Examples of How To Enter Party Names

Individual Names:

e Enter the last name in the Last Name field.
e Enter the first name in the First Name field.

e Enter the middle name (if any) in the Middle Name field.
e Enter miscellaneous titles or aliases in the appropriate field.

Examples:

Caption Name:

Jane Doe Smith

Last Name: Smith
First Name: Jane
Middle Name: Doe

Caption Name:

Jesus Adolfo Villegas-Navarro

Last Name: Villegas-Navarro
First Name: Jesus
Middle Name: Adolfo

Caption Name:

Jesus Adolfo Villegas Navarro

Last Name: Navarro
First Name: Jesus
Middle Name: Adolfo Villegas

Caption Name:

Lieutenant George Smith

Last Name: Smith
First Name: George
Title Name: Lieutenant

Caption Name:

Eric “Turtle” Guy

Last Name: Guy
First Name: Eric
Alias Type: aka Turtle



Business Names:

e Enter the full name of businesses in the Last Name field.

e Do not use First Name or Middle Name fields.

e Drop the small words such as “The” or “A” that precede the name of the
business.

Examples:

Caption Name: The Boeing Company
Last Name: Boeing Company

Caption Name: Doe Corporations 1-10
Last Name: Doe Corporations

Party Text: 1-10

Caption Name: www.followdirections.com
Last Name: www.followdirections.com

Names of Government Agencies:

e Enter the name of the city, county, or state in the Last Name field, followed
by the department name.
e Do not use the First Name or Middle Name fields.

Examples:

Caption Name:  State of Washington
Last Name: Washington State

Caption Name: Department of Education for Washington State
Last Name: Washington State Department of Education

Caption Name: Solid Waste Division of King County
Last Name: King County Solid Waste Division



Entering Union Names:

e Enter the official union name as captioned on the Complaint. The “Local”
may be at the beginning or the end of the listing, it doesn’t matter.

Examples:

Last Name: International Union of Operating Engineers Local 302 &
612

OR
Local 302 & 612 International Union of Operating
Engineers

Trustees
e All trustees should be listed in the Party Text field and NOT as individual
parties.

Example:

Caption Name: Employee Painters’ Trust
Party Text: Sierra Brown, Trustee



Entering Objects or Locations:

e When entering property, jewelry, currency, bank accounts, vehicles, etc.,
enter them in the Last Name field, with descriptions entered in the Party
Text field.

Examples:

Caption Name: Real Property identified as 1234 Byrd Drive, Seattle, WA
Last Name: 1234 Byrd Drive, Seattle, WA
Party Text: Real Property

Caption Name: A red 1998 Chevrolet Camaro bearing WA plate 123ABC
Last Name: Chevrolet Camaro 1998
Party Text: Red, WA license plate 123ABC

Caption Name:  One men’s diamond ring with a gold band
Last Name: Diamond ring
Party Text: Men’s with a bold band

Caption Name: Thirteen pornographic videotapes
Last Name: Videotapes
Party Text: Thirteen pornographic



Entering Vessels:

e Enter the vessel name, followed by the vessel designation (i.e., M/V, F/V,
etc.)
e Enter vessel numbers and descriptions in the party text.

Example:

Caption Name:  M/V Happy Halibut, Official No. 54321

Last Name: Happy Halibut M/V
Party Text: Official No. 54321
Entering Estates:

e When entering estates, enter the executor/personal representative as the
main party.

e Do not enter the deceased as a party.

e Enter them as an alias to the party, using the alias type “est” (estate of).

Example:

Caption Name: Donna Happy as Personal Representative of the Estate of
Seldom Happy

Last Name: Happy
First Name: Donna
Party Text: Personal representative

Alias Last Name: Happy
Alias First Name: Seldom
Alias Type: est



