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RULE 4.  SUMMONS

. . . .

(b) Contents; Replacement Summons.

(1) Contents. A summons must:

(A) name the court and the parties;

(B) be directed to the party to be served;

(C) state the name and address of the attorney of the party serving the summons or--if unrepresented--the party's name and address;

(D) state the time within which the defendant must plead or otherwise defend;

(E) notify the party to be served that a failure to plead or otherwise defend may result in a default judgment against that party for the relief demanded in the pleading;

(F) state that “requests for reasonable accommodation for persons with disabilities must be made to the court by parties at least 3 working days in advance of a scheduled court proceeding”;

(G) be signed by the clerk; and

(H) bear the court's seal.

. . . .

(f) Accepting or Waiving Service; Voluntary Appearance. There are two ways to accomplish service with the assent of the served party--waiver and acceptance. A party also may voluntarily appear without being served.

. . . .

(3) Voluntary Appearance.

(A) In Open Court. A party on whom service is required may, in person or by an attorney or authorized agent, enter an appearance in open court. The appearance must be noted by the clerk on the docket and entered in the minutes. A party who voluntarily appears must also plead or otherwise defend within the time limits set by these rules to avoid entry of default or default judgment pursuant to Rule 55.

(B) By Responsive Pleading. The filing of a pleading responsive to a pleading allowed under Rule 7 constitutes an appearance by the party.

. . . .
