CIVIL SUBPOENA

FILING AND SERVING INSTRUCTIONS

COPY

The following should be copied ONE TIME:

· Civil Subpoena (For Personal Appearance at Trial or Hearing) 

SEPARATE STACKS

Make TWO STACKS of the following:

Your Stack
· ORIGINAL
Civil Subpoena (For Personal Appearance at Trial or Hearing)
Other Party’s Stack 
· Civil Subpoena (For Personal Appearance at Trial or Hearing)
DO NOT FILE THE ORIGINAL CIVIL SUBPOENA.  You must hold on to this so you can present it to the Court on the day of your trial or hearing.

SERVING THE OTHER PARTY

Have someone OTHER THAN YOURSELF AND OVER THE AGE OF 18 YEARS OLD serve the other parties with the COPY of the Civil Subpoena.  Have the server complete the second page of the ORIGINAL CIVIL SUBPOENA.

PRESENT THE ORIGINAL SUBPOENA AT TRIAL IF THE WITNESS FAILS TO APPEAR

DO NOT FILE THE ORIGINAL SUBPOENA.  If the witness fails to appear at your trial or hearing, present the Court with the ORIGINAL SUBPOENA.  Make sure the Proof of Service on the second page is completed BEFORE YOU PRESENT THE SUBPOENA TO THE COURT.

