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CONTENTS; AMENDMENTS

4(a)(1), CONTENTS

The following diagram is a sketch containing all of the required fields of a summons, per
4(a)(1)(A-G). The requirements for the layout of these fields, their contents, and any
additional components may vary between courts. This is a sketch, NOT an example of a
summons. Please refer to official court resources for examples of summons.

Name the court... Bear the

court's
seal

...and the parties (plaintiff)

V.
...and the parties (defendant)
Be directed to the defendant

State the name and address of the plaintiff's
attorney or—if unrepresented—of the plaintiff

State the time within which the
defendant must appear and defend

Notify the defendant that a failure to appear and
defend will result in a default judgment against the
defendant for the relief demanded in the complaint

Be signed by the clerk

4(a)(2), AMENDMENTS

"The court may permit a summons to be amended."

Amendments are handled directly under 4(a)(2), via a Motion to Amend Summons.
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