
SERVING, SUBMITTING PROOF OF SERVICE, AND   

FILING DOCUMENTS IN THE COURT OF APPEAL 

The following instructions apply to the service of all 

documents filed in the Court of Appeal, except (1) electronically 

filed and served documents, for which different procedures are 

used, and (2) the briefs, for which slightly different service 

requirements apply.  

A. Print the document that you will be serving and also the

proof of service.

B. Have someone other than you, whom you trust and who is

over 18 years of age, fill in all appropriate blanks and boxes

in items 2 and 3 on the proof of service

C. Make 1 or more copies of the full document, with any

attachments and with items 2, 3, 4 and 5 filled in on the

proof of service.  You will need your original plus one copy

for each opposing party or each opposing party’s lawyer.

D. Have the person who filled items 2 and 3 in the proof of

service mail 1 copy to each opposing party or their lawyer.

E. Now have the person who filled in items 2 and 3 on the

proof of service date and sign the proof of service attached

to the signed original of your document.

E. Make 2 copies of the full signed original document with any 
attachments and the signed original proof of service.  One of 
these copies is for the clerk of the court to “conform,” and 
one is for your records.  (“Conforming” means stamping your 

copy with the Superior Court’s official acknowledgment that 

the original was submitted and/or filed.  It is your proof that 

you did  submit the document, in case the original is lost or 
destroyed.  For more information, see page 3.)

F. Submit the original document, including all attachments 

and the signed original proof of service at the Court of 

Appeal and ask the clerk to “conform” one of your copies.  If 



you are not able to submit the document in person, 

provide a stamped, self-addressed envelope for the clerk to 

use in returning your conformed copy to you. 

G. Keep the conformed copy in a safe place.  If the original

should be lost or destroyed, your conformed copy is your 
only proof that you submitted the document, and you might 

lose important rights if you cannot prove that the document 

was submitted, and that it was submitted on a particular 

date.



“CONFORMED” COPIES 

When you are required to “serve and file” a document, it 

sometimes becomes necessary later on to prove that you really 

did submit it for filing.  Therefore, when you submit your 

document for filing, do the following— 

1—Submit the document with a “proof of service” attached.  

(“Proofs of service” are explained elsewhere; if you have not been 

provided with a written explanation of proofs of service, request 

one, and it will be provided).  

2—Take an extra copy of the document and the signed proof of 

service with you, and ask the clerk to stamp it with the clerk’s 

certification of (a) the fact that the original was submitted and/or 
filed , and (b) the date of submission or filing.   If you are not able 

to submit the document in person, provide a stamped, self-

addressed envelope for the clerk to use in returning your 

conformed copy to you. 

3—Keep the received/filed-stamped/"conformed" copy of your 

document in a chronologically organized personal file of your 

case’s records. 

The received/filed-stamped copy of your document that you 

received from the clerk and placed in your records is called (for 

reasons too long to explain here) a “conformed copy.”  A sample 

“conformed copy” is attached to this sheet.  (You’ll note that in 

the sample, the person filed the proof of service awhile after filing 

the document itself; this was ok, but an extra trip to the 

courthouse would have been saved if the person has followed step 

1 above.) 








