
 

 

Rule 4. Process 
(a) In general.  Service of process shall be made by serving a copy of the statement of 
claim, verification and notice, and any attachments thereto, in one of the following ways 
which may, at the plaintiff's election, be attempted either concurrently or successively: 
   (1) By the United States Marshal or his deputy only by Court order. 
   (2) By any competent person over the age of 18 years not a party to or otherwise 
interested in the suit who is a bona fide resident of, or has a regular place of business in, the 
District of Columbia, and who is specially appointed by the judge or approved by the Clerk 
for that purpose. 
   (3) By delivering a copy of the statement of claim and verification to the Clerk who shall, 
on the day of filing, enclose a copy of the statement of claim, verification and notice in an 
envelope addressed to the defendant, prepay the postage with funds obtained from plaintiff, 
and mail the papers forthwith, noting on the record for that case the day and hour of mailing, 
and the registry or certification number. 
(b) When service by mail is valid. 
   (1) Delivery of notice.  Service shall be deemed valid if it is delivered by the postman to 
the addressee or to any other responsible person qualified to receive the addressee's 
registered or certified mail, in accordance with the postal laws and regulations of the United 
States, which laws and regulations shall be judicially noticed in this Branch. Service shall not 
be set aside on the ground that the notice was delivered to a person not so qualified, if the 
notice in fact came to the attention of the addressee within a reasonable time after delivery 
by the postman, and within a reasonable time before the date specified in said notice. 
   (2) Notice valid although refused.  If notice in fact came to the attention of the addressee 
within a reasonable time as provided in subsection (b)(1), such notice shall be valid although 
refused by the defendant and not delivered for that reason, provided that promptly upon 
receipt of notice of such refusal the Clerk shall mail to the defendant by ordinary mail a copy 
of the statement of claim and verification together with a notice stating that despite such 
refusal the case will be proceeded with on the date specified in the original notice, naming 
that date and hour, and warning the defendant that judgment by default will be rendered 
against him unless he appears to defend the suit. 
   (3) Return receipt to be filed.  Upon receipt by the Clerk, every registered or certified 
return receipt shall be promptly attached to and filed with the original statement of the claim. 
The Clerk shall promptly note on the docket sheet the fact of having received such return 
receipt and whether such receipt shows delivery to the defendant, or other responsible and 
qualified person; and the date of such delivery, or a refusal by the defendant. 
   (4) Date of service.  Service shall be deemed made as of the date when the notice is 
delivered and the return receipt is signed by the defendant or other responsible or qualified 
person; or if such notice is refused by the defendant, and the notice provided in subsection 
(b)(2) is forthwith sent by ordinary mail, as of the date when the registered or certified mail 
notice would have been delivered, except for such refusal. 
(c) Proof of service by private individual.  When service is made by a private individual 
under these Rules, he shall make proof of service by affidavit before the Clerk in the manner 
prescribed in SCR-Civil Rule 4(c)(2). 
(d) Return.  If the notice be not served by the 25th day after its issuance, it shall be returned 
to the Clerk's Office. 



 

 

(e) Applicability of Civil Rule 4.  Except as herein provided, service and proof of service 
shall be made pursuant to SCR-Civil Rule 4, (e), (f), (g), (h), (i), (j), (k), and (n). 
(f) Time limit for service.  Within 60 days of the filing of the complaint, or within 180 days in 
actions seeking collection of a liquidated debt or recovery by a subrogee, the plaintiff must 
file either an acknowledgment of service or proof of service of the summons, the complaint 
and any order directed by the Court to the parties at the time of filing. The acknowledgment 
or proof shall be filed as to each defendant who has not responded to the complaint. Prior to 
the expiration of the foregoing time period, a motion may be made to extend the time for 
service. The motion must set forth in detail the efforts which have been made, and will be 
made in the future, to obtain service. The Court shall extend the period for such time as may 
be warranted by circumstances set forth in the motion. Failure to comply with requirements 
of this Rule shall result in the dismissal without prejudice of the complaint. The Clerk shall 
enter the dismissal and shall serve notice thereof on all the parties entitled thereto. This 
subdivision does not apply service in a foreign country pursuant to subdivision (f) or (h)(2) of 
SCR Civil 4. 
 
  


