
R E Q U I R E M E N T S  O F  G U A R D I A N S  A N D  O T H E R   
I N F O R M A T I O N

GUARDIANSHIPS



REQUIREMENTS – ANNUAL REPORT

• Annual report -- What to file, when to file, how to 

file.

• What to file depends on the type of guardianship –

GA, DD, GM, LG, JG.   





•

 



COURT FORMS

•
The forms all have 
numbers in a lower corner 
of first page – e.g. “PC 
634”.  

WHAT TO FILE



ANNUAL FILINGS – FORM NUMBERS

• GAs – PC 634 and PC 564

• DDs – PC 663

• GM/LGs – PC 654

• JG – JC 94 and JC 12a



OPTIONS FOR FINDING FORMS

• http://courts.mi.gov/adminstration/scao/forms

• Some forms can be found at 

www.washtenawtrialcourt.org

• You can google “michigan scao pc [form number]”

• You can copy the forms in your bundle.

http://courts.mi.gov/adminstration/scao/forms
http://www.washtenawtrialcourt.org/


REPORTING PERIOD & FILING DEADLINE

(WHEN TO FILE)



DUE DATES, CONTINUED

For example, if your  letters of guardianship were signed 
on March 24, your reporting period runs from March 24 to 
March 24  the following year. Your report is due no later 
than 56 days (8 weeks) after the end of the reporting 
period.  In this example, it is due every year between 
March 24 and May 19.

We can adjust your reporting period.   (There are limits.) 

If you submit a late report, the reporting period does not 
change. We cannot allow for a reporting period of 
greater than one year. 



ANNUAL REPORT, CONTINUED

(HOW TO FILE)

• If there are two guardians, both must sign a single report or each 

submit his or her own report.

• Forms should be mailed (first-class mail) or brought to the address 

on your cover sheet –

Washtenaw County Probate Court

P.O. Box 8645 

101 E. Huron St.

Ann Arbor, MI  48107-8645  



OTHER REQUIREMENTS/ INFORMATION

If the ward moves out of the county, the case may transfer to the 

new county.  If the ward moves out of the state, we will give you 

time to establish guardianship in the new state.  

Wherever you move you must notify us of any address change 

for you (within 7 days) or the ward within (14 days).  

If the ward passes away, we will close the case after you send us 

a copy of the death certificate.



EXPIRATION OF LETTERS

• Your letters of authority likely have an expiration 
date.  The letters are proof of your authority.  The 
Court will provide certified letters with extensions in 
one-year increments upon request and payment of 
$12. 

• Even if your letters are expired, your authority 
continues unless the Judge has issued an order 
ending it.

• The request for extended letters will be granted if an 
acceptable annual account is on file.  



EXPIRATIONS



EXPIRATIONS



GUARDIANSHIP INVESTIGATIONS 

• By law the Court is obliged to arrange visits with 
many of our wards (“review the case”).   The Court 
may conduct additional reviews of any type of 
guardianship. 

• When a scheduled review is due, we will notify you 
by letter that an assigned (named) investigator will 
contact you.  

• Court employees or adult volunteers from the 
community do the investigations.  



• The investigator will review the court file, ask you 

and/or any co-guardian questions about the ward, 

and visit the ward where he or she lives.

• You will receive a copy of the report and any court 

order that is issued.  Occasionally, a hearing may 

be set to address a particular issue raised by the 

investigation.

• (You have to file your report even if we have just 

done an investigation.)



SPECIFICS  FOR GM/LG GUARDIANSHIPS

An investigator will visit a minor every year until he or she is 6.  

Not including visits, you must have Court approval before you send 

the child back to a parent or place them with someone else. 

You must arrange at least one dental check- up for the ward per 

year and document the dental visit(s) and any medical 

appointments in the report.

Ends automatically when ward is 18.



SPECIFICS FOR DD GUARDIANSHIPS

Stand-by guardians must sign the 

annual report.  

Most DD guardianships ends automatically after 5 years.  That date 

will be on your order/ letters.  You must file a petition to have your 

letters extended several weeks before they expire.



SPECIFICS FOR GA GUARDIANSHIPS

Investigator will come out after the first year and every three years after.

You must visit the ward at least once in every three month period and 
document these contacts.

Before you execute or reaffirm a “DNR” order, you must discuss that with the 
ward to the extent possible and also with his or her physician. (See item 5 on 
the annual report form.)



GA & JGS - PROOF OF SERVICE REQUIREMENT

• By court rule, you must give a copy of your annual report 
to specific people (see your instructions sheets for the 
list).

• You can send him/her a copy of the report by ordinary 
first-class mail or you can simply hand-deliver it.   The 
ward is always an interested person, regardless of his or 
her condition.

• To show us that you gave out the necessary copies, you 
must file a “proof of service” form along with your report. 

• The people who are sent or handed a copy of your 
report do not need to sign anything.





FOR HELP!

• Probate Court Clerk’s office -- (734) 222-3072  (We can’t give 

legal advice but we can give some procedural information; 

we can also schedule a 20-minute free session with an 

attorney)

• Legal Resource Center – (734) 994-0160  (limited hours)

• Washtenaw County Bar lawyer referral service – (734) 996-3229 

($30 for 30 minutes)

• www.michiganlegalhelp.org

http://www.michiganlegalhelp.org/

