either you or your spouse, list the DVO # in Section D.  If no Domestic Violence Order exists, you should leave this line blank.

Numbers 1-3:

If you have no fear of domestic violence from your spouse, complete number 2 with your name, street address, city, state and zip code. It is mandatory that you provide your spouse’s full name and correct address.  By signing Page 5 and telling the court that all of the statements in this document are true and accurate, to the best of your knowledge, you are making a “promise” to the Court.

If you have been the victim of domestic violence and do not wish your spouse to have your current address, do not use your actual address.  You should list the address of someone who can receive and forward your mail.  

SECTION (E):
The date of separation is the last time you had marital relations with your spouse.

SECTION (H)(A):
Maintenance is money paid by one spouse to the other for his or her personal support. It is commonly referred to as “alimony.”

Complete the remaining information as indicated on the form.  Once the form is complete you may sign and date the bottom of page 6.  Do not sign at home because you must sign in front of a notary or the Circuit Clerk.  

**YOU MUST SIGN PAGE 6 IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**

Remember you are making a “promise” to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.


INSTRUCTIONS FOR FILING PETITION

Step 1.

Fee
The filing fee is $113.00 but is subject to change.  Ask the clerk about the fee amount before filing.  The fee may be paid by cash, check or money order.  You must have the filing fee with you to file unless you cannot afford to pay.  If this is the case, you may file a motion to proceed without paying.  This form is available at the Clerk’s office.

Step 2.

File the following documents with the Circuit Court Clerk Family Division (enclosed)

1.
Petition for Dissolution of Marriage

2.
Case Data Information Sheet (Form AOC-FC-3). This must be typed. You may obtain extra copies from the clerk

3.
Original Certificate of Divorce or Annulment (Form VS-300).  This must be typed and signed by you in BLACK ink.

4.
Summons 
Step 3.

File

Take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for copies for you and to be sent to the other party.  The Clerk will give you back two sets of the photocopies.  You should keep one for your records and go to the mailroom to mail the other copy to your spouse.  The Clerk will direct you to the mailroom.  

Step 4.

Service

You need to serve your spouse in one of the following ways unless your spouse has signed an agreement and entry of appearance and waiver.


Certified Mail 

If you know where your spouse is living and your spouse will cooperate in the divorce proceedings you may serve your spouse by Certified Mail, Restricted Delivery.  This is the cheapest manner of service available; you must pay for this at the mailroom at the time of filing the Petition, unless you are filing a form to proceed without paying.  The cost is determined by weight.  It is your responsibility to provide a correct address for your spouse.

Personal Service
If you believe your spouse will not pick up service from the post office you may have them served by the Jefferson County Sheriff’s Office if they live in Jefferson County.  The cost is $40 but is subject to change.   Service by a Sheriff can be set up with the Jefferson County Circuit Court Clerk’s Office at the time of filing the Petition.  You must take the papers to the Sheriff’s office in the Judicial Center and pay for this service at the time of filing the Petition.

Warning Order Attorney
You will use a Warning Order Attorney only if the other party has left Kentucky to avoid service of process or you do not know any means by which to find the address of the other party.  This form is available at the Clerk’s office, form #7.

Once your spouse has been served with the Petition, he or she has twenty (20) days to file a Response.  If he or she dos not respond timely, you may proceed with your divorce by filing form #6.


Instructions for Entry of Appearance & Waiver

(SELF HELP FORM #2)
This form is to be used as a substitute for serving the Respondent by certified mail, by warning order attorney, or by Sheriff. IF YOU ARE SERVING YOUR SPOUSE BY CERTIFIED MAIL, SHERIFF, OR WARNING ORDER ATTORNEY, DO NOT FILL OUT THIS FORM. If your spouse is willing to sign a Marital Settlement Agreement concerning your divorce, then he or she also needs to complete this form.  This form can be filed at the time you file the Petition for Dissolution of Marriage or at any time after that.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney. 
Fill in the Entry of Appearance and Waiver as follows:

Step 1:  

A.
If you know your case number, and your division number, fill it in here.

B.
Fill in your name.

C.
Fill in your spouse’s name.

D.
Once the form is complete you must sign here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.

**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**

Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

Step 2:

To file this document, take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for a copy for you.  The Clerk will give you back one of the photocopies that you should keep for your records.


Instructions for Use of the Mandatory Case Disclosure

(with children)

(SELF-HELP FORM #2B)
This form is to be used for the filing of the Mandatory Case Disclosure.  The Mandatory Case Disclosure must be completed by every Petitioner filing for divorce.  The Petitioner must file the Mandatory Case Disclosure with the Court within 30 days of the filing of the Petition, or it may be filed with the petition. If there is a Marital Settlement Agreement, your spouse must ALSO sign the Mandatory Case Disclosure Acknowledgement before filing.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney. 
Fill in the Mandatory Case Disclosure as follows:

Step 1:  
LISTNUM Outline \l 2  
The clerk will fill in this number when you file your papers.

