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COMMENCEMENT OF ACTION; SERVICE OF PROCESS, PLEADINGS, MOTIONS AND 

ORDERS 
 
 
CR  4  Process 
 
 
CR 4.01  Summons; issuance; by whom served 
 
(1) Upon the filing of the complaint (or other initiating document) the clerk shall forthwith issue the 
required summons and, at the direction of the initiating party, either: 

(a) Place a copy of the summons and complaint (or other initiating document) to be 
served in an envelope, address the envelope to the person to be served at the address 
set forth in the caption or at the address set forth in written instructions furnished by the 
initiating party, affix adequate postage, and place the sealed envelope in the United 
States mail as registered mail or certified mail return receipt requested with instructions to 
the delivering postal employee to deliver to the addressee only and show the address 
where delivered and the date of delivery.  The clerk shall forthwith enter the facts of 
mailing on the docket and make a similar entry when the return receipt is received by him 
or her.  If the envelope is returned with an endorsement showing failure of delivery, the 
clerk shall enter that fact on the docket.  The clerk shall file the return receipt or returned 
envelope in the record.  Service by registered mail or certified mail is complete only upon 
delivery of the envelope.  The return receipt shall be proof of the time, place and manner 
of service.  To the extent that the United States postal regulations permit authorized 
representatives of local, state, or federal governmental offices to accept and sign for 
"addressee only" mail, signature by such authorized representative shall constitute 
service on the officer.  All postage shall be advanced by the initiating party and be 
recoverable as costs; or 
 
(b) Cause the summons and complaint (or other initiating document), with necessary 
copies, to be transferred for service to any person authorized, other than by paragraph 
(1) of this Rule, to deliver them, who shall serve the summons and accompanying 
documents, and his return endorsed thereon shall be proof of the time and manner of 
service. 

 
(2)A summons may be issued for service in any county, against any person to be served, and 
separate or additional summons may be issued against any person to be served at the request of 
the initiating party. 
 
HISTORY:  Amended by Order 94-1, eff. 10-1-94; prior amendments eff. 6-1-78, 1-1-78, 6-1-60; 
adopted eff. 7-1-53 


