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DATE:

     
TO:

Human Resources, Risk Management Division


Stop 188

FROM:

     
SUBJECT:

Service of Summons and Complaint (Lawsuit)

URGENT:
When your employee is served with a Summons and Complaint, please complete this form and e-mail or fax (455-4792) to Risk Management.  Please forward the original documents to Risk Management, Stop 188, immediately.  Time is of the essence in order to respond timely.  You may retain a copy for your records.
Please complete all the information below as this form will go to the attorney along with the Summons and Complaint. In addition, the attorney may need to contact you or your department regarding this case.
	Plaintiff:     
	Case #:

	Date Served:     
	Time Served:     

	Location Served:     

	Method of Service: In Person  FORMCHECKBOX 
    By Mail  FORMCHECKBOX 
   Other:     

	Department Served:     

	Employee(s) Named in Lawsuit:     
     

	Telephone Number: Work:     
	Home:     

	Received By:(Print Name)     

	Job Classification:     

	Additional Information:     
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