
FORMS APPENDIX: ARTICLE II. RULES ON CIVIL PROCEEDINGS 
IN THE TRIAL COURT 

Rule 101. Summons and Original Process-Form and Issuance 
 (b) Summons Requiring Appearance on Specified Day. 

In the Circuit Court of the __________________ Judicial Circuit, _________ County, Illinois 
(Or, In the Circuit Court of Cook County, Illinois) 

A.B., C.D., etc. ) 
(naming all plaintiffs), ) 

Plaintiffs, ) 
v. ) No. _____________________ 

) Amount Claimed __________ 
H.J., K.L. etc.,  ) 
(naming all defendants), ) 

Defendants. ) 

SUMMONS 

To each defendant: 

You are hereby summoned and required to appear before this court at 
_______________________ at _____________ o’clock _____ M., on 
_______________________20__, to answer the complaint in this case, a copy of which is hereto 
attached. If you fail to do so, a judgment by default may be entered against you for the relief 
asked in the complaint. 

E-filing is now mandatory for documents in civil cases with limited exemptions. To e-
file, you must first create an account with an e-filing service provider. Visit 
http://efile.illinoiscourts.gov/service-providers.htm to learn more and to select a service 
provider. If you need additional help or have trouble e-filing, visit 
http://www.illinoiscourts.gov/FAQ/gethelp.asp, or talk with your local circuit clerk’s office. 

To the officer: 

This summons must be returned by the officer or other person to whom it was given for 
service, with indorsement of service and fees, if any, immediately after service. If service cannot 
be made, this summons shall be returned so indorsed. 

This summons may not be served later than 30 days after its date. 

Witness _________________________ 

(Seal of Court) 

http://efile.illinoiscourts.gov/service-providers.htm


 
 

       ________________________________ 

Clerk of Court 

Plaintiff’s Attorney (or plaintiff, if he is not represented by attorney) 
_______________________________________ 

Address____________________________________ 
Telephone No. ____________________ 
Facsimile Telephone No. ____________________ 
E-mail Address____________________________ 
 
(If service by facsimile transmission will be accepted, the telephone number of the plaintiff or 
plaintiff’s attorney’s facsimile machine is additionally required.) 

Date of service _________________, 20__ (to be inserted by officer on copy left with defendant 
or other person). 

 
NOTICE TO DEFENDANTS 

 [Here simple and specific instructions, conforming to local practice, shall be set out outlining 
procedure for appearance and trial of the type of case covered by the summons.] 
 
 (2) In any action for forcible detainer or for recovery of possession of tangible personal 
property, the summons shall be in the same form, but shall require each defendant to appear on a 
day specified in the summons not less than seven or more than 40 days after the issuance of 
summons. 
 (3) If service is to be made under section 2-208 of the Code of Civil Procedure the return day 
shall be not less than 40 days or more than 60 days after the issuance of summons, and no default 
shall be taken until the expiration of 30 days after service. 
 
  



(d) Summons Requiring Appearance Within 30 Days After Service. 

In the Circuit Court of the __________________ Judicial Circuit, _________ County, Illinois 
(Or, In the Circuit Court of Cook County, Illinois) 

A.B., C.D., etc. ) 
(naming all plaintiffs), ) 

Plaintiffs, ) 
v. )  No. ____________________ 
H.J., K.L. etc.,  ) 
(naming all defendants), ) 

Defendants. ) 

SUMMONS 

To each defendant: 

You are summoned and required to file an answer to the complaint in this case, a copy of 
which is hereto attached, or otherwise file your appearance, in the office of the clerk of this court 
within 30 days after service of this summons, not counting the day of service. If you fail to do so, 
a judgment by default may be entered against you for the relief asked in the complaint. 

E-filing is now mandatory for documents in civil cases with limited exemptions. To e-
file, you must first create an account with an e-filing service provider. Visit 
http://efile.illinoiscourts.gov/service-providers.htm to learn more and to select a service 
provider. If you need additional help or have trouble e-filing, visit 
http://www.illinoiscourts.gov/FAQ/gethelp.asp, or talk with your local circuit clerk’s office. 

To the officer: 

This summons must be returned by the officer or other person to whom it was given for 
service, with indorsement of service and fees, if any, immediately after service. If service cannot 
be made, this summons shall be returned so indorsed. 

This summons may not be served later than 30 days after its date. 

Witness _________________________ 

(Seal of Court) 

________________________________ 

Clerk of Court 

http://efile.illinoiscourts.gov/service-providers.htm


 
 

Plaintiff’s Attorney (or plaintiff, if he is not represented by attorney) 
__________________________ 

Address____________________________________ 
Telephone No. ____________________ 
Facsimile Telephone No. ____________________ 
E-mail Address____________________________ 

(If service by facsimile transmission will be accepted, the telephone number of the plaintiff or 
plaintiff’s attorney’s facsimile machine is additionally required.) 

 Date of service _____________, 20__ (to be inserted by officer on copy left with 
defendant or other person). 

  



 
 

 (f) Waiver of Service of Summons.  
 

In the Circuit Court of the __________________ Judicial Circuit, _________ County, 
Illinois (Or, In the Circuit Court of Cook County, Illinois) 

A.B., C.D., etc.   ) 
(naming all plaintiffs),  ) 
 Plaintiffs,    )  No. ____________________ 
 v.      )  Amount Claimed _________ 
H.J., K.L., etc.    ) 
(naming all defendants),  ) 
 Defendants.   ) 
  
Notice and Acknowledgment of Receipt of Summons and Complaint 
 

NOTICE 
 To: (Insert the name and address of the person to be served) 
 The enclosed summons and complaint are served pursuant to section 2-213 of the 
Code of Civil Procedure. 
 You must complete the acknowledgment part of this form and return one copy of the 
completed form to the sender within _____* days. 
 You must sign and date the acknowledgment. If you are served on behalf of a 
corporation, unincorporated association (including a partnership), or other entity, you 
must indicate under your signature your relationship to that entity. If you are served on 
behalf of another person and you are authorized to receive process, you must indicate 
under your signature your authority. 
 If you do not complete and return the form to the sender within ____* days, you (or 
the party on whose behalf you are being served) may be served a summons and complaint 
in any other manner permitted by law. 
 If you do complete and return this form, you (or the party on whose behalf you are 
being served) must answer the complaint within ____** days. If you fail to do so, 
judgment by default will be taken against you for the relief demanded in the complaint. 
 I declare, under penalty of perjury, that this notice and acknowledgment of receipt of 
summons and complaint will have been mailed on _________________________. (Insert 
Date) 
  
Signature ______________________________ 
Date of Signature _______________________ 
 
 



 
 

ACKNOWLEDGMENT OF RECEIPT OF 
SUMMONS AND COMPLAINT 

 I declare, under penalty of perjury, that I received a copy of the summons and of the 
complaint in the above-captioned matter at (inset address). 
PRINT or TYPE Name ___________________________ 
Relationship to Entity/Authority to Receive Service of Process 
___________________________________________ 
(Not Applicable if you are the named Defendant or Respondent) 
Signature _____________________________________ 
Date of Signature ___________________________ 
 *(To be completed by the person sending the notice.) Date for return of waiver must 
be at least 30 days from the date on which the request is sent, or 60 days if the defendant 
is addressed outside the United States. 
 **(To be completed by the person sending the notice.) Date for answering complaint 
must be at least 60 days from the date on which the request is sent, or 90 days if the 
defendant is addressed outside the United States. 

  