LISTNUM Outline \l 2
Fill in your name.

LISTNUM Outline \l 2
Fill in your spouse’s name.

Step 2:

I.(LISTNUM Outline \l 2)
Fill in the information on the Petitioner.  If you are the Petitioner, you must fill in all of the blank spaces.  Fill in all of the information about the Respondent that you know.

I(LISTNUM Outline \l 2)
If the Petitioner is employed, this section must be completed in full.  

LISTNUM Outline \l 2
If the Petitioner is unemployed, this section must be completed in full.

LISTNUM Outline \l 2
If the Petitioner is disabled, this section must be completed in full.

LISTNUM Outline \l 2
If the Petitioner is retired, this section must be completed in full.

LISTNUM Outline \l 2
If the Petitioner has any other sources of income, other than from employment, unemployment, disability or retirement, this section must be completed in full.

LISTNUM Outline \l 2
Information on the Respondent must be completed in full if you are the Respondent.  If you are the Petitioner, complete as much information about the Respondent as you know.

LISTNUM Outline \l 2
If the Respondent is employed, this section must be completed in full.  

LISTNUM Outline \l 2
If the Respondent is unemployed, this section must be completed in full.

LISTNUM Outline \l 2
If the Respondent is disabled, this section must be completed in full.

LISTNUM Outline \l 2
If the Respondent is retired, this section must be completed in full.

LISTNUM Outline \l 2
If the Respondent has any other sources of income, other than from employment, unemployment, disability or retirement, this section must be completed in full.

Step 4:
LISTNUM Outline \l 2
In section P(1), list the name, date of birth, and age of each child born during the marriage.  

In section P(2), check who the children primarily live with.  If the children do not live with either your or your spouse, fill in the name of the person the children live with in the blank provided.

In section P(3), provide the information on the children’s daycare or child care, if applicable.

In section P(4), provide the information on the children’s health insurance plan even if the children are on Passport or another free plan provided by the state.  If the children are on a private health insurance plan, be sure to fill in the blank for the cost of the health insurance for the children only, not the cost of the health insurance including the parents.  

In section P(E), if either the Petitioner or the Respondent are Court ordered to pay child support on a child/children born before the children of the marriage, complete this section.

Step 5:

LISTNUM Outline \l 2
List any non-marital property of the Petitioner or the Respondent in this section.  If you or your spouse have received any valuable property during the marriage by gift or inheritance or if you had valuable property before the marriage, you may want to consult an attorney.  List any non-marital property owned by your or your spouse.  Non-marital property is property you or your spouse acquired before the marriage or that you or your spouse received by gift or inheritance during the marriage.  If you cannot agree to divide skip to section VII.

Step 6:

LISTNUM Outline \l 2
This section deals with marital property, which is generally defined as all property acquired by either spouse during the marriage, except gifts or inheritance.  

LISTNUM Outline \l 2
State if you and your spouse have agreed upon a division of household goods and furnishings.  

LISTNUM Outline \l 2
If not, list any valuable items of personal property such as furniture, household items, yard equipment, guns, tools, knife collection, etc.

LISTNUM Outline \l 2
List all vehicles including cars, trucks, boats, 4-wheelers, motorcycles, jet skis, etc.  For the value column, use the NADA, Blue Book or property tax value, if you know that value. 

LISTNUM Outline \l 2
List all bank accounts in which either Petitioner and/or Respondent are joint, sole or partial owner(s).

Step 7:

LISTNUM Outline \l 2
List all real estate owned in full or partially by Petitioner and/or Respondent.

Step 8:
LISTNUM Outline \l 2
If Petitioner or Respondent has any type of retirement plan, either through a current or former employer such as a pension, profit sharing or 401k plan, or a private account, such as an IRA, this section must be completed.  Fill in as much information as you know about the plan.  If you believe that your spouse has a retirement plan through his/her employer, but you do not know any details about the plan, you may want to consult an attorney.

Step 9:

LISTNUM Outline \l 2
If you or your spouse have any other property of value that has not already been listed on this form, list it in this section.  For example, stocks or bonds.

Step 10:
LISTNUM Outline \l 2
List all debts owed by either the Petitioner or the Respondent or jointly by both parties.  Provide as much information as possible regarding each debt.

