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This PATHFINDER is not intended to be legal advice. If you need legal advice or assistance 

drafting legal documents, you must hire a private attorney. 

Law Library staff cannot assist you in drafting legal documents. 

BASIC FORMAT OF LEGAL PAPERS 
And 

PARTS OF A COMPLAINT 

The formatting of legal pleadings and other documents is controlled by the  

Pennsylvania and local county Rules of Court. 

Please consult the Pennsylvania Rules of Court online or in print and the Lehigh County Rules of Court 

at www.lccpa.org for the latest revisions of rules concerning legal format. 

Pennsylvania Rule of Civil Procedure 204.1. Pleadings and Other Legal Papers. Format 
All pleadings, motions and other legal papers must conform to the following requirements: 

(1) The document shall be on 8 ½ inch by 11 inch paper. 

(2) The document shall be prepared on white paper (except for dividers and similar sheets) of good quality. 

(3) The first sheet shall contain a 3-inch space from the top of the paper for all court stampings, filing notices, etc. 

(4) The text must be double spaced, but quotations more than two lines long may be indented and single spaced. Margins 

must be at least one inch on all four sides. 

(5) The lettering shall be clear and legible and no smaller than point 12. The lettering shall be on only one side of a page, 

except that exhibits and similar supporting documents may be lettered on both sides of a page. 

(6) Documents and papers shall be firmly bound. 

Credits 

Adopted July 7, 2006, effective Feb. 1, 2007. Current with amendments received through October 15, 2018. 

Editors' Notes EXPLANATORY COMMENT--2006 

New Rule 204.1 governs the format of pleadings and other legal papers filed with the court in civil actions and proceedings. The new rule 

is substantially identical to current Pennsylvania Rule of Appellate Procedure 124(a) and to new Rule of Criminal Procedure 575(C). 

The criminal rule governs the format of motions, answers and briefs in criminal proceedings. The civil rule is being promulgated 

contemporaneously with the criminal rule to foster uniformity of format of legal papers in both civil and criminal matters. These rules will 

promote the objectives of the unified judicial system under the Constitution of 1968 and facilitate the statewide practice of law. 

 

Lehigh County Rules of Civil Procedure Rule 205.2(a) Filing of Legal Papers with the Clerk of Courts. 
All pleadings and other documents submitted for filing with the Clerk of Courts shall conform with the following requirements: 

(1) The use of backers and/or toppers is prohibited. 

(2) All documents shall be fastened together by staples. 

(3) The text of original documents shall not be highlighted by the use of colored markers. Highlighting of text can be done by 

bolding or by using a different style and size of font. 

(4) All documents shall be single-sided and double-spaced, except that quotations, footnotes and exhibits may be single-

spaced. 

(5) The font size of all documents shall be not less 12 points. 

(6) Paper shall be of good quality and shall not exceed 8-1/2” x 11” in size. 

(7) Attachments smaller than 8-1/2” x 11” shall be attached to regular size paper by using scotch tape. 

(8) All exhibits shall be identified as such on the bottom center of each document as well as by exhibit tabs. 

(9) All pages shall be numbered consecutively. The number shall appear at the bottom center position of each page. 

(10) All copies attached to documents shall be clear and legible.  

(11) All documents shall contain the following: (i) the correct caption of the case, including the names of the parties, the 

docket number, the division of the court, and the name of the assigned judge, if any; (ii) a title indicating the nature of the 

document; (iii) the name, address, telephone number, fax number and Supreme Court identification number of the attorney 

filing the document; and (iv) if the party filing the document is not an attorney, the name, address, telephone number 

of such party. 

(12) No document submitted for filing to the clerk of courts – civil shall disclose the social security number of any person, 

except as specifically authorized by court order.  

 

http://www.lccpa.org/
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Pa.R.C.P. No. 1018. Caption 
Every pleading shall contain a caption setting forth the name 

of the court, the number of the action and the name of the 

pleading. The caption of a complaint shall set forth the form 

of the action and the names of all the parties, including a 

Doe designation for an unknown defendant as provided in 

Rule 2005, but in other pleadings it is sufficient to state the 

name of the first party on each side in the complaint with an 

appropriate indication of other parties. 

Note: Civil Actions and proceedings shall be captioned 

“Court of Common Pleas of __________ County--Civil 

Action” or other appropriate form of action. 

The caption of all legal papers filed in a medical 

professional liability action must contain the designation 

“Civil Action--Medical Professional Liability Action.” See Rule 1042.16. 

The caption of all legal papers filed in a civil action by and against a minor must designate the minor by the initials of his or her first and last name. 

See Rule 2028. 
Credits Adopted June 25, 1946, effective Jan. 1, 1947. Amended Oct. 15, 2004, imd. effective; Dec. 27, 2004, imd. effective; January 5, 2018, effective January 6, 

2018; Jan. 24, 2019, effective April 1, 2019. 

 

Pa. R.C. P. 1022.  Paragraphing  
Every pleading shall be divided into 

paragraphs numbered consecutively.  

Each paragraph shall contain as far 

as practicable only one material 

allegation. Credits Adopted June 25, 1946, 

effective Jan. 1, 1947 
 

 

 

 

 

 

 

 

Pa. R.C. P. Rule 1021.  Claim for Relief.  Determination of Amount in Controversy 

 
(a) Any pleading demanding relief shall specify the relief sought. Relief in the alternative or of several different types, including an 

accounting may be demanded. 

(b) Any pleading demanding relief for unliquidated damages shall not claim any specific sum. 

(c) In counties having rules 

governing compulsory 

arbitration the plaintiff shall 

state whether the amount 

claimed does or does not 

exceed the jurisdictional 

amount requiring 

arbitration referral by local 

rule. 

(d) The court on its own 

motion or motion of any 

party may by discovery, 

pre-trial conference, 

hearing or otherwise, determine the amount actually in controversy and enter an order of reference to arbitration. 
Credits Adopted June 25, 1946, effective Jan. 1, 1947. Amended Dec. 16, 1983, effective July 1, 1984; Dec. 21, 1993, effective July 1, 1994; April 12, 1999, effective 
July 1, 1999. 


