INSTRUCTIONS FOR COMPLETING PROOF OF SERVICE IN CIVIL CASES

These instructions serve as a guide only. For further information on service and proof of service,
please see the Rules of Civil Procedure, 4.103 — 4.107. It is recommended that you contact an
attorney if you have questions or need further legal advice.

A person filing a document with the court must serve a copy of the document on all interested
parties to the case. A Proof of Service must be filed at the same time the document is filed with
the Court.

Service in civil actions may be served by any legally competent adult who is NOT a party or an
officer of a corporate party (see CR 4.103(A)).

Service that requires seizure of property may only be served by:
1) An LRBOI Department of Public Safety officer, a sheriff or deputy sheriff, or a bailiff
or court officer appointed by the court for that purpose;
2) An officer of the Michigan Department of State police in an action in which the State
of Michigan is a party; or
3) A police officer of an incorporated city or village in an action in which the city or
village is a party.

Service of Summons & Complaint
Proof of Service on a Summons & Complaint may be made by:

1) Written acknowledgement of receipt of a summons & copy of complaint, dated and
signed by the person to whom the service is directed (or other authorized person
under the Civil Rules of Procedure);

2) Certificate stating the facts of service (including the manner, time, date, and place of
service, who completed service, and who was served); or

3) Affidavit stating the facts of service (including the manner, time, date, and place of
service, who completed service, and who was served).

Service and Filing of Pleadings and other Papers (see Court Rule 4.107)
Every party who has filed a pleading, an appearance, or a motion must be served with a copy of
every paper later filed in the action, except:
1) A non-party who has filed a motion or appeared in response to a motion need only be
served with papers that relate to that motion.
2) A party against whom a default has been entered

If an attorney has filed an appearance on behalf of a party, then service shall be made upon the
attorney. If two or more attorneys represent the same party, service of papers on one of the
attorneys is sufficient.

If a party represents him/herself, service shall be made upon the party.



Service on a party must be by one of these three methods:
1) Delivery to Attorney:
a. Handing it to the attorney personally
b. Leaving it at the attorney’s office with the person in charge or by leaving it in
a conspicuous place
c. If the attorney has no office or the office is closed, leaving it at the attorney’s
residence with some person of suitable age and discretion residing there.
2) Delivery to Party:
a. Handing it to the party personally
b. Leaving it at the party’s residence with some person of suitable age and
discretion residing there
3) Mailing: Mailing a copy by enclosing it in a sealed envelope with first class postage
fully prepaid, addressed to the person to be served, and depositing the envelope in the
US mail.

*Note on Electronic Service: The Rules of Civil Procedure are silent on electronic service;
however, if all parties agree to electronic service, the Court will accept Proofs of Service that
indicate that method of service.

Proof of Service may be included at the end of a filing, or it may be filed as a separate document.

The Tribal Court has Proof of Service forms available on the Tribal Court website under “Court
Forms.” They are also available for pickup at the Tribal Court office or via email upon request.

*Court Service: As a courtesy to members filing suit against a Tribal organization or entity, the
Court will provide service of the initial Summons & Complaint upon the Defendant. Service of
all pleadings and court filings thereafter shall be the responsibility of the party filing the
document.



