Cass County Probate Court — Filing Reference Guide
Law & Courts Building
60296 M-62, Cassopolis, Ml 49031
Phone: (269) 445-4454 Fax: (269) 445-4453
Website: https://casscourtsmi.org/probate-court/ Email: pcfileroom@cassco.org

Filings In General:

All filings must meet filing standards per the Michigan Court Rules. (MCR 1.109)
o Rejection Authority: MCR 8.119(C) allows the clerk to reject documents that do not meet the
minimum filing standards.

Use of SCAO Forms: Per MCR 5.113(A) — “If the State Court Administrative Office has
approved a form for the particular purpose, it must be used when preparing that particular
document for filing with the Court.”

o SCAO forms can be found at https://www.courts.michigan.gov/SCAO-forms/

Submitting Filings by Mail or In Person:

Documents can be filed in person by bringing them to the address listed below or by mail by
sending them to:
o Cass County Probate Court, 60296 M-62, Suite 10, Cassopolis, M1 49031

For documents submitted via mail, the filing fee should be paid by check or money order made
out to the Cass County Probate Court.
o If paying by check, please do not file documents by email.

Include original documents only. Extra copies are not needed and will not be processed.
If return copies are requested, provide a prepaid, self-addressed stamped envelope large enough
for copies of the documents to be returned to you.

o Please note if you are providing a UPS or FedEx envelope, you must arrange pick up.

NOTE: If filing an estate with an original will, the estate needs to be filed via mail as the original
will must be in the Court’s possession.

Submitting Filings by Email:

Documents can be filed by email by sending documents to pcfileroom@cassco.org
o Iffiling by email, DO NOT SEND COPIES THROUGH THE MAIL TOO.

Documents need to be submitted in PDF format.

If there are attachments, please submit the attachments as part of the document they are attached to
as one PDF document to ensure that the attachments stay with the proper document.

If you are filing multiple documents, please attach each document as a separate PDF to the email.
(For example, if you have a motion, notice of hearing, and proof of service, attach each document
to the email separately. Don’t scan all three items together as one attachment.)

Filing fees are paid by credit card or debit card when filings are submitted via email.
o Please pay the filing fees BEFORE sending documents to be filed by email. Fees can be
paid through this link: https://www.govpaynow.com/gps/user/cyg/plc/a003sf
= If paying by debit card or credit card, there is a processing fee.
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