HANDOUT — PROOF OF SERVICE FORM

Proof of the service of the summons and of the complaint and/or notice, if any, accompanying the same, must be as follows:

(1)
If served by the sheriff, deputy, constable, or other officer, by a certificate of service.

(2)
If served by mail, by the written acknowledgement of the defendant or defendant’s attorney showing the time and place of service.

(3)
The certificate or affidavit of service mentioned above must state the time, date, place, and manner of service.

(4)
The affidavit of service, when served by other than a sheriff, deputy, constable, or other officer, must state:

(a)
that the person so serving is of legal age;

(b)
the date and place of service; and

(c)
that the person making the service knew the person served to be the person named and intended to be served.


Each party served MUST be given a copy of the complaint and summons.  Service may be made on the attorney of a party, if one is known or it is specifically ordered by the Court.


If there are any costs charged for service, the amount of the cost of service must be included in order to collect the money, IF the serving party obtains a judgment in Court.


SUMMONS AND PROOF OF SERVICE MUST BE FILED WITH THE COURT BEFORE THE COSTS CAN BE AWARDED IN A JUDGMENT ! ! !

