How Do | Serve the Other Side?

All Defendants named on the case must be served with the Notice of Small Claim and all other
documents filed on the case.

1. Who are you serving?
a. Person

b. Person d/b/a business (doing business as)

c. Business or Organization: If you are suing a business or organization, you may need to know the
Registered Agent information and confirm they are doing business in WA to properly serve all the
documents. You can find the Registered Agent by searching the business name on the Secretary of
State's Website: Washington Secretary of State - Corporations. Have a copy of the identification of

the registered agent from the Secretary of State website to file with the proof of service.

2. How to serve a person or a business: The Notice of Small Claim must be "served" on the defendant by

someone other than you who is 18 or older and is not a party or a witness to the case. Service can be
done by personal service or through registered or certified mail. After the defendant is served, you must
file proof of service with the court—see the Declaration of Service form in your Plaintiff’s Packet. For
further information please review RCW 12.40.040, RCW 4.28.080, and RCW 23.95.450.

Service Method

How to Use this Method

Proof of Service

Personal Service:
The packet provided by the
court can be served on the

defendant or registered agent of

the business. Alternatively, the
packet provided by the court

can be served at the defendant’s

residence by serving on a co-
resident (a person of suitable
age and discretion).

Hire law enforcement to serve the
other party

Hire a private process server; or
Have someone 18 or older who is
NOT YOU (not a party to the case or
witness) serve all documents and fill
out the “Declaration of Service.”

A “Declaration of Service”
can be found on page 5 of
this packet. The
Declaration must be
completed and signed by
the person who served
the Defendant and must
list all documents served.

Service by Certified or
Registered mail on a person:
The USPS offers both certified
and registered mail.

Make sure that the service packet is
mailed to the other party.

Request a return receipt.

Wait for the return receipt (small
green card) to come back with the
other party’s signature

Proof of service for certified
mail is the green return
receipt with the defendant’s
signature. The signature must
be readable. The court must
be able to identify that the
defendant is the person who
signed for the documents.



https://www.sos.wa.gov/corporations-charities
https://app.leg.wa.gov/rcw/default.aspx?cite=12.40.040
https://app.leg.wa.gov/rcw/default.aspx?cite=4.28.080
https://app.leg.wa.gov/RCW/default.aspx?cite=23.95.450

Service Method

How to Use this Method

Proof of Service

Service by Certified or
Registered mail on a business:
The USPS offers both certified
and registered mail.

Make sure that the service packet is
mailed to the registered agent.
Request a return receipt.

Wait for the return receipt (small
green card) to come back with the
registered agent’s signature.

Have a copy of the identification of
the registered agent from the
Secretary of State website to file
with the proof of service.

Proof of service for certified
mail is the green return
receipt with the registered
agent’s signature. The
signature must be readable.
The court must be able to
identify the person who
signed for the documents is
the registered agent. Because
the defendant is a business,
the court must be able to
identify the signer’s role or
title.

3. When to serve the other side: You should have the other side served as soon as possible after filing your

case. If you file in person at any of our court locations, you will be given the packets to initiate service
right away. If you e-File the case at our portal, the packets will be mailed to you at the address you
provide on the Notice of Small Claims. Service must be completed at least ten business (10) days before
the first hearing. If you do not file proof of service with the Court BEFORE the Pre-Trial hearing, your

case may be reset.




