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UNITED STATES DISTRICT COURT FOR THE DISTRICT OF COLUMBIA 
CLERK’S OFFICE PROCEDURES FOR 

SERVICE OF PROCESS ON A FOREIGN DEFENDANT 
 

I. INTRODUCTION  
 

A. SPECIAL NOTE: The information in this guide was compiled by the Clerk’s Office with help from 
the U.S. Department of State and other resources to specify procedures to be followed when 
service of a foreign party requires involvement of the Clerk’s Office. This information is not 
intended to be nor should it be considered or referenced as legal authority on service. A party 
and their legal counsel are wholly responsible for ensuring that service is legal and proper in any 
case.  
 

B. PURPOSE: 
 

  1. This guide summarizes the Clerk’s Office procedures relating to service of the summons 
and complaint upon: 
a. an individual or corporation in a foreign state, pursuant to Rule 4(f)(2)(C)(ii) of 

the Federal Rules of Civil Procedure (FRCP); or  
b. a foreign state or a political subdivision of a foreign state, pursuant to the Foreign 

Sovereign Immunities Act, 28 U.S.C. § 1608(a)(3); or 
c. a foreign state or a political subdivision of a foreign state through diplomatic 

channels via the U.S. Department of State, pursuant to the Foreign Sovereign 
Immunities Act, 28 U.S.C. § 1608(a)(4); or 

   d. an agency or instrumentality of a foreign state, pursuant to the Foreign Sovereign 
Immunities Act, 28 U.S.C. § 1608(b)(3)(B).      

    
C. RULES & STATUTES: 

 
1. FRCP 4(f)(2)(C)(ii) - Serving an individual in a foreign country 
2. FRCP 4(j)(1) – Serving a foreign state 
3. FRCP 12(a)(1) – Time to serve a responsive pleading 
4. 28 U.S.C. § 1608(a)(3) – Service upon a foreign state or political subdivision of a foreign 

state 
5. 28 U.S.C. § 1608(a)(4) - Service upon a foreign state or political subdivision of a foreign 

state through diplomatic channels via the U.S. Department of State 
6. 28 U.S.C. § 1608(b)(3)(B) – Service upon an agency or instrumentality of a foreign state  
7. 28 U.S.C. § 1608(b)(3)(C) – Service as directed by order of the court 
8. 28 U.S.C. § 1608(c)(1) and (c)(2) – Date of service 
9. 28 U.S.C. § 1608(d) – Answer or other responsive pleading 
10. 28 U.S.C. § 1608(e) – Judgment by default 

 
 

  

https://www.federalrulesofcivilprocedure.org/frcp/title-ii/rule-4-summons/
https://www.federalrulesofcivilprocedure.org/frcp/title-ii/rule-4-summons/
https://www.federalrulesofcivilprocedure.org/frcp/title-iii-pleadings-and-motions/rule-12-defenses-and-objections-when-and-how-presented-motion-for-judgment-on-the-pleadings-consolidating-motions-waiving-defenses-pretrial-hearing/
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
https://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title28-section1608&num=0&edition=prelim
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D. REFERENCES & RESOURCES: 
 
1. The Hague Conference on Private International Law (HCCH) 
2. HCCH Members  
3. Convention of 15 November 1965 on the Service Abroad of Judicial and Extrajudicial 

Documents in Civil and Commercial Matters (Service Convention)  
4. Status Table of the Service Convention 
5. HCCH Practical Handbook on the Operation of the Service Convention 
6. Service Convention FAQs 
7. U.S. Department of State’s Foreign Affairs Manual (7 FAM 950 Service of Process 

Abroad) 
8. U.S. Department of State’s International Judicial Assistance   
9. U.S. Department of State’s Service of Process  
10. Foreign Sovereign Immunities Act of 1976 (FSIA) 
11. FSIA Checklist  
12. Service Hierarchy  

     
E. OTHER NOTES: 

 
1. Service by U.S. Postal Service (registered mail) is not permitted to Iran or Syria. 
2. The U.S. Department of State charges the plaintiff $2,275.00 for service through 

diplomatic channels.  The fee must be paid via cashier’s check to the “U.S. Department 
of State” or the U.S. Embassy or Consulate involved. For example, requests for service 
upon Iran or its political subdivisions the check should be made out to “U.S. Embassy 
Bern.” 

 
 
  

https://www.hcch.net/en/home
https://www.hcch.net/en/states/hcch-members
https://www.hcch.net/en/instruments/conventions/specialised-sections/service
https://www.hcch.net/en/instruments/conventions/specialised-sections/service
https://www.hcch.net/en/instruments/conventions/status-table/?cid=17
https://www.hcch.net/en/publications-and-studies/details4/?pid=2728
https://assets.hcch.net/docs/aed182a1-de95-4eaf-a1ae-25ade7cd09de.pdf
https://fam.state.gov/FAM/07FAM/07FAM0950.html
https://fam.state.gov/FAM/07FAM/07FAM0950.html
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst.html
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst/Service-of-Process.html
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst/Service-of-Process/Foreign-Sovereign-Immunities-Act.html
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst/Service-of-Process/FSIA-Checklist.html
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst/Service-of-Process/Foreign-Sovereign-Immunities-Act.html
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II. PROCEDURES FOR SERVICE OF AN INDIVIDUAL OR CORPORATION IN A FOREIGN STATE UNDER FRCP 
4(f)(2)(C)(ii) 

 
If service is for a named individual or corporation in a foreign state, you may attempt service under 
FRCP 4(f)(2)(C)(ii); if not a named individual, skip this step and proceed to service under 28 U.S.C. § 
1608(a)(3).  

