
 
INSTRUCTIONS FOR COMPLETING PROOF OF SERVICE 

 
 A Proof of Service is a document filed with the Court to show that the summons 

and complaint were successfully served on the defendant in a lawsuit.  

 
 After the U.S. Marshal Service serves the summons and complaint, a return 

receipt,  “green card” (PS Form 3811), will be mailed to the plaintiff, to show proof of 

service.   The “green card” or a copy, must be filed with the Court.   

 
 Use the example below as a guide to complete the Proof of Service form: 
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