INSTRUCTIONS FOR COMPLETING THE MARSHAL SERVICE FORM
(FORM USM-285)

If you have not been otherwise instructed by the Court, you need a Marshal form
for each of the defendants who will be served by the U.S. Marshal. It is very important
to accurately complete the Marshal's form according to the instructions below. If you
do not complete the form, the Marshal will not serve your papers. You should type the
information or print it legibly in block letters. Make sure that the information can be
read on all pages of the form. If the Marshal cannot read the form, the Marshal will not
be able to serve your papers.

Attached is a copy of the Marshal's form. Each space that requires a response
by you is marked with a letter. The instructions below explain how to complete each
lettered space.

A. The name of the plaintiff goes here. If there is more than one plaintiff, write the
first plaintiff's name and then "et al.”

B. The docket number of the case, followed by the Judge's initials, goes here. for
example, you would write "3:97cv1234 (ABC)."

C. The name of the first defendant in the lawsuit goes here. For example, suppose
James Jones is suing Warden Andy Anderson, Bob Black and Steve Smith. Even if
this Marshal's form is to have Bob Black served, the name which goes in this space is
Warden Anderson, because he is the first defendant.

D. In this space you state what kind of process you are asking the Marshal to serve.
If the Marshal is to serve the complaint, you write the word "complaint.” If the Clerk has
told you that you need a summons because the Marshal will be serving your complaint
in person, then you would write the words "summons and complaint." Sometimes the
Marshal will serve other papers for you such as a subpoena. If so, you would write
"subpoena.”

E. In this space you write the name of the particular defendant you are asking the
Marshal to serve with this Marshal's form. For example, in the lawsuit described in C
above, the name that would go in this space would be "Bob Black" because he is the
person to be served with this form. Unless you were otherwise instructed by the Court,
you would also complete a separate form with Warden Anderson in this space and
another form with Steve Smith in this space.

F. In this space you would write the address of the particular defendant that you
are asking the Marshal to serve with this Marshal's form. You must provide a complete
street address. If you do not provide a complete address, the Marshal will not serve
your papers.



G. Print your name and address here. This is where the Marshal will send you
notice that your papers have been served. If you are a prisoner, you must include your
inmate number.

H. In this space you place the number of copies of papers which are to be served
by the Marshal with this one Marshal's form. Usually this will be "1." In some kinds of
cases-- for example, cases in which you are suing a federal agency--the number will be
greater.

l. In this space, write the number of defendants who can be identified at this time.
For example, suppose Jane Jones sues Warden Taylor, C.O. John Doe and C.O.
Wilson (John Doe is a fictitious name for an unidentified defendant). You would put "2"
in this space because there are only two identified defendants who can be served now.
Later, if you identify the name of one of the unidentified defendants, you can submit
new forms to the Marshal to serve the newly identified defendant. If you are a prisoner,
you may be instructed by the Court to put a different number in this space.

J. Check this box if any of your defendants is a federal agency or a federal official
or if the United States is a defendant.

K. Write any special instructions here. For example, if you are suing a state official
in his individual capacity you would write "Individual Capacity" in this space. Unless
you are otherwise instructed by the Court, if you are suing a state official in his
individual capacity and in his official capacity, you must complete two Marshal's forms
for that person. On one form you would write "Individual Capacity” in this space; on the
other form you would write "Official Capacity" in this space.

L. Sign your name here.
M. Check here to indicate whether you are the plaintiff or the defendant.

N. Write your telephone number here. If you are a prisoner or have no telephone
number write "none."

0. Write the date on which you filled out the form here.
Do not write on any other space on the form. Return the completed form to the Clerk's

Office exactly as it was provided to you. Do not separate the form or remove the
carbon paper. If the form is not returned intact, the Marshal will not serve your papers.



. PROCESS RECEIPT AND RETURN
U.S. Department of Justice See Instructions for “Service of Process by the U.S. Marshal”
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INSTRUCTIONS FOR SERVICE OF
PROCESS BY THE U.S. MARSHAL

Please type or print legibly, insuring readability of all copies. DO NOT DETACH ANY COPIES.

Submit one complete set of this form (USM-285) and one copy of each writ for each individual,
company, corporation, etc., to be served or property to be seized or condemned. The applicable fees
for such service(s) (T28, USC Sec. 1921 establishes the fees for service of process by the U.S.

Marshal) may be required prior to said service.

For service of any process upon an officer or agent of the United States Government, submit a copy
of the writ and a set of Form USM-28S for each officer or agent upon whom service is desired. Sub-
mit three (3) additional copies of the writs for service upon the Government of the United States. The
U.S. Marshal will serve one (1) upon the U.S. Attorney and will forward two (2) to the Attorney
General of the United States. (When the applicable box is checked, completion of the final signature
block by the U.S. Marshal or his Deputy always certifies service on the U.S. Attorncy and the
Attorney General, regardless of whether other defendants on the writ were served.) Failure to

provide any of the copies will delay service f the writ.

Complete all entries above the double line. Mark all applicable check boxes and usc the ‘‘Special
Instructions’’ to advise of any information that will assist the U.S. Marshal in expediting service.

It more than one writ and USM-285 is submitted on a single case, the U.S. Marshal will reccipt for
all of them on the first USM-285. You will receive for your records the last (No. 5) ‘‘Acknowledg-
ment of Receipt’® copy for all the USM-28S forms you submit. When the writ is served, you will
receive the No. 3 Notice of Service copy. This copy will be identical to the return to the Clerk of the

Court.
Upon completion of all services (if the Marshals fees were not requested or tenderdd in advance or if

additional fees are indicated), you will receive a ‘‘Billing Statement’’ (copy 4 of USM-285) from the
United States Marshal. (NOTE: Copy 4 should be returned, by you, to the U.S. Marshal, together

with your payment of the amount owed.)

Additiona! supplies of the USM-285 may be obtained from the Clerk of the U.S. District Court or
U.S. Marshal, without cost.