Step 11:

Fill in the information on the Mandatory Case Disclosure as follows:

LISTNUM Outline \l 2
Once the form is complete you must sign here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

LISTNUM Outline \l 2
Print your full address, including street number, street name, city, state and zip code.  If you have been the victim of domestic violence and do not wish your spouse to have your current address, do not list your address.  

LISTNUM Outline \l 2
Print your telephone number.

Step 12:

Go to the section entitled “Certification” and fill in the following information:

LISTNUM Outline \l 2
Print the name of the other party in the action as listed in B or C on the first page.  Then, on the lines provided, fill in that person’s complete address, including the street number, street address, city, state and zip code.  Also, fill in the area code and telephone number.

LISTNUM Outline \l 2
Sign your name and fill in the date.

YOU MUST PROVIDE THE FULL NAME AND CORRECT ADDRESS OF THE OTHER PERSON INVOLVED IN THIS ACTION.  By signing the “Certification” section of this document, you are “promising” to the Court that the information you have provided regarding the name, address and telephone number of the other party is correct.  If you DO NOT KNOW THE LOCATION OF YOUR SPOUSE, write the last know address and put “last known” in parentheses or if you know no address write “unknown.”  If your spouse is in agreement as to the information you have provided on the form, he or she should complete Respondent’s Mandatory Case Disclosure Acknowledgement, Self-Help Form #2C.  

Step 13:

Take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for two copies — one for you and one to be sent to the other party.  The Clerk will give you back two sets of the photocopies.  You should keep one for your records and go to the mailroom to mail the other copy to the other party.  The Clerk will direct you to the mailroom.  


Instructions for Marital Settlement Agreement


With Children

(SELF-HELP FORM #3B)
This form is to be used if you and your spouse agree on all financial and children’s issues in your divorce. If this form is filled out completely, signed by you and your spouse, and approved by the judge, then the terms set out in the form are the final terms of your divorce. The terms in the agreement will be enforceable in the same way that a court order is enforceable. 

This form is to be used if there was a child or children born to the parties during the marriage, and the child(ren) is/are under 18 years of age and/or still in high school. If the parties had children during the marriage, and all of the children are over 18 years of age and graduated from high school, you will need to use Self-Help Form #3A, as, generally, the court has no jurisdiction over such children, unless one or more of the children is disabled.  This form can be filed at any time after the petition is filed.  

The settlement terms of the agreement, if approved by the judge, are final and binding. If either party is unsure about the terms, or whether the settlement is fair, the party should consult an attorney BEFORE signing the agreement.
Step 1.

A.
The clerk will give you this number when you file your paper.

B.
Fill in your name.

C.
Fill in your spouse’s name.

D. 
Fill in the names and ages of all children born during the marriage. 

Step 2.

E. 
Custody - You and your spouse will have to decide if you will share joint custody of the child(ren) or whether one of you will have sole custody, and check the appropriate box. Kentucky courts have defined joint custody as a situation where both parties will share equally in all decision-making authority concerning the major areas of the child(ren)’s upbringing. Sole custody gives only one parent the right to make all decisions concerning the major areas of the child(ren)’s upbringing and to have the primary residence of the child.  However, with sole custody the other parent may still have visitation and give input.  Visitation will be dealt with in part F.  

F.
Parenting Time - You and your spouse will have to decide where your child(ren) will live and how often the child(ren) will spend time with each parent. If the child(ren) will be living primarily with one parent, then the first box should be checked, and the box should be checked to show with which parent the child(ren) will live. In addition, a specific schedule of time to be spent with the non-residential parent can be written out in the blank spaces provided. 

If the children will be sharing time equally between the homes of both parents, then the second box should be checked. In addition, a specific schedule can be written out in the blank spaces provided.

G. Child Support - In Kentucky, child support is determined based upon the Kentucky Child Support Guidelines. A separate instruction sheet for calculating child support is attached to these instructions. You should follow those instructions in calculating child support, and then fill in the appropriate blanks in the Agreement. If you are unable to calculate the child support on your own, you can contact the Legal Aid Society or a private attorney through Kentucky Lawyer Referral.  A Wage Assignment Order can be entered which would deduct child support from the payor’s paycheck each pay period.  If you are interested in a Wage Assignment Order, contact the Jefferson County Child Support Office at 502-574-8300..  

H.
Health insurance - If the children are covered by a government program, such as KCHIP, Passport or Medicaid, check the first box.  If not, the children must be covered by one of the parents’ health insurance plans.  Check which parent covers the children.  Also, you will need to fill in the percentages showing how the parents will divide the medical costs not covered by the insurance.  These are the same percentages as on line 7 of the child support chart.

Step 3.

