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This presentation is designed to assist you in 
understanding how to fill out the green Pro Per 
Packet Entitled: Modification of Child Support 
Orders.
You will need to obtain the following items in 
order to complete this packet: 
1) A copy of the green Pro Per Packet Entitled: Modification of Child 
Support Orders.  This is available free of charge from the Calhoun 
County Friend of the Court Office or on the web at: 
www.calhouncountymi.gov/Departments/FriendOfTheCourt/Forms.htm
2) A copy of your court papers from your divorce, separate maintenance, 
custody, paternity, support or eligible interstate case. (To determine if 
your case is an eligible interstate case contact the Friend of the Court 
Office at 269-969-6500)



The next two slides will guide you 
through the process of filling out the 

page entitled:

Motion Regarding Support



1) Write or type the case 
number from your court 
papers in the space 
provided. Example: 
1927-009999-DM

2) Write or type the 
Plaintiff’s name, address 
and telephone number.

Write or type the 
defendant’s name, 
address and telephone 
number.

3) Write or type the 
name of the Assigned 
Judge and Assigned 
Referee.  Example: Hon. 
Gary Reed 



4) Write or type the date 
of the most recent order 
that addresses child 
support and check the 
box marked (A). If the 
most recent order does 
not contain a reference to 
support check the box 
marked (B). 

5) If you checked box (A) 
look at the most recent 
order to determine who is 
ordered to pay support 
and any child care or 
health care expenses.  
Place the amount ordered 
on the appropriate line. 



6) Check box (G) and state the 
significant conditions that 
require a change in support.  
Attach a separate sheet if 
necessary. Be as specific as 
possible to illustrate for the court 
the changes that have occurred.

7) State in detail what you want 
the court to order.  If the facts 
you present do not convince the 
court that applying the Michigan 
Support Formula is unjust and 
unreasonable they must follow 
the formula.

8) Verify that the statements you 
are providing are true.  Sign and 
date your motion.

9) Contact the Family Division 
Referee Assistant (969-6500) 
and obtain a motion hearing 
date.



10) Write or type the 
name of the assigned 
Family Division Referee 
and the date and time of 
the hearing.  Also, include 
the hearing room in the 
space provided.

A hearing date 
can be obtained 
by calling 969-

6500. 



11) This page is used if you 
need more space than what is 
provided on page one of the 
motion.  If you do not need 
more room you may discard.  
If you do utilize the space for 
additional information, make 
sure you sign and date this 
page.



12) Write or type the case number 
from your court papers in the space 
provided. Example: 1927-009999-
DM

13) Write or type the Plaintiff’s 
name, address and telephone 
number.
Write or type the defendant’s name, 
address and telephone number

14) Make copies of your motion form 
and attachments for yourself, for the 
other party, and for the Friend of the 
Court.  Go to the Circuit Court 
Clerk’s office in the Calhoun County 
Justice Center in Battle Creek with 
the original and a copy of all pages 
of this form.  These must be filed 
with the Clerk. Payment of the 
appropriate fees will be expected at 
the time of filing.

15) On the date you mail one copy 
of all pages to the other party, sign 
and date the Proof of Service.  The 
date that you sign the Proof of 
Service must be the date that you 
served your motion on the other



The next set of slides will guide you 
through the process of filling out the 

page entitled:
Answer to Motion Regarding 

Support

Reminder: This section is for the Responding 
Party Only



1) Write or type the case number 
from your court papers in the 
space provided. Example: 1927-
009999-DM

2) Write or type the Plaintiff’s name, 
address and telephone number. 
Write or type the defendant’s 
name, address and telephone 
number.

4)  Write or type the date of the most 
recent order that addresses child 
support and check the box marked 
(A). If the most recent order does 
not contain a reference to support 
check the box marked (B). 

5) If you checked box (A) look at the 
most recent order to determine 
who is ordered to pay support and 
any child care or health care 
expenses.  Place the amount 
ordered on the appropriate line.



