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IN THE COURT OF COMMON PLEAS, JUVENILE DIVISION, GEAUGA COUNTY, OHIO 

Judge Timothy J. Grendell 

 

Information Sheet 

Service and Subpoena 

 

 
WARNING 

 
This Information Sheet is intended to provide you with a brief overview of the subject matter. It may 
not provide to you all information that you require to be fully informed of the law that is applicable to 
your case. Additionally, the information may not accurately describe the pertinent sections of the 
Ohio Revised Code that are referenced in the footnotes. You should read those sections that are 
referenced. The Ohio Revised Code has a link on the Court’s website. Additionally, you should 
consider reading those sections that are footnoted using “Page’s Ohio Revised Code Annotated,” 
which can be found at the Geauga County Law Library in the basement of the Courthouse at 100 
Short Ct. Street, Chardon, Ohio  44024. Page’s Ohio Revised Code Annotated also will provide you 
a summary of applicable court decisions (known as “case law”). While the Help Center can provide 
you with a limited amount of information, the Help Center staff cannot provide you with legal advice, 
and this Information Sheet is not intended to provide you with legal advice that is applicable to your 
case. You must decide how to best use the information provided. 
 

 
Background 
 
It is fundamental that all parties in a legal proceeding be fully informed of each document that a party 
files with the court, starting with the filing of a complaint to commence a legal proceeding. There are 
strict rules designed to keep all parties informed in a timely manner, to the extent possible. 
Additionally, there is a process by which Court will assist you to require the attendance of a witness 
for a Hearing or a deposition when you need the presence of a witness for questioning. 
 
Service of a Summons.1 A legal proceeding is started by the filing of a “complaint” with the court. 
The clerk of courts will cause the delivery of a copy of the complaint to all parties named in the 
complaint. In addition to delivering a copy of the complaint, the clerk of courts will cause the delivery 
of a “summons” to each named party. However, it is your duty to provide the clerk of courts with 
accurate information that allows the clerk of courts to perform its duty. Thus, together with the filing 
of the complaint, you must file with the clerk of courts an “Instructions for Service,” which provides 
the clerk of courts with the necessary information.2 That form is on the Court’s website. 
 
Subpoena.3 Essentially, a subpoena is a court order that requires a person to do something. It may 
be an order to appear at a Hearing or it may be an order to appear at a location for a deposition. It 
may also require a witness to produce or bring with that witness certain documents (often referred 
to as a “subpoena duces tecum”). Asking the clerk of courts to issue a subpoena can be quite helpful 

                                                           
1 See Juv.R. 15 and 16 (Ohio Rules of Juvenile Procedure), and Civ.R. 4, 4.1, 4.2, 4.3. 4.5, and 4.6 (Ohio Rules of Civil 
Procedure), and Loc.R. 6 of the Court of Common Pleas of Geauga County, Juvenile Division. 
2 See Loc.R. 6 of the Court of Common Pleas of Geauga County, Juvenile Division. 
3 Juv.R. 17 (Ohio Rules of Juvenile Procedure). 
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to you to assure the appearance of a witness at a Hearing or for a deposition. If you need a person 
to testify for you at a Hearing (such as a doctor or a school teacher), if you fail to cause a subpoena 
to be issued and served, and if your witness fails to appear, then the Court probably will proceed 
with the Hearing without that important testimony. It is your duty to cause your witness to appear at 
a Hearing by the issuance and service of a subpoena. If you need to have the clerk of courts issue 
a subpoena, then contact the clerk of courts office or the Help Center for assistance. 
 
Notice of Subsequent Filings. 
 

Instructions for Service.  
 
Whenever you file a post-decree motion, such as a Motion for Change of Custody, Motion to 

Modify Parenting Time (Visitation), Motion to Modify or Terminate Child Support, you must prepare 
and file with the clerk of courts, together with that post-decree Motion, an “Instructions for Service,” 
which provides the clerk of courts with the necessary information.4 The clerk of courts will deliver a 
copy of your Motion to all parties by certified mail. The Instructions for Service is on the Court’s 
website or available at the Help Center. If you have any question regarding the need to prepare and 
file the Instructions for Service, the Help Center can assist you. 

 
Other Service. 
 
Other than the filing of a complaint or a post-decree Motion, as explained above, whenever 

you file a document with the court, such as a motion for continuance, a motion for an In-Chambers 
Interview, a motion for a Preliminary Hearing, a written request, or requests for discovery, or notice 
of appeal, you must deliver a copy of such document to all other parties to the proceeding, and if a 
party is represented by an attorney, then to that party’s attorney.5 Other parties may include, for 
example, a Guardian Ad Litem. That is your responsibility, not the Court’s responsibility. The delivery 
of a copy of a document that you file with the court is known as “service.” Again, if you have any 
question regarding the need to serve upon the other parties those documents that you file with the 
Court, the Help Center can assist you. 
 
The manner of “service” of such filings are set forth in Civ.R. 5(B);6 
 

Service in general. A document is served under this rule by, 
  

(a) handing it to the person;  
  

(b) leaving it:  
  

(i) at the person’s office with a clerk or other person in charge or, if no one is 
in charge, in a conspicuous place in the office; or   

  
(ii) if the person has no office or the office is closed, at the person’s dwelling 
or usual place of abode with someone of suitable age and discretion who 
resides there;  

  
(c) mailing it to the person’s last known address by United States mail, in which event 
service is complete upon mailing;  

                                                           
4 See Loc.R. 6 of the Court of Common Pleas of Geauga County, Juvenile Division. 
5 Juv.R. 17 (Ohio Rules of Juvenile Procedure) and Civ.R. 5(B) (Ohio Rules of Civil Procedure). 
6 Ohio Rules of Civil Procedure 
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(d) delivering it to a commercial carrier service for delivery to the person’s last known 
address within three calendar days, in which event service is complete upon delivery 
to the carrier; 

 
(e) leaving it with the clerk of courts office if the person has no known address; or  

 
(f) sending it by electronic means to a facsimile number or e-mail address provided in 
accordance with Civ.R. 117 by the attorney or party to be served, in which event 
service is complete upon transmission, but is not effective if the serving party learns 
that it did not reach the person served.  

 
You must be able to prove to the Judge upon request that you have “served” your filings, that is you 
have delivered a copy of your filings to all parties to the proceeding, including their attorneys. You 
must complete the Certificate of Service clause at the end of the motion or request before filing the 
document with the Court. 

                                                           
7 Ohio Rules of Civil Procedure 