 
A. DOCKET THE AFFIDAVIT REQUESTING FOREIGN MAILING 

 
1. Fill out the Affidavit Requesting Foreign Mailing and draft request letter. 

   a. Counsel should request service of process on an individual in a foreign state by 
filling out the Affidavit Requesting Foreign Mailing (Attachment A), which can 
also be found on the Court’s website.  

    (1) Be sure to select the correct mailing method, as well as the appropriate 
provision being requested. In this instance, select FRCP 4(f)(2)(C)(ii). 

    (2)  The affidavit may be electronically signed as “/s/[NAME].” 
b. A letter addressed to the Clerk (Attachment B-1) should also be drafted to 

request service under this rule and attached to the Affidavit Requesting Foreign 
Mailing as an exhibit.  
 

2. Docket the Affidavit Requesting Foreign Mailing and request letter. 
a. Scan or convert the Affidavit Requesting Foreign Mailing, including the letter 

and/or other exhibits, to a non-fillable PDF. 
b. Docket the Affidavit Requesting Foreign Mailing in ECF. 

    (1) Select the event Affidavit for Foreign Mailing found under Other 
Documents on the ECF Civil docketing menu. 

    (2) Enter the case number and click [Submit]. 
    (3)  [Choose File] and upload the PDF document you are filing.  
     (a)  If you do not have any further attachments to your filing, click 

[Submit]. 
     (b) If you have an attachment to your filing, click [Choose File] again 

under Attachments and upload the PDF of the attachment. Then 
click [Submit]. 

    (4) Select the FILER and click [Submit]. 
    (5)  The next screen will ask “Should the document you are filing link to 

another document in this case?” Do not check the box next to this 
question. Just click [Submit]. 

    (6) At the edit text screen, the text should read “AFFIDAVIT REQUESTING 
FOREIGN MAILING by [Plaintiff].” Click [Submit] to complete the entry 
and receive the Notice of Electronic Filing (Attachment C).   

 
  

https://www.dcd.uscourts.gov/general-civil-forms
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B. SUBMIT DOCUMENTS TO THE CLERK’S OFFICE 
 
1. Counsel is responsible for submitting all necessary documents and/or mailing materials 

to the Clerk’s Office. 
a. Materials needed for service by FedEx and DHL: 

    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 
and/or other exhibits, if applicable).  

    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 
the Affidavit Requesting Foreign Mailing. 

    (3) One (1) copy of the Return of Service Unexecuted (if a previous service 
attempt was made; this should also be filed on the docket). 

    (4)  One (1) copy of the summons and complaint for each defendant (as well 
as any additional documents filed at the time the case was opened). 

    (5)  One (1) FedEx or DHL document envelope for each defendant. (Note: The 
Clerk’s Office does not have access to any DHL supplies; DHL envelopes 
must be supplied by counsel). 

    (6) One (1) FedEx shipping label (Attachment D-1) or DHL International 
Shipment Waybill (Attachment D-2) filled out and addressed to each 
defendant: 

     (a) The waybill must include the law firm’s address as the sender and 
the Payer Account Number. Counsel must provide an account 
number. The Clerk’s Office cannot be charged for the shipment.  

     (b) The waybill must be typed, not handwritten. 
     (c) For DHL: Be sure to provide the specified DHL International 

Shipment Waybill. This waybill allows for shipments outside the 
United States. If a different waybill is used, DHL will not deliver 
outside the country. 

*PLEASE NOTE: If sending documents to an embargoed country, contact DHL (1-
800-CALL-DHL) to find out if the law firm/shipper (not the embargoed country) is 
on the approved shipper’s list to send to an embargoed country. If this is not 
done, counsel will not be able to schedule a pick-up of the package(s). 

b. Materials needed for service by registered mail: 
    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 

and/or other exhibits, if applicable).  
    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 

the Affidavit Requesting Foreign Mailing. 
    (3) One (1) copy of the Return of Service Unexecuted (if applicable and if not 

previously filed on the docket). 
    (4)  One (1) copy of the summons and complaint for each defendant (as well 

as any additional documents filed at the time the case was opened). 
*PLEASE NOTE: Service by registered mail can only be achieved if counsel 
arranges for their office/staff to hand carry the packages to the U.S. Post Office, 
as the Clerk’s Office is unable to perform this task; otherwise, proceed to service 
by FedEx or DHL (section a. above). 
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C. MAIL PACKAGES 
 
1. FedEx: The Clerk’s Office will drop packages in the courthouse’s FedEx drop box.  

 
2. DHL: The attorney is responsible for calling DHL to schedule a pick-up. The package(s) 

will be picked up by the DHL courier from the District Court’s mailroom. 
 

3. Registered Mail: The Clerk’s Office will call counsel to come get the package(s) and take 
them to the Post Office. Counsel is responsible for paying for postage.  
a. Once you have taken the package(s) to the Post Office to be mailed, you must return 

the stamped Receipt for Registered Mail (PS Form 3806) (Attachment D-3) to the 
Clerk’s Office for docketing. 

 
D. DOCKET PROOF OF DELIVERY/NON-DELIVERY  

 
1. If the package(s) is delivered, file proof of service on the summons and complaint using 

the event Summons Returned Executed as to Foreign State or Agency under Service of 
Process on the civil docketing menu in ECF.   
 

2. If the package(s) is returned undelivered or is undeliverable, file proof of non-service 
using the event Summons Returned Unexecuted under Service of Process on the civil 
docketing menu in ECF.  
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III.  PROCEDURES FOR SERVICE ON A FOREIGN STATE OR POLITICAL SUBDIVISION OF A FOREIGN STATE 
UNDER 28 U.S.C. § 1608(a)(3) 

 
 If service on a foreign state or political subdivision of a foreign state cannot be made under 28 U.S.C. 

