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The penalty for willfully making a false statement under penalty of perjury is a 
minimum of 1 year, and a maximum of 4 years in prison, in addition to a fine of 

not more than $5,000.00.  N.R.S. §199.145. 

 
 
 

 
Use this packet only if the following statements are true: 

 
 A complaint / petition was filed with the Second Judicial District Court.  

 The Defendant / Respondent was served with the complaint / petition and 
Summons.  

 The completed Summons was filed with the court.  

 More than 21 calendar days have passed since the Defendant / Respondent 
was served with the complaint / petition and Summons. 

 The Defendant / Respondent has not filed with the court an Answer or other 
response to the complaint or petition.  

 

INSTRUCTIONS FOR COMPLETING FORMS 
 

Carefully read all instructions before starting to fill out any of the forms. 
Use black or blue ink only.  Neatly print or type the information requested. 

Do not use correction fluid/tape on the forms.       
 

This packet contains the following forms: 

1. Notice of Intent to Take Default  

2. Clerk’s Default 

3. Declaration in Support of Default 

4. Request for Submission 

5. Notice of Entry of Decree / Order     
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INSTRUCTIONS:  STEP 1 
 
If the Defendant / Respondent has appeared in the case or has communicated to 
you that they oppose your complaint / petition you must fill out this form and wait 
at least seven days before continuing to Step 2.  
 
If the Defendant / Respondent has not appeared in the case or communicated to 
you that they oppose your complaint / petition, skip this step and go to Step 4.  

 
Complete the Notice of Intent to Take Default as Shown:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

1) Print your name, 
address, telephone 
number, and email.  

 
 
 
 
 

2) Print your names, Case 
No., and Department 
No., exactly as they 
appear on all other 
documents in this case.  

 
 
 
 
 
 
3) Complete the document 

following the 
instructions on each 
page.  
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INSTRUCTIONS: STEP 2 
 
 
If the Defendant / Respondent has not appeared in this case or communicated to 
you that they oppose your complaint / petition, skip this step and go to Step 4.  

 
 

Serving the Notice of Intent to Take Default 
 

You will need to send a copy of the Notice of Intent to Take Default to the 
Defendant / Respondent. You may do so by personal service or by mail. You will 
indicate how the Defendant / Respondent was served on the second page of the 
Notice of Intent to Take Default.  
 
 
 
INSTRUCTIONS: STEP 3 
 
If the Defendant / Respondent has not appeared in this case or communicated to 
you that they oppose your complaint / petition, skip this step and go to Step 4.  
 

Electronically Filing the Documents 
 
You will need to upload the original documents to eFlex. EFlex is available online 
at https://wceflex.washoecourts.com/, in the Law Library, and the Resource 
Center. 
  
Scanners are available at the Law Library and the Resource Center.  
 
Sign into your eFlex account using the username and password you created and 
electronically file the: 

• Notice of Intent to Take Default 
 
Make sure to keep the original documents you file for your personal records. File-
stamped copies of your documents are available through your eFlex account.   
 
There will not be a filing fee charged when documents are filed.  

 
 
 

https://wceflex.washoecourts.com/
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INSTRUCTIONS:  STEP 4 
 
If the Defendant / Respondent has appeared in this case or communicated to you 
that they oppose your complaint / petition you must wait at least seven days after 
completing the Notice of Intent to Take Default before continuing with this step. If 
you served the Notice by mail, you must wait at least 10 days after service before 
continuing with this step.   

 
Complete the Clerk’s Default as Shown:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

1) Print your name, 
address, telephone 
number, and email.  

 
 
 
 
 

2) Print your names, Case 
No., and Department 
No., exactly as they 
appear on all other 
documents in this case.  

 
 
 
 
 
 

STOP HERE 
 

The clerk at the Resource 
Center will fill in this 
information. 
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INSTRUCTIONS: STEP 5 
  
 

Getting the Clerk’s Default Issued 
 

You will need to bring the Clerk’s Default to the Resource Center or mail a copy 
of the Clerk’s Default to the Filing Office using the following address:  
 

75 Court Street, Room 131 
Reno, Nevada 89501 
Attention Mail Desk  

 
Once received, a filing clerk will issue the Clerk’s Default by dating and signing 
the Clerk’s Default, and placing an embossed seal.  
 
If you bring in the Clerk’s Default in person, the Clerk’s Default will be 
immediately returned to you.  
 
If you mail in the Clerk’s Default, you will receive the issued Clerk’s Default back 
in the mail.  
 
You will need to make a copy of the Clerk’s Default to serve the other party with.  
 
Copy machines are available at the Law Library located on the first floor of the 
courthouse at 75 Court Street, Reno, NV. There is a per page charge to use the 
copy machine. Cash only. 
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INSTRUCTIONS:  STEP 6 
 
 

 
Complete the Declaration in Support of Default as Shown:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 
 

1) Print your name, address, 
telephone number, and 
email.  

