CO-219 (3/95)

MEMORANDUM

TO ATTORNEY FOR PLAI NTI FF
FROM CLERKS OFFICE, U. S. BANKRUPTCY CCURT
RE: ADVERSARY PROCEEDI NG | NFORMATI ON

(Service of Summons and Conpl ai nt)

Attached hereto is a copy of the Summons and Notice of Pretrial
Conf erence whi ch has been prepared for the Conplaint you filed.
It is the responsibility of the Attorney for the plaintiff to
serve a copy of the Sunmons (which al so contains the notice of
pretrial) and a copy of the Conplaint on each defendant named in
the conplaint (copies nust conformto the original). You nay do
this by the foll ow ng nethods:

1. First dass Mail - this is the nost frequently used type of
service. A copy of the summons - notice and a copy of the
conplaint would be mailed first class with postage prepaid
to the defendant's usual dwelling house or place where he
regul arly conducts his business or profession

2. Personal Service - This nmeans that a copy of the summons -
notice and a copy of the conplaint are personally handed to
the defendant. This type of service may be nmade by any
person at |east 18 years old who is not a party to the
action. Sonetines, the attorney will request that the
sheriff, US. Marshal, a private process server, secretary
or paralegal performthis service.

3. Publication - this is the | east common type of service and
may be used only with authority of the Court. (See
Bankruptcy Rule 7004(c).)

TIMELIMT FOR SERVICE. The Sumons nust be served within ten
(10) days fromthe date of the issuance of the Sunmons unless a
shorter time period is required by the Court. This would occur
if the time for answering the conplaint is shortened by the Court
(less than 30 days fromthe date of issuance of the Sumons). In
that event, the Court would like you to serve the Sumobns as soon
as possible - or at least within three (3) days.

If the Summons is not served within the proper tinme, it will be
necessary to contact the Court and a new Sumons will need to be
pr epar ed.

CERTI FI CATE OF SERVICE. After the Summons and Conpl ai nt have been
served on the Defendants, you must file a certificate of service
with the Court. This may be done by conpleting the back of the
of the Summmons formand filing sane with the Court. This
certificate of service nust be filed pronptly after the

def endants have been served.




MEMORANDUM

TO ATTORNEY FOR PLAI NTI FF

FROM CLERK, U. S. BANKRUPTCY COURT

RE: SERVI CE OF MEMORANDUM TO PARTI ES TO ADVERSARY
PROCEEDI NG

Attached hereto is a Menorandum fromthe Cerks Ofice
directed to the parties to the adversary proceeding. At the tine
that you serve the Sumons and Notice of Pretrial in the
proceedi ng, please serve the attached Menorandumto the parties.
This Menmorandumis to alert all parties in the adversary
proceedi ng of the need for formally requesting that their nanes
be pl aced on the bankruptcy case matrix if they desire to receive
future notices in the bankruptcy case.

Shoul d you have any questions regarding this matter, please
do not hesitate to contact the Cerks Ofice.



VEMORANDUM

TO PARTI ES | N ADVERSARY PROCEEDI NG
FROM CLERK, U. S. BANKRUPTCY COURT
RE: PROCEDURE FOR | NCLUSI ON OF NAME ON CASE MATRI X

By being a party in an adversary proceedi ng, you nay be
interested in having your nane (or that of your attorney) placed
on the bankruptcy case matrix in order that you can be inforned
of the various hearings scheduled in the case itself. Because
adversary proceedings are filed and nai ntai ned separately from
t he bankruptcy cases, parties in an adversary proceedi ng are not
autonmatically added to the bankruptcy case matrix. |If you do
desire that your nanme and address be added to the case matrix,
you rmay send the Court a letter requesting this action. [|f your
attorney desires to be placed on the case matrix, he would file a
Noti ce of Appearance in the case with the Court.