I. 
Non-Marital Property - Non-marital property is generally defined in Kentucky as property owned by one party before the marriage; property received during the marriage as a gift or inheritance to only one spouse; or property that is a result of an exchange of the property owned before the marriage or the gift or inheritance. If you believe that you or your spouse has non-marital property of significant value, you may want to consult an attorney. At letter (I) in the agreement, you must check whether there is no non-marital property, or if there is non-marital property that needs to be restored to the person to whom it belongs, list it under the owner’s list of property (Petitioner or Respondent).

J.
Marital Property - Marital property is generally defined in Kentucky as all property acquired by either spouse after the marriage, except property received as a result of a gift or inheritance to only one spouse. In Kentucky, marital property is to be divided “equitably.” In this part of the agreement, you will need to fill in how you and your spouse have agreed to divide your property, remembering that the division must be equitable for the Court to approve your agreement. If you or your spouse own significant assets or property, or if you are unsure as to what an equitable division of property is, you should consult an attorney BEFORE signing the agreement.
K.
Real Estate - If you and your spouse own no real estate, then you will check the first box in this section. Otherwise, you and your spouse will need to decide whether you will be selling the real estate, or, if not, who is going to keep the real estate. 

·
If you and your spouse have agreed to sell the real estate, you will need to check the second box, fill in the address of the real estate, and fill in the percentages as to how you will divide the proceeds (or profits)  from the sale. If you want to divide the proceeds equally, you should write “50" in each blank. 

·
If either you or your spouse is going to keep the property, you will need to check the third box and fill in the remaining portions of section K, depending on whether the party who is keeping the property is paying any money to the other party for the equity in the property. Be sure to fill in all of the appropriate blanks. 

** If one party is keeping the marital real estate, a “quitclaim deed” must be drafted, signed by both parties, and filed with the County Clerk’s Office. You should consult an attorney if you need a quitclaim deed. If you do not have the quitclaim deed finalized, the party keeping the property will have difficulty trying to sell it, or even trying to refinance it, in the future. 

Step 4.

L.
Vehicles - For both the Petitioner and the Respondent, check whether the party is keeping a vehicle and, if so, identify the vehicle by filling in the year, make and model. If the vehicle is titled to the other party, or to both parties, you and the other party will need to go to the bureau of motor vehicles to have the title changed.

M.
Bank Accounts - Check whether the bank account(s) have already been divided, or, if not, list the account(s) that each person will keep. Be sure to identify the accounts by bank and type of account only - do not use account numbers,
N.
Personal Property/Household Goods - Check whether the personal property and household goods have already been divided, or, if not, list the property that each person will keep.

O. 
Retirement - Check whichever box applies: whether neither party has retirement funds or whether each party will keep his or her own retirement accounts. It is possible to divide retirement accounts by specialized court orders. However, these forms do not provide the instructions to do that, because division of retirement accounts usually requires an attorney. If either or both parties have a large retirement account, or if you believe that one spouse’s retirement account should be divided in order for the division of marital property to be equitable, you should consult an attorney.
P.
Other Marital Property - If there is other marital property that has not yet been divided by the terms of the agreement, the property should be listed in section P, along with the party who is receiving the property.

Q.
Debts - The agreement must state which party is going to pay the marital debts - debts acquired during the marriage. Check the box that applies or list which party is paying which debt on the blanks provided. If there is substantial marital debt, and you are concerned that the other party will not pay the debts he or she is assigned in the agreement, you should consult an attorney.  If you believe that either you or your spouse may petition for bankruptcy, you should consult and attorney.
R. 
Equitable Division of Property - Check the box indicating that the division of property and debts is equitable, or, check the other box and fill in the details if one party is making a cash payment to the other in order to make the division equitable. As a reminder, if either party is unsure about the terms, or whether the settlement is fair, the party should consult an attorney BEFORE signing the agreement.
S. 
Maintenance - If neither party is paying maintenance, or alimony, then check the first box. If the parties have agreed that one party will pay maintenance to the other party, then you will need to check the box for the party who is paying, and fill in the blanks with the amount and duration of the maintenance. If you are not sure whether you are entitled to maintenance, or if you should agree to pay maintenance, you should consult an attorney.
T.
Petitioner's Signature - Once the form is complete the Petitioner must fill in his/her address and phone number and sign here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

U.
Respondent's Signature - Once the form is complete the Respondent must fill in his/her address and phone number and sign here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

Step 5.

After the form is completed, signed by both parties, and notarized, take the original to the Office of the Clerk of Jefferson County Family Court located at the Jefferson County Judicial Center, 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for copies for you and your spouse.  The Clerk will give you back two sets of the photocopies (one for you and one for the other party) and will file the original with the judge. The judge will review the Agreement after you file the Decree (Self-Help Form #5B).

