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 The Notice of a Lawsuit and Request to Waive Service of a Summons is used 

to notify the defendant(s) they are being sued.  It also requests that the defendant(s) 

waive formal service of the summons and complaint.   

 
 If the defendant waives service, they will return the signed Waiver of the 
Service of Summons form to plaintiff. The defendant must file a response to the 

complaint within 60 days from the date the notice was sent. 

  
 If the defendant does not return a signed waiver, the plaintiff must formally serve 

the summons and complaint.  

 

   
Step by Step Instructions: 

 
1. Complete the Notice of a Lawsuit and Request to Waive Service of a 

Summons form. 
 

2. Complete the Waiver of the Service of Summons form. 

3. Send to the defendant by regular mail or other reliable means: 

• 1 copy of the Notice and Complaint 

• 2 copies of the Waiver  

4. Stamped, self-addressed envelope. 

 
5. If the defendant agrees to waive service, they will return the signed waiver to 

plaintiff in the provided envelope.  The plaintiff must file a copy of the signed 
waiver with the Court.  

The Notice of a Lawsuit and Request cannot be used if suing the United States 

(its agencies, corporations, or officers) or a state, local or foreign government. 
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Use the example below as guide to complete the Notice of a Lawsuit and Request to 
Waive Service of the Summons and Waiver of the Service of Summons forms. 

 

 

 

Waiver of the Service of Summons 
 

(Send 2 copies to the defendant) 

Notice of a Lawsuit and 
Request to Waive Service of Summons 

JANE SMITH 
456 LINCOLN 
DETROIT, MI  48226 

Don’t forget to include 

Stamped, Self-Addressed Envelope 
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