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(Annex 1) 
If a Contracting State to the Service Convention requests Japan to serve  

documents 
 
Any Contracting State to the Service Convention can request Japan’s central authority (MOFA) 
to serve documents of a civil or commercial trial as follows: 

 
 The authority or judicial officer competent under the law of the State in which the documents 

originate forward request to Japan’s central authority (Ministry of Foreign Affairs) to serve the 
documents (Art. 3 of the Service Convention). 
 
1. Documents necessary for requesting the central authority (Ministry of Foreign Affairs) 

to serve documents 
 
 
(1) Two copies each of the “Request” (including the “Summary of the document”) and the 

“Certificate” which are in accordance with the appendixes to the Service Convention 
(Note: http://www.hcch.net/upload/actform14ef.pdf ) 

(Request) (Summary of the document) (Certificate) 

 
 
 
(2) Two duplicates or copies each of the judicial documents to be served (the complaint, 

judgment, summons, etc.) 
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(3) Two copies of Japanese translations of the documents to be served 

If “a method prescribed by the addressed state’s internal law” is requested as provided in 
Art.5, para.1 (a) of the Service Convention or “a particular method requested by the 
applicant” is requested as provided in Art. 5, para.1 (b) thereof, it is strictly necessary to 
attach translations. If “served by delivery to an addressee who accepts it voluntarily” is 
requested as provided in Art.5, para.2 thereof, it is not strictly necessary to attach 
translations (Art. 5, para. 3 thereof). 

If some parts are not translated, 
the documents can be served pursuant to c)  
unless c) has not been deleted. 

 
 

 
 
 
 
 
 
 
 
 
 
 

2. Points that require attention when preparing the 
necessary documents 

 
(1) “Request” 

A. Display of the identity and address of the applicant 
The applicant should be “the authority or judicial officer 
competent under the law of the State in which the  
documents originate” (Art. 3 of the Service Convention). 
The “Certificate” will be forwarded to the address of the  
applicant. 
Forwarding authority can be confirmed on the website  
of the Service Convention (note: link 
http://www.hcch.net/index_en.php?act=conventions.authorities&cid=17). 

 
B. Address of receiving authority 

Address of the Ministry of Foreign Affairs, the Central 
Authority of Japan 
Enter “Ministry of Foreign Affairs, 2-2-1 Kasumigaseki, 
Chiyoda-ku, Tokyo 100-8919.” 

 
C. Identity and address of the addressee 

Enter the name and address of the addressee accurately. Limit the number of addressees to 
one. 

 
D. Signature and/or official stamp of the authority or judicial officer competent under 

the law of the State in which the documents originate 
The signature or official stamp must be the original. Any copy cannot be accepted. 
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(2) “Summary of the document” 

If the “Summary of the documents to be served” is not filled out, the request for service 
cannot be accepted. Be sure to fill in the summary. 

 
(3) “Certificate” 

Send it without entering anything. 
 
(4) Language for annex forms 

Words printed on the forms of the annexes to this Convention should be in French or 
English. Fill out the corresponding blanks in Japanese, French or English. (Art. 7 of the 
Service Convention) 

 
3. Demand for reimbursement of costs 

If “the service by a marshal” in Japan or “a particular method requested by the applicant” (Art. 5, 
para. 1 (b) of the Service Convention) is used, a fee is charged and should be reimbursed. (Art. 
12 thereof). 
 
 
[Reference] the Service Convention 
English: https://www.hcch.net/en/instruments/conventions/full-text/?cid=17 
Japanese: https://assets.hcch.net/upload/text14jp.pdf 
 
(Excerpts from the Service Convention) 
Article 3 
 
The authority or judicial officer competent under the law of the State in which the documents 
originate shall forward to the Central Authority of the State addressed a request conforming to 
the model annexed to the present Convention, without any requirement of legalisation or other 
equivalent formality. 
 
The document to be served or a copy thereof shall be annexed to the request. The request and 
the document shall both be furnished in duplicate. 
 
Article 5 
 
The Central Authority of the State addressed shall itself serve the document or shall arrange to 
have it served by an appropriate agency, either - 
 
a)  by a method prescribed by its internal law for the service of documents in domestic actions 
upon persons who are within its territory, or  
b)  by a particular method requested by the applicant, unless such a method is incompatible 
with the law of the State addressed. 
 
Subject to sub-paragraph (b) of the first paragraph of this Article, the document may always be 
served by delivery to an addressee who accepts it voluntarily. 
 
If the document is to be served under the first paragraph above, the Central Authority may 
require the document to be written in, or translated into, the official language or one of the 
official languages of the State addressed. 
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That part of the request, in the form attached to the present Convention, which contains a 
summary of the document to be served, shall be served with the document. 
 
Article 7 
 
The standard terms in the model annexed to the present Convention shall in all cases be written 
either in French or in English. They may also be written in the official language, or in one of the 
official languages, of the State in which the documents originate. 
 
The corresponding blanks shall be completed either in the language of the State addressed or in 
French or in English. 
 
 
Article 12 
 
The service of judicial documents coming from a Contracting State shall not give rise to any 
payment or reimbursement of taxes or costs for the services rendered by the State addressed. 
 
The applicant shall pay or reimburse the costs occasioned by -- 
 
a)  the employment of a judicial officer or of a person competent under the law of the State of 
destination,  
b)  the use of a particular method of service. 
 
  