§ 1608(a)(1) or (a)(2), you may attempt service under 28 U.S.C. § 1608(a)(3). 
 
 A. DOCKET THE AFFIDAVIT REQUESTING FOREIGN MAILING 
 

1. Fill out the Affidavit Requesting Foreign Mailing and draft request letter. 
   a. Counsel should request service of process on a foreign entity by filling out the 

Affidavit Requesting Foreign Mailing (Attachment A), which can be found on the 
Court’s website: https://www.dcd.uscourts.gov/general-civil-forms.   

    (1) Be sure to select the correct mailing method, as well as the appropriate 
provision being requested.  In this case, select 28 U.S.C. § 1608(a)(3). 

    (2)  The affidavit may be electronically signed as “/s/[NAME].”  
   b. A letter addressed to the Clerk (Attachment B-2) should also be drafted to 

request service under this rule and attached to the Affidavit Requesting Foreign 
Mailing as an exhibit. 

 
2. Docket the Affidavit Requesting Foreign Mailing and request letter. 

a. Scan or convert the Affidavit Requesting Foreign Mailing, including the letter 
and/or other exhibits, to a non-fillable PDF. 

   b. Docket the Affidavit Requesting Foreign Mailing in ECF. 
    (1) Select the event Affidavit for Foreign Mailing found under Other 

Documents on the ECF Civil docketing menu. 
    (2) Enter the case number and click [Submit]. 
    (3)  [Choose File] and upload the PDF document you are filing.  
     (a)  If you do not have any further attachments to your filing, click 

[Submit]. 
     (b) If you have an attachment to your filing, click [Choose File] again 

under Attachments and upload the PDF of the attachment. Then 
click [Submit]. 

    (4) Select the FILER and click [Submit]. 
    (5)  The next screen will ask “Should the document you are filing link to 

another document in this case?” Do not check the box next to this 
question. Just click [Submit]. 

    (6) At the edit text screen, the text should read “AFFIDAVIT REQUESTING 
FOREIGN MAILING by [Plaintiff].” Click [Submit] to complete the entry 
and receive the Notice of Electronic Filing (Attachment C).   

 
B. SUBMIT DOCUMENTS TO THE CLERK’S OFFICE 

 
1. Counsel is responsible for submitting all necessary documents and/or mailing materials 

to the Clerk’s Office in paper form. 
  

https://www.dcd.uscourts.gov/general-civil-forms
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   a. Materials needed for service by FedEx or DHL: 
    *PLEASE NOTE: If sending documents to an embargoed country, contact DHL (1-

800-CALL-DHL) to find out if the law firm/shipper (not the embargoed country) is 
on the approved shipper’s list to send to an embargoed country. If this is not 
done, counsel will not be able to schedule a pick of the package(s). 

    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 
and/or other exhibits, if applicable).  

    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 
the Affidavit Requesting Foreign Mailing. 

    (3) One (1) copy of the Return of Service Unexecuted (if a previous service 
attempt was made; this should also be filed on the docket).  

    (4)  One (1) copy of the summons, complaint, notice of suit (as well as any 
additional documents filed at the time the case was opened), and 
translations of each for each addressee named in the request.  Paper clip 
the sets together.  

    (5)  One (1) FedEx or DHL document envelope for each defendant. (Note: The 
Clerk’s Office does not have access to any DHL supplies; DHL envelopes 
must be supplied by counsel). 

    (6) One (1) FedEx shipping label (Attachment D-1) or DHL International 
Shipment Waybill (Attachments D-2) filled out and addressed to each 
defendant. 

     (a) The waybill must include the law firm’s address as the sender and 
the Payer Account Number. Counsel must provide an account 
number. The Clerk’s Office cannot be charged for the shipment.  

     (b) The waybill must be typed, not handwritten. 
     (c) For DHL: Be sure to provide the specified International Shipment 

Waybill. This waybill allows for shipments outside the United 
States. If a different waybill is used, DHL will not deliver outside 
the country.  

b.  Materials needed for service by registered mail: 
    *PLEASE NOTE: Service by registered mail under this rule can only be achieved if 

counsel arranges for their office/staff to hand carry the packages to the U.S. Post 
Office, as the Clerk’s Office is unable to perform this task; otherwise, proceed to 
service by FedEx or DHL (section a. above).     

    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 
and/or other exhibits, if applicable).  

    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 
the Affidavit Requesting Foreign Mailing. 

    (3) One (1) copy of the Return of Service Unexecuted (if applicable and if not 
previously filed on the docket). 

    (4)  One (1) copy of the summons, complaint, notice of suit (as well as any 
additional documents filed with the complaint), and translations of each 
for each addressee named in the request.  Paper clip the sets together.  
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C. MAIL PACKAGES 
 
1. FedEx: The Clerk’s Office will drop packages in the courthouse’s FedEx drop box.  

 
2. DHL: The attorney is responsible for calling DHL to schedule a pick-up. The package(s) 

will be picked up by the DHL courier from the District Court’s mailroom. 
 

3. Registered Mail: The Clerk’s Office will call counsel to come get the package(s) and take 
them to the Post Office. Counsel is responsible for paying for postage.  
a. Once you have taken the package(s) to the Post Office to be mailed, you must return 

the stamped Receipt for Registered Mail (PS Form 3806) (Attachment D-3) to the 
Clerk’s Office for docketing. 

 
D. DOCKET PROOF OF DELIVERY/NON-DELIVERY  

 
3. If the package(s) is delivered, file proof of service on the summons and complaint using 

the event Summons Returned Executed as to Foreign State or Agency under Service of 
Process on the Civil docketing menu in ECF.   
 

