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Appendix D:  The Summons
THE SUMMONS
1.
The Plaintiff should leave this blank, the clerk will stamp the assigned case number.
2.
The Plaintiff must state the names of all plaintiffs.
3.
The Plaintiff must state the names of all defendants.
4.
The Plaintiff must state the name and likely address of the Defendant.  Note, this does not have to be the
Defendant's residence; it may be a place of employment or other place where the Defendant is likely to be found.
5.
The Plaintiff must state the amount claimed, plus costs.  For example, "$300.00 plus costs."
6.
The Plaintiff must write "Pro se."
7.
The Plaintiff's full name and address must be stated.
8.
The Plaintiff must check the box by "A."
9.
The Plaintiff must write in the courtroom number.  The Circuit Clerk will advise you as to the courtroom number.
10.
Use drop down box for proper court building.  Usually the proper court building will be the Kane County
Courthouse, 100  South 3rd Street, Geneva, Illinois.
11.
The Plaintiff must write 9:00 A.M., or the time advised by the Clerk, if the case is assigned to Courtroom 120,
Kane County Courthouse.  If returnable in another courtroom, check with the Circuit Clerk Office as to the time.
12.
The Plaintiff must write the date assigned by the clerk.
A COPY OF THE COMPLAINT MUST BE ATTACHED TO EACH SUMMONS WHICH IS TO BE
SERVED ON A DEFENDANT. 
Case No.
 Plaintiff(s)
 Defendant(s)
 File Stamp
 SERVE THIS DEFENDANT AT:     
IN THE CIRCUIT COURT OF THE SIXTEENTH JUDICIAL CIRCUIT
KANE COUNTY, ILLINOIS
Form 166-A  (08/18)
Name:
Address:
City, State &  Zip:
1
2
3
4
5
6
7
8
9
10
11
12
Amount Claimed
Pltf. Atty
Atty. Registration No.
Address
City, State and Zip
Add. Pltf. Atty
Atty. Registration No.
Address
City, State and Zip
SUMMONS
To the above named defendant(s):
judgment by default may be entered against you for the relief asked in the complaint.
You are hereby summoned and required to file an answer in this case or otherwise file your appearance, in the Office of
the Clerk of this Court, within 30 days after service of this summons, exclusive of the day of service.  If you fail to do so,
judgment or decree by default may be taken against you for the relief prayed in the complaint.
You are further Notified that a dissolution action stay is in full force and effect upon service of this summons.  The
Conditions of stay are set forth on page two (2) of this summons, and are applicable to the parties as set forth in the statute.
TO THE SHERIFF OR OTHER PROCESS SERVER:
This summons must be returned by the officer or other person to whom it was given for service, with endorsement of service and
fees, if any, immediately after service.  In the event that paragraph A of this summons is applicable, this summons may not be served
less than three days before the day for appearance.  If service cannot be made, this summons shall be returned so endorsed.
This summons may not be served later than 30 days after its date if paragraph B is applicable.
DATE OF SERVICE
(To be inserted by process server on copy left with the defendant or other person)
WITNESS,
A.
B.
C.
You are hereby summoned and required to appear before this court in room
of the
Clerk of Court
(date)
to answer the complaint in this case, a copy of which is hereto attached.  If  you fail to do so, a
at
m.  on
Attorney E-mail:
Attorney E-mail:
E-filing is now mandatory for documents in civil cases with limited exemptions. To efile, you must first create an account
D.
with an e-filing service provider. Visit http://efile.illinoiscourts.gov/service-providers.htm to learn more and to select a service
provider. If you need additional help or have trouble e-filing, visit http://www.illinoiscourts.gov/FAQ/gethelp.asp or talk with 
your local circuit clerk's office.
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