6) If box (G) was checked on the 
Motion Regarding Support you must 
place a check indicating if you agree 
or disagree with what is stated on the 
motion form.

If you check the do not agree box.  
You must explain in as much detail as 
possible what you disagree with.  If 
you need more space use a separate 
sheet of paper and attach it to the 
Answer to Motion Regarding 
Support and check the box separate 
sheet attached.

7) If you agree with the party that filed 
the motion to change/start support 
check box (6) and either sub-heading 
box (a) or (b).  If you have checked 
box (b) explain in detail what you do 
not agree with and use a separate 
sheet of paper if needed.  If separate 
sheet is attached check the box 
(separate sheet attached).

Sign and date the Answer to Motion 
Regarding Support.



8) This page is used if you need 
more space than what is provided 
on page one of the Answer 
motion.  If you do not need more 
room you may discard.  If you do 
utilize the space for additional 
information, make sure you sign 
and date this page.



9) Write or type the case number 
from your court papers in the space 
provided. Example: 1927-009999-
DM

10) Write or type the Plaintiff’s 
name, address and telephone 
number.
Write or type the defendant’s name, 
address and telephone number.

11) Make copies of your Answer to 
Motion form and attachments for 
yourself, for the other party, and for 
the Friend of the Court.  Go to the 
Circuit Court Clerk’s office in the 
Battle Creek Justice Center with the 
original and a copy of all pages of 
this form.  These must be filed with 
the Clerk. 

12) On the date you mail one copy 
of all pages to the other party, sign 
and date the Proof of Service.  The 
date that you sign the Proof of 
Service must be the date that you 
served your motion on the other 



The next set of slides will guide you 
through the process of filling out the 

page entitled:
Uniform Child Support Order



1) Write or type the case number from 
your court papers in the space 
provided. Example: 1927-009999-DM

2) At the top of the order on each page 
you must check the box indicating 
that the Uniform Support Order is a 
modification.

3) Write or type the Plaintiff’s name, 
address and telephone number.

Write or type the defendant’s name, 
address and telephone number.

4) Write or type the plaintiff and 
defendant’s source of income 
including address and phone 
number.

5) Write or type the name of the 
Assigned Judge and Assigned 
Referee.  Example: Hon. Gary Reed

6) If the referee ordered that support 
deviates from the Formula, you must 
check the box “standard provisions 
have been modified’.



7) Make sure you accurately list the 
name of the payer and the payee.

Complete this section exactly as the 
referee indicated at your hearing, 
including the effective date of the 
order.

Enter the amount of the support 
obligation: include support, heath care 
premium adjustment or social 
security credit, ordinary medical 
obligation and child care obligation.

If there is more than one child, their 
must be “tiered” support (you must 
enter the support obligation for when 
there are multiple children and as 
each turns 18).

You must enter the number of 
overnights for each of the parties
upon which the support calculation is 
based. The amounts listed must equal 
365.

If the referee ordered support that 
deviates from the Formula, you must 
check the box labeled “do not”.  If there 
is no deviation check the box  labeled 
“do”



8)  Write or  type the case number from 
your court papers in the space provided. 
Example: 1927-009999-DM

8) Write or type the plaintiff and defendants 
name in the correct box.

9) If the referee ordered that one or both 
parties are to provide health insurance for 
the minor child check the correct box .  

In addition write the maximum amount of 
insurance premium ordered, or check the 
not to exceed % of the gross income 
box.

10) Write the percentage of uninsured 
health care expense ordered by the 
referee.  The percentage  for each party 
must not be greater than 100% when 
added together.  Make sure that you only 
use whole percentages. 

The annual ordinary medical amount is 
$345.00 per year multiplied by the number 
of children  covered by the order.

11) At the bottom of the page indicate who 
prepared the order,  “Prepared by” and 
include your name. If you did not prepare 
the document state the name of the actual 
person who did.



8) Write or type the case number from 
your court papers in the space 
provided. Example: 1927-009999-
DM

9) Write or type the plaintiff  and 
defendant’s name in the correct 
box.

