
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAMPLE FORM C 
 
 

PROOF OF SERVICE 



Sample Form C 

PROOF OF SERVICE BY MAIL 
INSTRUCTIONS FOR SUPERIOR COURT  

OR COURT OF APPEAL 
 

 Each document you prepare must be served on all counsel and self-represented parties in 
your case.  The document must be served electronically, by mail or hand-delivered by someone 
who is over the age of 18, not a party to the appeal, and a resident of the county where the 
mailing or delivery occurred. 
 
 Form APP-009 is for service by mail or personal delivery.  The instructions below are for 
service by mail.  If you wish to have the document delivered in person instead of mailed, you 
may adapt this sample form by replacing line 3 with language indicating the name of the 
person(s) to whom the document was delivered, the date and time of delivery, and the address 
where the delivery occurred.  (For sample language for a hand-delivery, see page 2, line 3b of 
Sample Form C.) 
 
 All documents must be served on all attorneys of record and any self-represented parties.  
If the document is a brief, you must also serve one copy on the Superior Court and, if filing 
in paper form, four paper copies on the California Supreme Court.  If the document is a 
brief or petition, you must serve one copy on any public officer or agency required to be 
served by CRC rule 8.29.  
 
The Proof of Service by mail or personal delivery form is available online in Adobe Acrobat 
PDF format and may be filled out electronically for free at http://www.courts.ca.gov/forms.  
Select "Appellate" forms, then click on Form APP-009.  If you have chosen to file and serve 
your documents electronically, you may use Form APP-009E.  Instructions for filling out these 
forms are in Form APP-009-INFO. 
 
How to serve a document: 
 
 Make a copy of your document for each person or entity you must serve and enough 
copies for filing with the Court of Appeal.  The person doing the mailing must complete the 
Proof of Service and attach an unsigned copy to each copy of the document being served.  The 
person doing the service should mail a copy of the document to each person listed in the Proof of 
Service by depositing it in the United States mail with postage fully prepaid.  The envelopes may 
be deposited in a United States post office or mailbox.  The original document cannot be filed 
with the court until service has been completed by mailing the copies.  After the envelopes have 
been deposited into the mail, the original Proof of Service should be signed and attached to the 
original document for filing.   
 
Filling out the Proof of Service form: 
 
Fill out the case name, Court of Appeal case number, and Superior Court case number.  If you 
are filing the document in the Superior Court, use the Superior Court case name.  If you are filing 
in the Court of Appeal, use the Court of Appeal case name. 
 

http://www.courts.ca.gov/documents/app009.pdf
http://www.courts.ca.gov/documents/4dca-Self-Help-Manual-Sample-Form-C.pdf
http://www.courts.ca.gov/forms
http://www.courts.ca.gov/documents/app009.pdf
http://www.courts.ca.gov/documents/app009e.pdf


Sample Form C 

Fill out the name of the non-party over the age of 18 who will be doing the mailing. 
 
On line 2, specify the residential or business address of the person doing the mailing, and check 
the appropriate line for residence or business. 

 
On line 3, specify the date of the mailing, the name of the document being served (for example, 
"Appellant's Opening Brief"), and the place where the mailing took place.  List the full names 
and addresses of all the parties or their attorneys to whom the documents are being mailed.  If the 
document is a brief, you must also serve the Superior Court, the California Supreme Court (5 
copies).  If the document is a brief or petition, you must serve any public officer or agency who 
must be served under CRC rule 8.29.  These addresses must also be listed on the Proof of 
Service. 
 
Date the Proof of Service, type or print the name of the person doing the mailing, and include the 
signature of the person doing the mailing. 
 
 
 An original Proof of Service must be attached to every original 

document filed with the court.   A copy of the Proof of Service 
must be attached to every document served on all counsel and 
self-represented parties.         


