Manual of Policy and Procedures : 5-07/310.20 - Service by Mail

5-07/310.20 - Service by Mail

When service is accomplished by mail, formal acknowledgment is required. The auditor-controller will
process the required "acknowledgment of receipt" after they receive the original "Claim of Plaintiff and Order'
from the Civil Litigation Unit. Named employees are not responsible for formally acknowledging the
acceptance of a Department related small claims court action received via U.S. mail.
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