Even if you and your spouse have signed the agreement and filed it at the courthouse, you are not divorced until the Judge signs the Decree and it is entered by the Clerk. (See Instructions to Self-Help Form #5B). 

Revised June 12, 2007

Instructions for Calculating Child Support

(ATTACHMENT TO INSTRUCTIONS TO Self-Help FORM #3B)
Kentucky law establishes guidelines for calculating child support, based on the parents’ income and the number of minor children of the marriage. Each parent is expected to contribute a share of the cost of raising the children, including the cost of child care and health insurance, in proportion to his or her share of the parents’ combined income. Use form CS-71 as a worksheet (CS-71.1 if only the non-custodial parent has income) and the accompanying  table to calculate support.  This is the amount the non-custodial parent will be presumed to owe to the custodial parent each month.  If you have difficulty completing this worksheet on your own, you should contact the Office of Jefferson County Attorney, Child Support Division at 574-8300.

LISTNUM ParaNumbers1 \l 1
Enter each parent’s monthly gross income on line 1. The custodial parent (CP) is the parent with whom the child normally lives. The other parent is the non-custodial parent (NCP). See notes below under “Income.”

LISTNUM ParaNumbers1 \l 1
Enter any deductions for maintenance (on line 2) or child support (line 3) obligations that either spouse already has for prior born children. Count only those amounts the parent is actually paying. If a parent is raising a prior born child in his/her household, that parent is entitled to deduct the amount he/she would pay as child support for that child.  (If you are using form CS-71.1 and the non-custodial is paying a health insurance premium for the  child(ren), deduct that amount also from that parent’s income). See notes below under “Deductions from Income.”

LISTNUM ParaNumbers1 \l 1
After subtracting any deductions, enter the adjusted monthly income for each parent on line 4 and their combined adjusted income on line 5.

LISTNUM ParaNumbers1 \l 1
Calculate each parent’s share (expressed as a percentage) of the combined income--divide each parent’s adjusted income by the combined income and multiply by 100—and enter the percentages on line 6.

LISTNUM ParaNumbers1 \l 1
Use the table to look up the base monthly support amount, depending on the combined income (from line 5) and the number of children.  Enter that amount on line 7.

LISTNUM ParaNumbers1 \l 1
Add to the base support amount the monthly cost of child care paid to enable a parent to work and the monthly cost of maintaining health insurance on the child(ren). (If you are using form CS 71.1, the cost of health insurance will already have been taken into account). The total of the base support amount and the costs of child care and health insurance represent the presumed support amount. Enter the sum on line 10.

LISTNUM ParaNumbers1 \l 1
Multiply the total support obligation (from line 10) by each parent’s percentage of the combined income (from line 6). Enter each parent’s monthly obligation on line 11.

LISTNUM ParaNumbers1 \l 1
Enter on line 12 any amounts the non-custodial parent is already paying for child care or health insurance on the child(ren). Subtract that amount and enter on line 13 the monthly amount the non-custodial parent must pay the custodial parent. To calculate a weekly amount, multiply line 13 by 12 and divide by 52.

Notes:
LISTNUM ParaNumbers1 \l 1
Income:

LISTNUM ParaNumbers1 \l 2
“Income” means earned and unearned money, not including welfare benefits such as KTAP or food stamps. Otherwise, count all income (before deductions), including wages, profits, dividends, Social Security retirement or disability payments, workers’ compensation, unemployment insurance, pensions, SSI, and any maintenance (alimony) received.  

LISTNUM ParaNumbers1 \l 2
If a parent is unemployed or underemployed (unless the parent is disabled or caring for a child aged 3 or younger that is the child of the parties), child support is based on what that parent could be earning if working or working full-time. 

LISTNUM ParaNumbers1 \l 2
Attach pay stubs, W-2s, or benefit statements to document the income of each parent.

LISTNUM ParaNumbers1 \l 2
To calculate monthly income, multiply weekly income by 52 and divide by twelve; or bi-weekly income multiply by 26 and divide by twelve; or twice a month income, multiply by two.

**If one spouse is self-employed or unemployed, you may want to consult an attorney.

LISTNUM ParaNumbers1 \l 1
Deductions from Income:

Court-ordered maintenance being paid either to a former spouse or the spouse in the current proceeding is entered on line 2 and deducted from the obligor’s income amount for purposes of calculating child support. Also deducted is court-ordered child support being paid for a prior-born child or children.  Child support being paid to a prior-born child or children for whom the parent is legally responsible is deducted even if it has not actually been court ordered. If the prior-born child lives with the parent, a deduction is allowed for the support of that child that would result from applying the support guidelines.

