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2.09 | INSTRUCTIONS FOR COMPLETING THE SUMMONS FORM: 

(a) Write your name above the "v" as plaintiff; write in the names 

of all the people you are suing as defendants below the "v." 

(b) Write the name and address of one defendant after the "To." 

You must make a separate summons for each defendant. 

(c) Because you do not have an attorney, in the space after 

"plaintiff's attorney" fill in your own name and your address. 

Cross out "Plaintiff's Attorney" and write "Pro Se" after your 

name. 

(d) Put the proper number in the space before "days after service 

of this summons..." 

The summons will be signed and sealed by the Clerk and returned to 

you along with the service copies of the complaint unless the 

summons and complaint is going to be served by the U.S. Marshal. 

 

(US District Court, New York, Western District // Buffalo, NY 14202 

Pro Se Litigation Guidelines) 
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