DESCRIPTION OF DIFFERENT TYPES OF SERVICE 

(Summons & Petition)
1.  PERSONAL SERVICE  CCP 415.10

Personal delivery to person named in Summons/Petition. Service deemed effective at 
time of delivery.

           a) Access to a gated community to serve a Summons/Petition (CCP 415.21):
   This section applies to gated communities which are staffed by a guard/security 
   personnel, and it allows personnel from a Sheriff’s Office, or a registered process 
   server, entry to a gated community for the purpose of service of process.

2.  SUBSTITUTED SERVICE CCP 415.20

   a) Instead of personal service, service can be accomplished by the server leaving 
       the Summons &Petition at the respondent’s office during usual business hours with 
       the person (at least 18 years old) who is apparently in charge of the office.  
       Thereafter, the server has to mail a copy of the documents to the respondent 
       at the same address where copies were left.  Service deemed effective on the 10th day 
       after mailing.

   b) If after making “reasonably diligent” efforts to serve by another method, the

       Summons/Petition can be served by leaving a copy at respondent’s residence, “usual 
       place of abode, usual place of business, or usual mailing address (except you can’t 
       use a post office box) in the presence of a competent (at least 18 years old) 
       household member or a person with apparent control of the office.  After 
       substitute service, the server has to mail a copy of the documents served to 
       respondent at the same address where copies were left.  Service deemed effective on 
       the 10th day after mailing.

IMPORTANT:  (1) There is no explanation in the Code as to when use of 
substitute service in section (a) is appropriate; section (a) does not require that 
reasonable, diligent yet unsuccessful efforts to use other service methods be 
employed first.  (2) Section (b) does not require a declaration of due diligence, 
but form FL-115 requires that one be attached (for (a) and (b) substitute service).

3. SERVICE BY  MAIL WITH A NOTICE AND  ACKNOLEDGEMENT OF RECEIPT FORM (FL-117) 
CCP 415.30
Server mails a copy of Summons/Petition along with 2 copies of the Notice and 
Acknowledgement of Receipt form (FL-117) and a stamped, return envelope to 
respondent.  Server must complete the top portion of the Notice and Acknowledgement 
of Receipt not petitioner.  Service is deemed complete on the date the Notice and 
Acknowledgement form is signed on the bottom by respondent.
If the respondent does not complete, sign and return the Notice and Acknowledgement of 
Receipt form within 20 days of the mailing of the Summons/Petition, respondent can be liable for costs incurred in serving by one of other valid service methods.  Petitioner must file a motion for reimbursement of these costs.

Once the Notice and Acknowledgement of Receipt is returned it must be attached to 
Proof of Service of Summons form (FL-115) and filed with the court.

4. SERVICE ON PERSON OUTSIDE OF THE STATE 

CCP 415.40
Summons/Petition can be served by any manner discussed above, or by mail.  If by
mail, it must be mailed by someone other than the petitioner and a “return receipt” must 

be requested from the Post Office.  
The server has to complete the Proof of Service of Summons form (FL-115) and attach 

the return receipt or other proof of delivery to respondent.  Service is deemed effective on 
the 10th day after the date of registered receipt mailing.
IMPORTANT:  (1) The Code section doesn’t mention or require this, but the 
Proof of Service of Summons form (FL-115) requires that service by mail to 
someone out of state be done by registered or certified mail with return receipt 
and that a copy of the signed return receipt or other evidence of delivery be 
attached to the Proof of Service of Summons form).  (2) Possible Hague 
Convention on Service limitations if another country does not allow service by 
mail. Involves preliminary step of checking to see if other country is a Convention 
signatory.
5. SERVICE BY PUBLICATION OF NOTICE IN A NEWSPAPER  AS ORDERED BY THE COURT CCP 415.50
The court must pre-approve this method of service.  A statement must be submitted to the 
court using the Application for Publication of Summons or Citation form (SC-505).  In 

this form (or attached to this form) petitioner must explain why the respondent cannot be 

found to be served.  Petitioner must also list all the reasonable diligent efforts that have 
been made to find and serve the other party by hand delivery.  This statement must be in 

detail and signed under penalty of perjury.
After the Summons and Petition are filed, petitioner must start to make reasonable efforts 

to look for the respondent for service of the Summons and Petition.  Petitioner should 

keep a list of these efforts including dates, names of the persons spoken to, and the results 

of these efforts. Here are some suggestions:

· Call friends and family of respondent

· Go to last known address of the respondent

· Mail papers to last known address to see if the respondent will respond

· Call or go to last known work address

· Do a search on the internet

· Call telephone information (411)
· Call State of California Corrections Department to see if respondent is incarcerated

· If person was ever on probation, contact  Probation department in city where respondent was place on probation

· Although the court may not require an applicant to search for records that the 
      public is prohibited by law or by agency policy to access, you may still want 

      to contact the Voter Registrar’s Office, DMV and Post Office to see if they’ll

      provide information about respondent’s address. 
Petitioner must propose to the court a California newspaper to be used for the publication.  This newspaper must be one that is published in the county that is most likely to give actual notice to the respondent.  For instance, if you know that the respondent last lived in Fresno, you need to propose a paper that is sold and read in Fresno.  However, if the respondent last known address was outside of California, you may propose a newspaper outside of California that is most likely to give actual notice to respondent.    

The ad must run at least once a week for four consecutive weeks.  Service by publication is complete, and the 30-day response period starts to run, on the 28th day following the first day of publication.  Once publication is completed Proof of Publication must be attached to Proof of Service of Summons form (FL-115) and filed with the court.
     6.  ADDITIONAL RULES:
a) If a petitioner cannot afford the fee for publishing a notice in the newspaper, petitioner may be eligible for posting a notice in the courthouse.  Please ask for assistance.  
b)  If respondent is a minor, petitioner must serve his/her parent or legal guardian

     (CCP416.60).  
b) If respondent is under a conservatorship or has a guardian ad litem, you must serve the conservator or guardian (CCP 416.70).
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