Items 11 & 12 are to be followed 
after completing the Notice of 
Entry Procedures

11) Make copies of your Uniform Child 
Support Order and attachments for 
yourself, for the other party, and for 
the Friend of the Court.  Go to the 
Circuit Court Clerk’s office in the 
Calhoun County Justice Center in 
Battle Creek with the original and a 
copy of all pages of this form.  
These must be filed with the Clerk. 
Payment of the appropriate fees will 
be expected at the time of filing.

12) On the date you mail one copy of all 
pages to the other party, sign and 
date the Certificate of Mailing.  The 
date that you sign the Certificate of 
Mailing must be the date that you 



The next set of slides will guide you 
through the process of filling out the 

page entitled:
Notice of Entry of Order



13) If the referee directs that the 
order be entered under the 
“Seven Day Rule” the moving 
party must do the following:

Within 7 days after the 
conclusion of the hearing the 
moving party will complete the 
Uniform Support Order and 
serve the other party along 
with the Notice of Entry of 
Order to the referee for 
approval.

The moving party must then 
file the original proposed order 
and a copy for the Friend of 
the Court  with the Circuit 
Court Clerk, along with the 
Notice of Entry  and proof of 
service (Certificate of Mailing).  
The Clerk will then hold the 
order for the 7-day objection 
period, and then if no 
objections are filed submit it to 
the assigned referee for 
approval and entry by the 
Court.



1) Write or type the case number from 
your court papers in the space 
provided. Example: 1927-009999-
DM

2) Write or type the Plaintiff’s   name, 
address and telephone number.

Write or type the defendant’s name, 
address and telephone number.

3) Write or type the name of the 
Assigned Judge.  Example: Hon. 
Gary Reed

4) Check the box of the Assigned 
Family Division Referee.

5) Check the box for all of the 
individuals to whom the Notice is 
being sent.  

6) Check the box of what order is being 
attached to the Notice.



7) Sign and date the Notice 
of Entry of Order.

8) On the date you mail one 
copy of all pages to the 
other party, sign and date 
the Certificate of Mailing.  
The date that you sign the 
Certificate of Mailing must 
be the date that you mailed 
your motion to the other 
party.



The next set of slides will guide you 
through the process of filling out the 

page entitled:
Objection to Entry of Order

Remember: The basis for an objection 
under this Section must be that the Order 
that was prepared and noticed for entry 

does not reflect accurately and/or 
completely what was stated by the Referee 

at the hearing



1) Write or type the case number 
from your court papers in the 
space provided. Example: 1927-
009999-DM

2) Write or type the Plaintiff’s   
name, address and telephone 
number.

3) Write or type the defendant’s 
name, address and telephone 
number.

4) Write or type the name of the 
Assigned Judge.  Example: Hon. 
Gary Reed

5) Check the box of the Assigned 
Family Division Referee.

6) Check the box of who filed the 
Notice of Entry of Order and 
the box indicating the type of 
order to which you are objecting.  
Include the date that the order 
was noticed for entry.



7) You must state how the order 
is inaccurate or incomplete 
compared to the Referee ruling 
in the previously held support 
hearing.  If you need more room 
than what is provided, you may 
attach an additional sheet of 
paper.

8) You must also attach an 
order that you state accurately 
reflects the findings of the 
Family Division Referee.  This 
order is to be completed on the 
Uniform Support Order (see 
prior slides on how to fill out this 
order).



9) Obtain a hearing date for your 
objection from the assigned 
Referee Assistant.  

Write the date, time and location 
of the objection hearing obtained 
from the Referee Assistant.  

10) Sign and date the Objection 
to Entry of Order.

11) On the date you mail one 
copy of all pages to the other 
party, sign and date the Proof of 
Service.  The date that you sign 
the Proof of Service must be 
the date that you mailed your 
motion to the other party.

A hearing date 
can be obtained 
by calling 969-

6500. 