4. If the package(s) is returned undelivered or is undeliverable, file proof of non-service 
using the event Summons Returned Unexecuted under Service of Process on the Civil 
docketing menu in ECF.      
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IV. PROCEDURES FOR SERVICE VIA DIPLOMATIC CHANNELS UNDER 28 U.S.C. § 1608(a)(4) 
 

If service cannot be made on a foreign state or political subdivision of a foreign state within thirty (30) 
days under 28 U.S.C. § 1608(a)(3), you may proceed to service via diplomatic channels, 28 U.S.C. § 
1608(a)(4). 

 
 A. DOCKET THE AFFIDAVIT REQUESTING FOREIGN MAILING 
 

1. Fill out the Affidavit Requesting Foreign Mailing and draft request letter. 
   a. Counsel should request service of process on a foreign entity via diplomatic 

channels (through the U.S. Department of State) by filling out the Affidavit 
Requesting Foreign Mailing (Attachment A), which can be found on the Court’s 
website: https://www.dcd.uscourts.gov/general-civil-forms.  

    (1) Be sure to select the correct mailing method, as well as the appropriate 
provision being requested.  In this case, select 28 U.S.C. § 1608(a)(4). 

    (2)  The affidavit may be electronically signed as “/s/[NAME].” 
   b. A letter addressed to the Clerk (Attachment B-3) should also be drafted to 

request service under this rule and attached to the Affidavit Requesting Foreign 
Mailing as an exhibit. 

    (1) Be sure to specify the appropriate provision being requested.  In this 
case, 28 U.S.C. § 1608(a)(4). 

    (2)  Also include any additional details or exhibits as an explanation for the 
basis of the request. 

    c. For additional information, review the State Department’s FSIA Checklist.  
 

2. Docket the Affidavit Requesting Foreign Mailing and request letter. 
a. Scan or convert the Affidavit Requesting Foreign Mailing, including the letter 

and/or other exhibits, to a non-fillable PDF. 
   b. Docket the Affidavit Requesting Foreign Mailing in ECF. 
    (1) Select the event Affidavit for Foreign Mailing found under Other 

Documents on the ECF Civil docketing menu. 
    (2) Enter the case number and click [Submit]. 
    (3)  [Choose File] and upload the PDF document you are filing.  
     (a)  If you do not have any further attachments to your filing, click 

[Submit]. 
     (b) If you have an attachment to your filing, click [Choose File] again 

under Attachments and upload the PDF of the attachment. Then 
click [Submit]. 

     (4) Select the FILER and click [Submit]. 
     (5)  The next screen will ask “Should the document you are filing link 

to another document in this case?” Do not check the box next to this 
question. Just click [Submit]. 

    (6) At the edit text screen, the text should read “AFFIDAVIT REQUESTING 
FOREIGN MAILING by [Plaintiff].” Click [Submit] to complete the entry 
and receive the Notice of Electronic Filing (Attachment C).   

 

https://www.dcd.uscourts.gov/general-civil-forms
https://travel.state.gov/content/travel/en/legal/travel-legal-considerations/internl-judicial-asst/Service-of-Process/FSIA-Checklist.html
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 B.  SUBMIT DOCUMENTS TO THE CLERK’S OFFICE 
 

1. The attorney is responsible for submitting all necessary documents and/or mailing 
materials to the Clerk’s Office in paper form. 

   a. Materials needed for service by FedEx or certified mail: 
    (1) One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 

and/or other exhibits, if applicable).  
    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 

the Affidavit Requesting Foreign Mailing. 
    (3) Proof of service unexecuted under 28 U.S.C. § 1608(a)(3), or other 

explanation/law as to why service should be attempted through the U.S. 
Department of State; this should also be filed on the docket.  

    (4) Two (2) copies each of the summons, complaint, notice of suit (as well as 
any additional documents filed at the time the case was opened), and 
translations of each for each defendant.  Paper clip the sets together. 

    (5)  For FedEx: One (1) FedEx shipping label (Attachment D-1) filled out and 
addressed to the DOS. 

     (a) The tracking label must include the law firm’s address as the 
sender and the Payer Account Number. Counsel must provide an 
account number. The Clerk’s Office cannot be charged for the 
shipment.  

    (6) Envelope/label should be addressed to:  
     U.S. Department of State 
     L/CA/POG/GC, SA-17, 10th Floor 

Washington, DC 20522-1710 
Attn: FSIA 

 
2. The U.S. Department of State charges a $2,275.00 fee for service through diplomatic 

channels.  
a. The fee must be paid via cashier’s check to the U.S. Department of State or the 

U.S. Embassy or Consulate involved. For example, checks for requests for service 
upon Iran or its political subdivisions should be made out to the “U.S. Embassy 
Bern.” 

b. Include the check for $2,275.00 for payment of service fee to the U.S. 
Department of State with the other documents.  

    
 C. MAIL PACKAGE(S) 
 

1. FedEx: The Clerk’s Office will drop packages in the courthouse’s FedEx drop box.  
 

2. Certified Mail: The Clerk’s Office will call counsel to come get the package(s) and take 
them to the Post Office. Counsel is responsible for paying for postage.  
a. Once you have taken the package(s) to the Post Office to be mailed, you must return 

the stamped Certified Mail Receipt (PS Form 3800) (Attachment D-4) to the Clerk’s 
Office for docketing.   
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 D. AWAIT CORRESPONDANCE FROM THE DOS 
 

1. A package of documents from the U.S. Department of State which contains a cover 
letter explaining that service was executed through diplomatic channels (or unexecuted) 
will be sent directly to the Clerk’s Office. 

