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2.12 | PROOF OF SERVICE 

Finally, you must return to the court the appropriate proof that 

the defendants have been served. Where service is made by 

requesting defendant to waive service of the summons, proof of 

service must be made by filing with the Court the completed AO 399 

form(s) that you sent to the defendant or defendants. Where service 

is made by any other manner, proof of service can be made by 

completing and returning to the Clerk of Court a civil process 

return form located on the back of a summons form. It is the 

responsibility of the person serving process to prepare and submit 

the forms showing proof of service. Plaintiffs should read Rule 4 

of the Federal Rules of Civil Procedure to become thoroughly 

familiar with the procedures governing service of process. 

 

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

Pro Se Litigation Guidelines) 
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