LISTNUM ParaNumbers1 \l 1
Split Custody:

Where residential custody is divided between the parents (each having one or more of the children), complete two worksheets—one for the child(ren) of the marriage in the one household, another for the child(ren) of the marriage in the other household. The parent with the greater support obligation will pay the difference between the two support obligations. 

LISTNUM ParaNumbers1 \l 1
Deviation from the Guidelines:

You may ask the judge to order a different amount of support than the guidelines would dictate, or even no support at all, if circumstances would make it unjust or inappropriate to apply the guidelines in a particular case.  If you think you have circumstances that would justify a different amount, you should contact an attorney.


Instructions for Deposition of Petitioner

(SELF-HELP FORM #4)
This form is to be used to finalize the divorce.  It should be filed with the Court along with or after the Marital Settlement Agreement (Self-Help Form #3A or 3B) if there is one, and at the same time the Findings of Fact and Decree of Dissolution of Marriage (Self-Help Form #5A or 5B) if there is a Marital Settlement Agreement.  

If you have minor children (under 18), you and the Respondent must be separated at least 60 days after the Respondent was served with the Petition for Dissolution of Marriage or signed the Entry of Appearance and filed it with the Court.  (See Overview Instructions , Step #2, Service of Respondent).


If you have no minor children, your spouse must have had at least 20 days to respond to service before you can file this with the Court.


If you have no minor children and you are filing a Marriage Settlement Agreement, you may file this form at the same time as filing all of your other forms.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the instructions that are with this form, you may want to consult an attorney. 
Fill in the Deposition of Petitioner as follows:

Step 1:  

(A)      Fill out the Civil Action Number listed on the Petition. This is the number 

           given to you by the Family Court Clerk.

(B)
Fill in your name.

(C)
Fill your spouse’s name.

(D)
Date of Separation.  In order for the Court to finalize your divorce, the date of separation must be at least 60 days prior to filling out this form and filing it with the Court.  The date of separation is the last date that you had marital relations with your spouse.  You must put this date in the blank. 

(E)
If you have minor children born of the marriage (children who are under 18 and/or still in high school), you must list each child’s initials and age.

(F)
The wife may ask to be restored to a former name.  If the wife is the Petitioner, she should fill in the name she wants restored.  If she is not the Petitioner, she may file form 4A (Request for Restoration of Former Name).

(G)
Once the form is complete, sign your name here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

(H)
Print your full name and address including street number, street name, city, state and zip code.

(I)
Print your telephone number.

Step 2:

To file this document, take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky. Present the original to the Clerk.  You will be required to pay for a copy for you to keep for your records.  The Clerk will give you back one of the photocopies that you should keep for your records.


Instructions for Findings of Fact and Decree of Dissolution of Marriage

(With Children Under 18, With Agreement)

(SELF-HELP FORM #5B)
When to file this form:

This form is to be used to finalize the divorce.  This form must be completed if you filed a marriage settlement agreement and filed with the Court at the same time or after the Marital Settlement Agreement (Self-Help Form #3B) has been filed and at the same time or after the Deposition of Proof (Self-Help Form #4) has been filed with the Court.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney. 
Fill in the Findings of Fact and Decree of Dissolution of Marriage as follows:

Step 1:  

A.
Fill in the Civil Action Number listed on the Petition.  This is the number given to you by the clerk.

B.
Fill in the name of the person listed as the Petitioner on the Petition.

C.
Fill in the name of the person listed as the Respondent on the Petition.

Step 2:

Fill in the blanks and/or check the appropriate boxes in the form.

D.
List the initials and the age of all children of the marriage who are under 18 and/or still in high school.

E.
You must check the appropriate box as to whether or not child support was calculated according to the statutory guidelines, and, if not, explain the reason. This information should be consistent with the information in your Marital Settlement Agreement.

Step 3:

F.
Once the form is complete, sign your name here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

G.
Print your full address, including street number, street name, city, state and zip code.

H.
Print your telephone number.

I.
The notary public or court clerk will notarize your signature here.

Step 4:

Go to the section entitled “Certification” and fill in the following information:

J.
Print the name of the other party in the action as listed in B or C on the first page.  Then, on the lines provided, fill in that person’s complete address, including the street number, street address, city, state and zip code.  Also, fill in the area code and telephone number.

K.
Sign your name and fill in the date.

YOU MUST PROVIDE THE FULL NAME AND CORRECT ADDRESS OF THE OTHER PERSON INVOLVED IN THIS ACTION.  If you do not know the address, put the last known address with the words “last known” in parentheses.  

Step 5:

Take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for copies for you and your spouse.  The Clerk will give you back two of the photocopies for your records and will file the original with the judge.