2. The Clerk’s office will docket the appropriate portion of the documents and return the 
originals to counsel.   
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V. PROCEDURES FOR SERVICE ON AN AGENCY OR INSTRUMENTALITY OF A FOREIGN STATE UNDER 28 
U.S.C. § 1608(b)(3)(B) 

 
 If service cannot be made on an agency or instrumentality of a foreign state under 28 U.S.C. § 

1608(b)(1) or (b)(2), you may attempt service under 28 U.S.C. § 1608(b)(3)(B). 
 
 A. DOCKET THE AFFIDAVIT REQUESTING FOREIGN MAILING 
 

1. Fill out the Affidavit Requesting Foreign Mailing and draft request letter. 
   a. Counsel should request service of process on a foreign entity by filling out the 

Affidavit Requesting Foreign Mailing (Attachment A), which can be found on the 
Court’s website: https://www.dcd.uscourts.gov/general-civil-forms.  

    (1) Be sure to select the correct mailing method, as well as the appropriate 
provision being requested.  In this case, select 28 U.S.C. § 1608(b)(3)(B). 

    (2)  The affidavit may be electronically signed as “/s/[NAME].” 
   b. A letter addressed to the Clerk (Attachment B-4) should also be drafted to 

request service under this rule and attached to the Affidavit Requesting Foreign 
Mailing as an exhibit. 

 
2. Docket the Affidavit Requesting Foreign Mailing and request letter. 

a. Scan or convert the Affidavit Requesting Foreign Mailing, including the letter 
and/or other exhibits, to a non-fillable PDF. 

   b. Docket the Affidavit Requesting Foreign Mailing in ECF. 
    (1) Select the event Affidavit for Foreign Mailing found under Other 

Documents on the ECF Civil docketing menu. 
    (2) Enter the case number and click [Submit]. 
    (3)  [Choose File] and upload the PDF document you are filing.  
     (a)  If you do not have any further attachments to your filing, click 

[Submit]. 
     (b) If you have an attachment to your filing, click [Choose File] again 

under Attachments and upload the PDF of the attachment. Then 
click [Submit]. 

    (4) Select the FILER and click [Submit]. 
    (5)  The next screen will ask “Should the document you are filing link to 

another document in this case?” Do not check the box next to this 
question. Just click [Submit]. 

    (6) At the edit text screen, the text should read “AFFIDAVIT REQUESTING 
FOREIGN MAILING by [Plaintiff].” Click [Submit] to complete the entry 
and receive the Notice of Electronic Filing (Attachment C).  

 
  B.  SUBMIT DOCUMENTS TO THE CLERK’S OFFICE 
 

1. Counsel is responsible for submitting all necessary documents and/or mailing materials 
to the Clerk’s Office in paper form. 

  
  

https://www.dcd.uscourts.gov/general-civil-forms
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   a. Materials needed for service by FedEx and DHL: 
*PLEASE NOTE: If sending documents to an embargoed country, contact DHL (1-
800-CALL-DHL) to find out if the law firm/shipper (not the embargoed country) is 
on the approved shipper’s list to send to an embargoed country. If this is not 
done, the Clerk’s Office will not be able to schedule a pickup of the package(s). 

    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 
and/or other exhibits, if applicable).  

    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 
the Affidavit Requesting Foreign Mailing. 

    (3) One (1) copy of the Return of Service Unexecuted (if a previous service 
attempt was made; this should also be filed on the docket). 

    (4)  One (1) copy of the summons and complaint (as well as any additional 
documents filed at the time the case was opened), and translations of 
each for each addressee named in the request.  Paper clip the sets 
together. 

    (5)  One (1) FedEx or DHL document envelope for each defendant. (Note: The 
Clerk’s Office does not have access to any DHL supplies; DHL envelopes 
must be supplied by counsel). 

    (6) One (1) FedEx shipping label (Attachment D-1) or DHL International 
Shipment Waybill (Attachments D-2) filled out and addressed to each 
defendant. 

     (a) The waybill must include the law firm’s address as the sender and 
the Payer Account Number. Counsel must provide an account 
number. The Clerk’s Office cannot be charged for the shipment.  

     (b) The waybill must be typed, not handwritten. 
     (c) For DHL: Be sure to provide the specified International Shipment 

Waybill. This waybill allows for shipments outside the United 
States. If a different waybill is used, DHL will not deliver outside 
the country. 

b. Materials needed for service by registered mail: 
*PLEASE NOTE: Service by registered mail under this rule can only be achieved if 
counsel arranges for their office/staff to hand carry the packages to the U.S. Post 
Office, as the Clerk’s Office is unable to perform this task; otherwise, proceed to 
service by FedEx or DHL (section a. above). 

    (1)  One (1) copy of the Affidavit Requesting Foreign Mailing (including letter 
and/or other exhibits, if applicable).  

    (2) One (1) copy of the Notice of Electronic Filing, confirming the ECF filing of 
the Affidavit Requesting Foreign Mailing. 

    (3) One (1) copy of the Return of Service Unexecuted (if applicable and if not 
previously filed on the docket). 

    (4)  One (1) copy of the summons and complaint (as well as any additional 
documents filed with the complaint), and translations of each for each 
addressee named in the request.  Paper clip the sets together. 
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 C. MAIL PACKAGES 
 

1. FedEx: The Clerk’s Office will drop packages in the courthouse’s FedEx drop box.  
 

2. DHL: The attorney is responsible for calling DHL to schedule a pick-up. The package(s) 
will be picked up by the DHL courier from the District Court’s mailroom. 

 
3. Registered Mail: The Clerk’s Office will call counsel to come get the package(s) and take 

them to the Post Office. Counsel is responsible for paying for postage.  
a. Once you have taken the package(s) to the Post Office to be mailed, you must return 

the stamped Receipt for Registered Mail (PS Form 3806) (Attachment D-3) to the 
Clerk’s Office for docketing. 

