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Affidavit of Personal Service

Find the number on the form for each instruction below.
Type or print in black ink only.

1. Write the name of the court.

2. Write the name of the county where court is located.

3. Write the Index Number or Docket Number after the court gives you one for this case.

4. Write your name and address, if you are the landlord. (The landlord is the
“Petitioner.”) If you are filling out this form for the landlord, write the landlord’s
name and address, not your own. 

5. Write the name and address of the tenant(s). (The tenant is the “Respondent.”)

6. Write the name of the county where this Affidavit will be signed and sworn to.

7. Write the name of the city, town, or village where this Affidavit will be signed 
and sworn to.

8. Write the name of the person who served the papers.

9. Write the name of the document that was served. 

10. Write the name of the tenant(s) as it appears on the case papers.

11. Write the address of the place where the tenant was served with the case papers.

12. Write the time and date the tenant was served.

13. Fill in the description of the person served.

N OTE: THIS FORM MUST BE NOTARIZED. LEAVE THE REST OF THE FORM BLANK UNTIL YOU ARE

IN THE PRESENCE OF THE NOTARY PUBLIC.

14. The person who served the papers should sign here in the presence of a Notary
Public. 

15. The Notary will complete the date and sign his/her name. The person who served
the papers must sign and print his/her name in the presence of a Notary Public.

Instructions for Preparing:
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Affidavit of Substituted or Conspicuous Place Service
Find the number on the form each instruction below.Type or print in black ink only.

1. Write the name of the court.
2. Write the name of the county where court is located.
3. Write the Index Number or Docket Number after the court gives you one for this case.
4. Write your name and address, if you are the landlord. (The landlord is the

“Petitioner.”) If you are filling out this form for the landlord, write the landlord’s
name and address, not your own.

5. Write the name and address of the tenant(s). (The tenant is the “Respondent.”)
6. Write the name of the county where this Affidavit will be signed and sworn to.
7. Write the name of the person who served the papers. 
8. Write the name of the case paper(s) that was served. 
9. Write the name of the tenant(s) as it appears on the case papers.

10. Write the name of the person who received the papers.
11. Write the date and time that the papers were served.
12. Write the address where the papers were served and place a in the box that

describes that place.
13. Provide the information that describes the person who was served.
14. Write the address to which the papers were mailed.
15. Write the date the papers were mailed.
16. If the papers were affixed or left at the tenant’s address, write that address and place

a in the box that describes that place.
17. Write the date and time the papers were affixed or left at the tenant’s address.
18. Write the address to which the papers were mailed.
19. Write the date the papers were mailed.
20. Write the dates and times you tried to make personal service on the tenant. Leave

blank if no attempts were made at personal service.

N OTE: THIS FORM MUST BE NOTARIZED. LEAVE THE REST OF THE FORM BLANK UNTIL YOU ARE IN

THE PRESENCE OF THE NOTARY PUBLIC.

21. The person who served the papers should sign here in the presence of a Notary
Public. 

22. The notary public will complete the date and sign his/her name.

Instructions for Preparing:

!

!
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