
Instructions for Completing USM-285 

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 cannot serve your papers.  You should 

type the information or print it legibly in block letters.  If the Marshal cannot read the form, the 

Marshal will not be able to serve your papers. 
 

1. Print the name of the only plaintiff or if there is more than one plaintiff, write the 
first plaintiff’s name and then “et al”. 

2. Print the name of the only defendant or if there is more than one defendant, write the 
first defendant’s name and then “et al”.  Even if you are serving several defendants, this 
line stays the same on every USM-285. 

For example, if Patrick Smith is suing ABC Company, Andrea Doe, and Michael Martin; 
ABC Company et al would go in this space. 

3. Print the name and address of the particular defendant to be served. If you are 
serving many defendants, unless otherwise instructed by the court, you would 
complete a separate form for each defendant to be served. 

4. Print case number if known.  Example: 7:19cv1234. 

5. Print "Summons and Complaint". 

6. Print your name and address.  This is where the Marshal will send you notice regarding 
service of your papers. 

7. Usually "1". 

8. Fill in the number of defendants to be served in this case. 

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

10. Fill in only if necessary. 

11-14  Sign, mark plaintiff or defendant, fill in your telephone number, and print the date. 

*** Do not write on any other space on the form.  Return the completed form to the Clerk's 
Office. 

Click here to view the U.S. Marshal’s Instructions for Service of Process by U.S. Marshal 

http://www.usmarshals.gov/forms/usm285inst.pdf
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