 
D. DOCKET PROOF OF DELIVERY/NON-DELIVERY  

 
1. If the package(s) is delivered, file proof of service on the summons and complaint using 

the event Summons Returned Executed as to Foreign State or Agency under Service of 
Process on the Civil docket menu in ECF.   
 

2. If the package(s) is returned undelivered or is undeliverable, file proof of non-service 
using the event Summons Returned Unexecuted under Service of Process on the Civil 
docketing menu in ECF.     
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VI. RETURNS OF SERVICE 
 
 A. RETURN OF SERVICE EXECUTED 
 

1. There are two possible returns of service executed. 
a. A signed affidavit or executed summons (Attachment E-1), including the FedEx 

or DHL delivery confirmation (Attachment E-2 and E-3), or returned pink 
registered mail card (Attachment E-4) as an exhibit.   
(1) Docket the return of service using the event Summons Returned 

Executed as to Foreign State or Agency under Service of Process on the 
Civil docketing menu.  

   b. A package from the U.S. Department of State which contains a cover letter 
explaining that service was executed (Attachment E-5) through diplomatic 
channels.   
(1) The Clerk’s Office receives this package directly from the U.S. Department 

of State and will docket the appropriate portion of the documents (to 
include the diplomatic note); the originals will be returned to counsel. 

 
 B. RETURN OF SERVICE UNEXECUTED 
 

1. There are two possible returns of service unexecuted: 
a. A signed affidavit (Attachment F-1), including the FedEx or DHL tracking 

information, or copy of the returned package(s) (Attachment F-2) as an exhibit.    
(1) Docket the return using the event Summons Returned Unexecuted under 

Service of Process on the Civil docketing menu.  
b. A package from the U.S. Department of State which contains a cover letter 

explaining that service was unexecuted. 
(1) The Clerk’s Office receives this package directly from the U.S. Department 

of State and will docket the appropriate portion of the documents; the 
originals will be returned to counsel. 
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VII. OTHER DOCUMENTS SERVED ON FOREIGN DEFENDANTS 
 
 A. DEFAULTS 
 

1. A default can be entered against foreign defendants, assuming the summons and 
complaint have been returned executed, and the answer deadline has passed. (FRCP 
12(a)(1)) 

 
  2. A default is served in the same manner as the complaint and summons.   
 
 B. JUDGMENTS/DEFAULT JUDGMENTS 
 

1. A judgment or default judgment may be entered by the court against a foreign 
defendant(s).  The judge may request that the judgment be served by plaintiff’s counsel 
upon the defendant(s). 
 

  2. A judgment or default judgment is served in the same manner as the complaint and 
summons. 

 
 C. ORDERS  
 

1. An order may be entered by the court at any time during a case.  The judge may request 
that the order be served by plaintiff’s counsel upon the defendant(s). 
 

  2. An order is served in the same manner as the complaint and summons. 
 
 
 
 
 
 
 
  

https://www.federalrulesofcivilprocedure.org/frcp/title-iii-pleadings-and-motions/rule-12-defenses-and-objections-when-and-how-presented-motion-for-judgment-on-the-pleadings-consolidating-motions-waiving-defenses-pretrial-hearing/
https://www.federalrulesofcivilprocedure.org/frcp/title-iii-pleadings-and-motions/rule-12-defenses-and-objections-when-and-how-presented-motion-for-judgment-on-the-pleadings-consolidating-motions-waiving-defenses-pretrial-hearing/
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VIII. LIST OF ATTACHMENTS 
 

A. Affidavit Requesting Foreign Mailing (Form CO 226) 
 

B-1.  Letter of Request – FRCP 4(f)(2)(C)(ii) 
B-2. Letter of Request - 28 U.S.C. § 1608(a)(3) 
B-3. Letter of Request - 28 U.S.C. § 1608(a)(4) 
B-4. Letter of Request - 28 U.S.C. § 1608(b)(3)(B) 

 
C. Notice of Electronic Filing 

 
D-1. FedEx Shipping Label 
D-2. DHL International Shipment Waybill 
D-3. PS Form 3806 Receipt for Registered Mail 
D-4. PS Form 3800 Certified Mail Receipt 

 
E-1. Affidavit of Service Executed 
E-2. FedEx Tracking Information (Service Executed)  
E-3. DHL Tracking Information (Service Executed) 
E-4. PS Form 2865 Return Receipt for International Mail (Service Executed) 
E-5. Cover Letter from Department of State (Service Executed) 

 
F-1. Affidavit of Service Unexecuted 
F-2. Copy of Front of Undelivered Package (Service Unexecuted) 

 
APPENDIX:  Foreign Mailing Checklist  
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Rev. 6/2018 

UNITED STATES DISTRICT AND BANKRUPTCY COURTS 
FOR THE DISTRICT OF COLUMBIA 

_________________________________________ 
Plaintiff(s) 

vs. Civil Action No.: 

_________________________________________ 
Defendant(s) 

AFFIDAVIT REQUESTING FOREIGN MAILING 

I, the undersigned, counsel of record for plaintiff(s), hereby request that the Clerk mail a copy of the 
summons and complaint (and notice of suit, where applicable) to (list name(s) and address(es) of defendants): 

by: (check one) ❑ certified or registered mail, return receipt requested
❑ DHL
❑ Fed Ex

pursuant to the provisions of: (check one) 
❑ FRCP 4(f)(2)(C)(ii)
❑ 28 U.S.C. § 1608(a)(3)
❑ 28 U.S.C. § 1608(b)(3)(B)
❑ 28 U.S.C. § 1608(a)(4)

I certify that this method of service is authorized by the domestic law of (name of country): 
, and that I obtained this information 

by contacting the Overseas Citizens Services, U.S. Department of State. 

