How do I Serve
and File My
Paperwork?
● Who gets copies of the
CR-180 and CR-181?
● What do I do after they are
served?
● What else should I know?

The District Attorney (DA) and
Probation Department (PD) need
copies of your forms before you ﬁle
your original forms with the court.
You have options on how to get
them their copies. You may not
need to use a Proof of Service form.

YOU SERVE BEFORE YOU FILE
BEFORE YOU FILE YOUR CR-180 AND CR-181,
The DA and PD must be served (delivered)
photocopies of the documents.
You have options on how to get them their
photocopies of your documents.

Option 1: Counter Service
The DA and PD are accepting Counter Service
again.
This means you (or someone else) can visit the
counters at their oﬃces and hand them
photocopies of your paperwork. They will
stamp your paperwork to show they received
their photocopies.

Option 1: Counter Service
If the DA and PD stamp your paperwork, you
are done ﬁlling out forms.
The stamps will show the court the DA and PD
received their photocopies - in other words, the
stamps themselves are the Proofs of Service.

Option 2: Have Someone Serve Your
Forms For You
If you choose not to use Counter Service, you
can also have someone other than you who is
18+ serve (deliver) copies of your paperwork to
the DA and PD.
There are several methods of service which can
be used.

Option 2: Have Someone Serve Your
Forms For You
The DA’s service information can be found on
the web page where you found this slideshow.
The PD accepts service by mail and by fax in
addition to the Counter Service we already went
over.

Proof of Service
Remember, if you use Counter Service, the stamps the DA and
PD put on your original paperwork is your proof to the court
they got their photocopies.
If you use another method of service, your server will need to
ﬁll out a form called a Proof of Service to tell the court how the
DA and PD got their paperwork.

Proof of Service
The PD and DA do not need to receive a Proof of Service. The Proof
of Service is for the Court. The Court needs proof service was
performed or they will not ﬁle your Petition and Order.

AFTER your server has completed service, they should ﬁll in the
information on the Proof of Service so the Court knows by which method the
DA & PD got copies of your Petition and Order, on what day, and from whom.

Proof of Service
In this presentation, we will show how to ﬁll out a Proof of
Service by mail. If your photocopies are served by mail,
schedule your hearing date 5 additional days out so the mail
has time to arrive.
If your server uses a different method of service, be sure to
look on the California Superior Court website for the right
Proof of Service.

Proof
of
Service
by First
Class
Mail

Proof
of
Service

The Proof of Service should include your contact information in the top left
corner, and it should match exactly with your CR-180 & CR-181. It is still your
case, even if you do not perform service of the documents.

Proof
of
Service

You have to ﬁll in the information for the court on the Proof of Service - do not
omit the court address. Remember, in this example, it is a misdemeanor
conviction originally heard in Bakersﬁeld, so that is why the address is 1215
Truxtun Ave. Be sure to include the correct address for your speciﬁc matter.

Proof
of
Service

In all criminal matters, the plaintiff is People of the State of California. You are
the defendant. Be sure to include your case number, and your work is done on
the Proof of Service. The rest should be completed by your server.

Proof
of
Service

Your server doesn’t need to write anything next to paragraph 1.
Your server can write their home address for paragraph 2.
For paragraph 3, your server needs to write the date they mailed your CR-180
and CR-181, NOT THE DATE THEY FILLED OUT THE FORM. They must state
what city and state they mailed it from, and the documents they mailed. It is not
good enough to write “Paperwork” or “Expungement documents.” Your server
should specify the exact names of the documents they served.

Proof
of
Service

Your server must check one box or the other for paragraph 4. For the purposes
of almost anyone viewing this presentation, the box to check will be A. It is just
stating they put the stamped envelope in the mail with the CR-180 & CR-181
inside.
Your server must also write the name and address of the recipient. Above is an
example for the Proof of Service on the Kern County District Attorney’s oﬃce at
1215 Truxtun Ave., 4th Floor, Bakersﬁeld, CA 93301.

Proof
of
Service

Frequently Asked Question: Can I just do one Proof of Service for the DA and
PD?
The answer is NO.
You must do one Proof of Service for each, and you should not staple them to
each other.

Proof of Service
Final Notes/Reminders on Proofs of Service
1)

REMEMBER: If your server gives the DA and PD your papers by mail,
you should add 5 days to the 15 you count out for scheduling your
hearing, so that the DA & PD have time for the USPS to get their copies
to them.

2)

3)

You must ﬁle the Proofs of Service with the court along with your
ORIGINAL CR-180 & CR-181. The DA & PD just get copies of the
CR-180 & CR-181.
Your server should be someone else 18+. Find anyone - neighbors,
friends, family, acquaintances - they just have to be over 18 and not
named as a party to the case.

Almost Done
After you
1) Fill out your CR-180 & CR-181,
&
2) Have copies of them served on the DA & PD,
you must
3) File your original CR-180, CR-181, (and, if necessary, 2
Proofs of Service) with the appropriate court.

Filing your Documents
The best thing you can do to conﬁrm how to ﬁle your
documents is to contact the criminal department where you
need to ﬁle and ask them how.
The clerks are there to assist with information on how to ﬁle
documents, so they should be able to explain to you clearly
how to do it, but:
Each courthouse has a dropbox for hand-delivered ﬁlings.
Each courthouse accepts ﬁlings by mail.

Filing your Documents
Though this is unlikely to be a permanent policy that
survives the closures caused by Covid-19, the clerks of
court may also accept your ﬁlings via email or fax.
Again: contact the criminal division in the courthouse you
will be ﬁling your documents with to conﬁrm details - they
are there to assist with information like this, so do not
hesitate.
The Kern County Law Library also keeps up to date
instructions on its Self-Help page on expungements at
www.kclawlib.org

Attend Your Hearing
Go to your hearing on the date you scheduled it, unless you
are represented by an attorney who speciﬁcally tells you
that you do not have to.
Do not select a date for your hearing you cannot arrange
well in advance to have available. Even though the hearing
time may state “8:30 AM” you should be prepared to spend
at least half a day at the court.