You are not divorced until the judge signs the Decree and it is entered by the Clerk.

If you have filed everything correctly, you should receive a certified copy of the Decree in the mail, signed by the Judge and entered by the Court within one month.  If you have not received the Decree in the mail within one month, you need to file the Motion to Move Case Forward, Self-Help Form #8.


Instructions for Motion for Default Judgment


and Decree of Dissolution of Marriage

(SELF-HELP FORM #6)
This form is to be filed with the Court if the Respondent has been served with the Petition for Dissolution of Marriage either by certified mail, Sheriff or by Warning Order Attorney, and has not filed a response with the Court within twenty (20) days after being served the Summons.  See the Overview Instructions for the time periods for responding to the Petition if the Respondent is served by certified mail or sheriff, and see the instructions for Self-Help Form #7, Motion and Affidavit for Appointment of Warning Order for a response if a Warning Order Attorney has been appointed.  If the Respondent has not filed a response with the Court and/or the Respondent has not signed the Marital Settlement Agreement, then you should file the Motion for Default Judgment to request the Court to finalize the divorce.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney. 
Fill in the Motion as follows:

Step 1:  

A.
Fill in the Civil Action Number listed on the Petition.  This is the number given to you by the family court clerk.

B.
Fill in your name.

C.
Fill in your spouse’s name.

Step 2:

D.
Fill in the blanks and/or check the appropriate boxes in the form.  The Clerk can advise you of the date and time of the next motion hour.

E.
Sign your name.

F.
Print your full address, including street number, street name, city, state and zip code.

G.
Print your telephone number.

Step 3:

Go to the section entitled “Certification” on pages 2 and 3 and fill in the following information:

H.
Print the name of the other party in the action.  Then, on the lines provided, fill in that person’s complete address, including the street number, street address, city, state and zip code.  Also, fill in the area code and telephone number of the person.

I.
Sign your name and fill in the date.

YOU MUST PROVIDE THE FULL NAME AND CORRECT ADDRESS OF THE OTHER PERSON INVOLVED IN THIS ACTION.  By signing the “Certification” section of this document, you are “promising” to the Court that the information you have provided regarding the name, address and telephone number of the other party is correct. If you do not know the correct address, fill in his/her last known address and then write “last known address.”  If you know no address, write “unknown.”  Afterwards, see Form #7.  

Step 4:

J.
If the Respondent was served by certified mail or Sheriff, check the appropriate box and fill in the date of service.  If a Warning Order Attorney was appointed by the Court, check that box, and fill in the date the Warning Order Attorney was appointed and the date the Warning Order Attorney filed the report with the Court.  You will likely need to review the Court file to get those dates, or you can call the Family Court Clerk’s Office (502-595-3025).  Have your case number ready and ask the Clerk for the date of service.

K.
Once the form is complete, sign your name here. Do not sign at home because you must sign in front of a notary or the Circuit Clerk.


**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**


Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

L.
The notary public or court clerk will notarize your signature here.

Step 5:

Take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk, together with a blank Decree of Dissolution of Marriage Self-Help Form #6A.  The Clerk will assign a date when your motion will be called by the judge.  The Clerk will fill in the information on the original motion.  You will be required to pay for a copy for you and a copy to be sent to the other party.  The Clerk will give you back both copies.  Keep one for your records and to remind you of the date.  The Clerk will direct you to the mailroom so that you can mail the other photocopy to the other party.

YOU MUST ATTEND THE HEARING AT THE DATE AND TIME GIVEN TO YOU BY THE CLERK.


Instructions for Affidavit for


Warning Order Attorney

(SELF-HELP FORM #7)
This document is only to be used if:

1)
The other party has left Kentucky to avoid service of process.

2)
You do not know any means by which to find the address of the other party.

If either of the above reasons exist, you must use the Affidavit to proceed with your divorce.  You must provide a last known address for the other party even if you know that they no longer live there.  Fill in all the blanks on the Affidavit as instructed below:

SECTION A: When you filed the Petition with the clerk, the clerk assigned this number and a division number.  Write these numbers on the line given for (A).  The case number is the identifying number for your case for the Court.

SECTION B: The clerk also assigned your case to a Family Court Division.  Write the division number in the space given for (B).

Once the Affidavit is filed with the clerk, the clerk will appoint the Warning Order Attorney.  The Warning Order Attorney will charge you a fee for his/her services.  If a Warning Order Attorney is used in your divorce, the divorce cannot become final until at least 50 days have elapsed from the date the Warning Order Attorney is appointed by the Court (50 days even if there are minor children).  The Warning Order Attorney will file a report with the Court once the time has elapsed.  The case cannot be given to the Judge to finalize until the Warning Order Attorney files the report.