(Signature) 

(Name and Address) 
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1001 Pennsylvania Avenue, N.W., Washington, DC  20004-2595    p202.624.2500    f202.628.5116

Aryeh S. Portnoy
(202) 624-2806
APortnoy@crowell.com

May 25, 2021

Office of the Clerk
Attn: Angela D. Caesar
United States District Court for the District of Columbia
333 Constitution Avenue, N.W.
Washington, DC 20001

Re: Request for Service of Process on Defendant Ministry of Information and 
Security of the Islamic Republic of Iran in John Doe et al. v. Islamic Republic of 
Iran, et al., Civil Action No. 08-0540-JDB (D.D.C.)

Dear Clerk of Court:

On behalf of the plaintiffs in the above-captioned matter, we are writing to request that you take 
all necessary steps, pursuant to 28 U.S.C. §§ 1608(a)(4) and 1608(e), to effect service on 

ac -captioned matter. 

Background

Your office previously has assisted plaintiffs with service of various documents in this matter 
pursuant to provisions of 28 U.S.C. § 1608.

First, on June 23, 2009, we requested service of the First Amended Complaint through your 
office pursuant to 28 U.S.C. § 1608(a)(3).  We noted that service could not be made pursuant to 
either 28 U.S.C. §§ 1608(a)(1) or 1608(a)(2).  Therefore, pursuant to 28 U.S.C. § 1608(a)(3), 
your office dispatched a copy of the summons, First Amended Complaint, and a notice of suit, 
together with a translation of each into Farsi (the official language of the Islamic Republic of 
Iran), to Defendants Islamic Republic of Iran and its Ministry of Information Security

on June 24, 2009.

Next, as Defendants Islamic Republic of Iran and its Ministry of Information and Security failed 
to respond, we wrote to your office on July 31, 2009, requesting that the Clerk dispatch the 
alternative means of service provided for under 28 U.S.C. § 1608(a)(4), which applies when 
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your office dispatched a copy of the summons, First Amended Complaint, and a notice of suit, 
together with a translation of each into Farsi, to Defendants Islamic Republic of Iran and its 
Ministry of Information and Security. No response ever was received from Defendants, and on
January 29, 2010, the Clerk entered default against Defendants Islamic Republic of Iran and its 
Ministry of Information and Security. 

Then, as there were subsequent amendments to the complaint, we again asked for assistance with 
service. On February 27, 2012, Plaintiffs filed a Fifth Amended Complaint. We wrote to your
office on May 24, 2012, requesting service of the Fifth Amended Complaint pursuant to 28 
U.S.C. § 1608(a)(4). Pursuant to 28 U.S.C. § 1608(a)(4), on May 25, 2012, your office 
dispatched a copy of the summons, Fifth Amended Complaint, and a notice of suit, together with 
a translation of each into Farsi, to the U.S. Department of State for service on Defendants Islamic 
Republic of Iran and its Ministry of Information and Security.  

Finally, we requested assistance with service of the judgment in the above-captioned matter. On 
May 9, 2013, Judge John D. Bates issued a Memorandum Opinion and an Order entering 
judgment for the plaintiffs. Pursuant to 28 U.S.C. § 1608(e), which requires a copy of any 
default judgment to be sent to a foreign state or political subdivision defendant in the manner 
prescribed for service of the summons and complaint in 28 U.S.C. § 1608, we wrote to your
office on July 17, 2013 requesting assistance with service of the Memorandum Opinion, the 
Order, and a notice of default judgment, together with a translation of each into Farsi, to 
Defendants Islamic Republic of Iran and its Ministry of Information and Security pursuant to 28
U.S.C. §§ 1608(a)(4) and 1608(e). That same day, your office dispatched a copy of the
Memorandum Opinion, the Order, and a notice of default judgment, together with a translation 
of each into Farsi, to the U.S. Department of State for service on Defendants Islamic Republic of
Iran and its Ministry of Information and Security. 

Request for Assistance with Service

On November 24, 2020, Judge John D. Bates issued an order in the above-captioned matter 
noting that, despite our request for service of the May 25, 2012 Memorandum Opinion and Order 
on both Defendants Islamic Republic of Iran and its Ministry of Information and Security, and 

Order, Nov. 24, 2020, ECF 119. 

Accordingly, pursuant to 28 U.S.C. §1608(e), which requires a copy of any default judgment to 
be sent to a foreign state or political subdivision defendant in the manner prescribed for service 
of the summons and complaint in 28 U.S.C. § 1608, we hereby request your assistance in serving 
the Order and Memorandum Opinion on Defendant Ministry of Information and Security of Iran 
under 28 U.S.C. § 1608(a)(4). 
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Under 28 U.S.C. § 1608(a)(4), the Clerk of the Court shall send two copies of the pleading, 

addressed and dispatched by the clerk of the court to the Secretary of State in Washington, 
District 
Secretary of State shall then take steps to effect service through diplomatic channels. 

In light of the foregoing, we have enclosed for service on Defendant Ministry of Information and 
Security of Iran (1) two copies of the May 9, 2013 Order; (2) two copies of the accompanying 
Memorandum and Opinion; (3) two copies of the Notice of Default Judgment (attached to each 
of which is a copy of the Foreign Sovereign Immunities Act); (4) two copies of each of the 
foregoing documents translated into Farsi, the official language of the Islamic Republic of Iran;

.

Please take the necessary steps to dispatch these materials to effect service on Defendant 
Ministry of Information and Security of Iran pursuant to 28 U.S.C. §§ 1608(a)(4) and 1608(e).
In light of the statutory requirement, service should be attempted by certified United States mail, 
return receipt requested, addressed to: 

U.S. Department of State
Office of Legal Affairs (CA/OCS/L, SA-17, 10th Floor)
Director of Consular Services
Attention: Mr. Jared Hess
2201 Street N.W.
Washington, DC 20522-1710

We have enclosed a pre-paid mailing envelope.  If you have any questions or require additional 
information, please contact my colleague, Emily Alban, at (202) 624-2718.

