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This presentation is designed to assist you in 
understanding how to fill out the orange Pro Per 
Packet Entitled: Pro Per Packet Payment 
Plan/Discharge of Arrearage.
You will need to obtain the following items in 
order to complete this packet: 
1) A copy of the orange Pro Per Packet Entitled: Payment 
Plan/Discharge of Arrearage.  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 four slides will guide you 
through the process of filling out the 

page entitled:

Motion for Payment Plan and 
Discharge of Arrearage



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) Check box A or B. By checking box A 
you are indicating that you have an 
order entered that requires you to pay 
current support. By checking box B you 
are indicating there is no order 
currently directing you to pay support.

5) Fill in the line that corresponds to the 
current distribution of your arrears. 
(Example money owed to the state, the 
plaintiff/defendant or a 3rd party) Make 
sure you accurately fill in the correct 
amount of the arrearage owed.

6) Write or type the exact repayment plan 
that you are requesting that the court 
consider.

7) Sign and date that the statements give 
are true to your knowledge.

8) 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.

Accurate arrears amounts 
can be obtained from the 

Friend of the Court by 
calling the office at 969-

6500. You must state that 
you are requesting the 

information in order to file 
the Arrearage Repayment 

Pro Per Packet.

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.



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

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

9) 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.

10) 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 served your motion on 
the other party either by personal service 
or by mailing. You must then file the 
certificate of mailing with the Circuit 
Court Clerk.

Make sure that you send a 
copy to the following: 

OCS Operations/Arrears 
Payment Plan Review 
Unit, PO Box 30744, 
Lansing, MI 48909-8250



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

page entitled:

Answer to Motion for Payment Plan 
and Discharge of Arrearage



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) Check box A or B. By checking box A you 
are indicating that you have an order entered 
that requires you to pay current support. By 
checking box B you are indicating there is no 
order currently directing you to pay support.

4) Check the box indicating who owes child 
support arrearages.  Write the amount of 
arrears owed to you in the space provided.

5) Indicate whether you agree or disagree 
with the payment plan contained in the 
motion.  If you disagree explain in detail in 
the space provided your what you disagree 
with and why. Attach a separate sheet if 
needed.

6) If you agree with the motion and wish to 
discharge support arrears owed to you check 
box 4.  Write the amount of arrears you 
intend to discharge.



7) Check box A if you agree with 
what is being asked for in the 
motion.  Check box B if you 
disagree with the motion.

8) Sign and date your Answer to 
Motion for Payment Plan and 
Discharge of Arrearage.



9) 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.



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

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

12) 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. 

13) 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 served your motion 
on the other party either by personal 
service or by mailing. You must then file 
the certificate of mailing with the Circuit 
Court Clerk.



The next two slides will guide you through 
the process of filling out the page entitled:
Order for Payment Plan and Discharge 

of Arrearage



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) Check the box representing if this order 
is a result of a order after a hearing or a 
stipulation of the parties.

5) Check the boxes that represent exactly
what the referee stated at the hearing.

6) Enter the exact ordered terms of the 
payment plan.

7) Enter the exact amount of arrears that 
are to be forgiven.



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

9) If both parties consent to the order, both 
you and the other party must sign the order.  

10) 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 served your motion on the 
other party either by personal service or by 
mailing. You must then file the certificate of 
mailing with the Circuit Court Clerk. 
Payment of the appropriate fees will be 
expected at the time of filing the order.



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

page entitled:
Notice of Entry of Order



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) 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. 

8) You must then file the certificate of 
mailing with the Circuit Court Clerk.



How to object to the entry of the 
Order on Payment Plan and 

Discharge of Arrearage



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 hearing.  If you need more room 
than what is provided, you may attach 
an additional sheet of paper.

8) You must also attach the corrected 
Order on Payment Plan and 
Discharge of Arrearage that 
accurately reflects the findings of the 
Family Division Referee.  



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. You must 
then file the certificate of mailing with 
the Circuit Court Clerk