If a Warning Order Attorney is used, the Court may grant you a divorce and award custody of any child(ren), but will not be able to decide money issues (like child support or maintenance) or divide marital property.
If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney.

Do not sign this form at home because you must sign in front of a notary or the Circuit Clerk.

**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**

Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

Copies
Take the original, completed document to the Office of the Clerk of Jefferson County Family Court located in The Jefferson County Judicial Center at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  You will be required to pay for copies for you to keep.  The Clerk will give you back a photocopy for your records and will file the original with the Judge.


Instructions for Notice-Motion to Move Case Forward

(SELF-HELP FORM #8)
This form is to be filed with the Court if, during the process of the divorce, your case is not moving forward as it should according to the instructions provided with this packet of information.

If you have any questions regarding your legal rights, have difficulty filling out this form, or have trouble following any of the specific instructions that accompany this form, you may want to consult an attorney. 
Fill in the Motion as follows:

Step 1:  

A.
Fill in the Civil Action Number listed on the Petition.  This is the number given to you by the Family Court Clerk.  

B.
Fill in your name.

C.
Fill in your spouse’s name.

Step 2:

Fill in the blanks and/or check the appropriate boxes in the form.

D.
Sign your name.

E.
Print your full address, including street number, street name, city, state and zip code.

F.
Print your telephone number.

Step 3:

Go to the section entitled “Certification” on pages 2 and 3 and fill in the following information:

G.
Print the name of the other party in the action.  Then, on the lines provided, fill in that person’s complete address, including the street number, street address, city, state and zip code.  Also, fill in the area code and telephone number of the person.

H.
Sign your name and fill in the date.

YOU MUST PROVIDE THE FULL NAME AND CORRECT ADDRESS OF THE OTHER PERSON INVOLVED IN THIS ACTION.  By signing the “Certification” section of this document, you are “promising” to the Court that the information you have provided regarding the name, address and telephone number of the other party is correct.  If you do not know the address, put the last know address and write “last known” in parentheses.  If you know no address write “unknown.”

Step 4:

Take the original to the Office of the Clerk of Jefferson County Family Court located at 700 West Jefferson Street, Louisville, Kentucky.  Present the original to the Clerk.  The Clerk will assign a date when your motion will be called by the judge.  The Clerk will fill in the information on the original motion.  You will be required to pay for a copy for you and a copy to be sent to the other party.  The Clerk will give you back both copies.  Keep one for your records and to remind you of the date.  The Clerk will direct you to the mailroom so that you can mail the other photocopy to the other party.

YOU MUST MAIL A COPY OF THE DOCUMENT TO THE OTHER PERSON INVOLVED IN THIS ACTION.

YOU MUST ATTEND THE HEARING AT THE DATE AND TIME GIVEN TO YOU BY THE CLERK.

INSTRUCTIONS FOR MOTION-ORDER TO PROCEED WITHOUT PAYING COURT COSTS

(SELF-HELP FORM #9)
This form may be filed with the Court if you are unable to pay the fee for filing a divorce ($113.00).  It will be up to the judge to decide whether or not you may file without paying the fee.  The clerk will not mail out the petition and summons until the Judge decides.  If the judge denies your motion, you must pay the fee.  Therefore, your divorce proceedings will not begin until a judge decides to grant or deny your motion.  

To start the proceedings fill in the Motion and Affidavit as follows:

Step 1 (Motion):
A. Your case number and division goes on this line.

B.  Fill in your name.

C. Fill in your spouse’s name.

D. Sign your name

E. Print your full address, including street number, street name, city, state and zip code.  

F. Print your telephone number.

Step 2 (Affidavit):

G. Your case number and division goes on this line.

H. Fill in your name

I. Fill in your spouse’s name

J. Fill in your name.

K. Fill in the number of children, if any, dependent on you for support.

L. Fill in your employment status by checking the appropriate box(es) and, if you are working, fill in your gross monthly earnings (before deductions).

M. List your monthly income by type(s) and amount(s).

N. List your assets.

O. Do not sign this form at home because you must sign in front of a notary or the Circuit Clerk.

**YOU MUST SIGN THIS FORM IN THE PRESENCE OF A NOTARY OR CIRCUIT CLERK**

Remember you are making a "promise" to the Court that all of the information you have provided in this document and true and accurate to the best of your knowledge.

Step 3 (Filing):


Present the original to the Jefferson Family Court Clerk with your petition and other documents.  The clerk will forward the motion to the judge for a decision.  You will receive by mail a copy of the order when the judge has signed it.  If the judge grants the motion, your petition will be filed by the court clerk.  If the judge denies the motion, you will be instructed to pay the filing fee.
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