Thank you for your assistance in this matter.

Sincerely yours,

/s/ Aryeh S. Portnoy 
Aryeh S. Portnoy 

Enclosures

Cc: John L. Murino 
Emily Alban 
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Subject:Activity in Case 1:02-cv-02148-RCL GREENBAUM, et al v. ISLAMIC REPUBLIC, et al 
"Affidavit for Default" 

Content-Type: text/html 

***NOTE TO PUBLIC ACCESS USERS*** You may view the filed documents 
once without charge. To avoid later charges, download a copy of each document 
during this first viewing. 

U.S. District Court 

District of Columbia 

Notice of Electronic Filing 

The following transaction was received from Leibowitz, Barry entered on 12/1/2006 at 
4:23 PM EDT and filed on 12/1/2006 

Case Name: GREENBAUM, et al v. ISLAMIC REPUBLIC, et al 
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Filer: STEVEN M. GREENBAUM 

ALAN D. HAYMAN 

SHIRLEE HAYMAN 

WARNING: CASE CLOSED on 08/31/2006 

Document Number: 33 
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AFFIDAVIT REQUESTING FOREIGN MAILING of the notice of default judgment, 
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UNITED STATES DISTRICT COURT
FOR THE DISTRICT OF COLUMBIA

ESTATE OF ROBERT P. HARTWICK, et al., )
)

Plaintiffs, )
) Civil Action No. 1:18-cv-01612-CKK

v. )
)

THE ISLAMIC REPUBLIC OF IRAN, et al., )
)

Defendants )
__________________________________________)

NOTICE OF FAILED SERVICE UNDER 28 U.S.C. § 1608(a)(3)

Plaintiffs, through counsel, hereby notify the Court that the efforts to service Defendants

The Islamic Republic of Iran (“Iran”), The Islamic Revolutionary Guard Corps (“IRGC”), and

Iranian Ministry of Intelligence & Security (“MOIS), pursuant to 28 U.S.C. § 1608(a)(3), have

failed either because the Defendants rejected Plaintiffs’ attempt to serve them, or Iranian

Customs has refused to release the service packages for delivery in Tehran, Iran. See Exhibits 1-

3.

In January 2019, Plaintiffs were advised by DHL that they no longer ship packages from

the United States to Iran under any currently available U.S. Treasury Office of Foreign Assets

Control (“OFAC”) General License.1

Since service of process was not available through DHL, Plaintiffs initiated service of

process on the above-listed Defendants on June 20, 2019, utilizing the United States Postal

Service’s (“USPS”) Registered Return Receipt First Class International mailing services.

The USPS tracking data confirms that the service packages addressed to the three above-

listed Defendants left Washington, D.C. on June 25, 2019. The service package for the IRGC

1 Plaintiffs submitted an application for a Specific License from OFAC to ship case-related
documents to Iran using DHL on January 25, 2019. This application is still pending.
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arrived in New York on June 28, 2019 and was released from United States Customs on July 2,

2019. The service packages for Iran and MOIS arrived in New York prior to July 2, 2019 and

were released from United States Customs on July 2, 2019. All three service packages arrived at

the Imam Khomeini Airport in Tehran, Iran on July 5, 2019. The USPS does not provide further

tracking data because it does not perform international tracking services for Registered Mail in

destination countries.

However, according to data collected and provided by the National Post Office of the

Islamic Republic of Iran a/k/a “IRI Post Company” (“IRI”), the service packages for the IRGC

and MOIS arrived at the Iranian Customs office in Tehran, Iran, on July 7, 2019 and the service

package for Iran arrived at the Iranian Customs office in Tehran, Iran on July 9, 2019.

After arriving in Iran, IRI made an attempt to deliver the service packages for Iran and

the IRGC to the Iranian Minister of Foreign Affairs, Mr. Mohammad Javad Zarif, at the Ministry

of Foreign Affairs located at Imam Khomeini Street, Imam Khomeini Square, Tehran, Iran,

1136914811.

Both packages were refused by the recipient at the final destination.

Since arriving in Iran on July 7, 2019, the service package for MOIS arrived in Iranian

Customs on July 7, 2019, but has not yet been released for further delivery.

Plaintiffs have made a diligent effort to serve Defendants Iran, IRGC, and MOIS

pursuant to 28 U.S.C. 1608(a)(3). Plaintiffs’ attempt to effectuate service of process has

exceeded thirty days. These efforts have failed.

Therefore, Plaintiffs now intend to proceed to initiate service of process on these specific

Defendants under 28 U.S.C. § 1608(a)(4) and shall file the appropriate materials with the Clerk

requesting its assistance, as required.
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Dated: August 23, 2019. Respectfully submitted,

/s/ Christopher G. Paulos
Christopher G. Paulos, Pro Hac Vice
Florida Bar No. 0091579
LEVIN, PAPANTONIO, THOMAS, MITCHELL,
RAFFERTY AND PROCTOR, P.A.
316 South Baylen Street, Suite 600
Pensacola, Florida 32502
Telephone: (850) 435-7067
Facsimile: (850) 436-6067
Email: cpaulos@levinlaw.com

/s/ Howard L. Nations
Howard L. Nations
DC Bar No. TX143
THENATIONS LAW FIRM
3131 Briarpark Drive, Suite 208
Houston, Texas 77042
Tel: (713) 807-8400
Facsimile: (713) 807-8423
Email: howard@howardnations.com

Attorneys for Plaintiffs
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