 
 
 
 
 
 
 

2) Print your names, Case 
No., and Department 
No., exactly as they 
appear on all other 
documents in this case.  

 
 
 
3) Check all of the boxes to 

indicate that you have 
completed all of the 
necessary steps to take 
default against 
Defendant / Respondent.  

 
4) Date, sign, and print your 

name on page 2.  
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INSTRUCTIONS:  STEP 7 
 

 
 

Complete the Request for Submission as Shown:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 

 
 

1) Print your name, 
address, telephone 
number, and email.  

 
 
 
 
 

2) Print your names, Case 
No., and Department 
No., exactly as they 
appear on all other 
documents in this case.  

 
 
 
3) Print the date you file 

the documents with the 
court.  

 
 
4) Date, sign, and print 

your name.  
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INSTRUCTIONS: STEP 8 
 

Electronically Filing the Documents 
 
You will need to upload the original documents to eFlex. EFlex is available online 
at https://wceflex.washoecourts.com/, and at the Law Library and the Resource 
Center. 
  
Scanners are available at the Law Library and the Resource Center.  
 
Sign into your eFlex account using the username and password you created and 
electronically file the: 

• Declaration in Support of Default; and 
• Request for Submission. 

 
Make sure to keep the original documents you file for your personal records. File-
stamped copies of your documents are available through your eFlex account.   
 
There will not be a filing fee charged when documents are filed.  
 
You do not need to serve these documents.  
 
 
INSTRUCTIONS: STEP 9 
 

Wait for the Judge’s Decision 
 

The judge has up to 60 days to make a decision. The decision will be sent to you 
through eFlex. While waiting, follow all existing court orders, including attending 
any hearings or conferences.  
 
 
 
 
 
 
 
 
 
 

 
Only continue with this packet and the following forms if the judge grants the 

default. 
 

https://wceflex.washoecourts.com/
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INSTRUCTIONS: STEP 10 
 

Serving the Notice of Entry of Decree / Order 
 

You will need to send a copy of the Notice of Entry of Decree / Order to the 
Defendant / Respondent. You may do so by personal service or by mail. You will 
indicate how the Defendant / Respondent was served on the Notice of Entry of 
Decree / Order.  
 
INSTRUCTIONS:  STEP 11 
 

Complete the Notice of Entry of Decree / Order as Shown:  
 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
1) Print your name, 

address, telephone 
number, and email.  

 
 
 
 

2) Print your names, Case 
No., and Department 
No., exactly as they 
appear on all other 
documents in this case.  

 
 
 
 
 

3) Complete the requested 
information. Date, sign, 
and print your name on 
page two.  
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INSTRUCTIONS: STEP 12 
 
 

Electronically Filing the Documents 
 
You will need to upload the original documents to eFlex. EFlex is available online 
at https://wceflex.washoecourts.com/, in the Law Library, and the Resource 
Center.  
 
Scanners are available at the Law Library and the Resource Center.  
 
Sign into your eFlex account using the username and password you created and 
electronically file the: 

• Notice of Entry of Decree / Order 
 

Make sure to keep the original documents you file for your personal records. File-
stamped copies of your documents are available through your eFlex account.   
 
There will not be a filing fee charged when documents are filed.  
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Legal Assistance Information 
 

The information in this packet is provided as a courtesy only. This packet is not a 
substitute for the advice of an attorney. Counsel is always recommended for legal 
matters.  
 
If you do not have an attorney, you are encouraged to seek the advice of a licensed 
attorney or contact the Resource Center or the Law Library. The Resource Center 
and the Law Library staff cannot give legal advice but can give information 
regarding court procedures.  
 
You may wish to speak with a lawyer at no cost through the Law Library’s Lawyer 
in the Library program. The Lawyer in the Library program is held via Zoom; you 
must register ahead of time to participate. No walk-ins accepted as space is limited. 
 
 
 

LAWYER IN THE LIBRARY 
Sign up on our website:  

https://www.washoecourts.com/LawLibrary/LawyerInLibrary 
For questions, contact the Law Library at 775-328-3250 

 
 
 
To seek assistance from other free or reduced-cost legal resources in the area, please 
contact:  

 
 

NEVADA LEGAL  
SERVICES 

449 S. Virginia St. 
Reno, NV 89501 

775-284-3491 – leave a message, if 
necessary 

https://nevadalegalservices.org 
 

NORTHERN NEVADA  
LEGAL AID 

1 S. Sierra St., 1st Floor 
Reno, NV 89501 

775-321-2062 – leave a message, if 
necessary 

https://nnlegalaid.org 

 

https://www.washoecourts.com/LawLibrary/LawyerInLibrary
https://nevadalegalservices.org/
https://nnlegalaid.org/

