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DIVORCE PROCEDURE 

These forms are not designed for complicated divorce issues. To deal with these matters,

you would need additional forms that are not included in these forms and you will need

to hire a lawyer.  Examples of a complicated divorce matter include a request to divide 

property, receive alimony, payment of lawyers fees and expenses, or if your spouse is in 

the  military. BE WARNED THAT IF YOU FAIL TO RAISE A CLAIM FOR 

ALIMONY, DIVISION OF PROPERTY, LAWYERS FEES OR EXPENSES IN

YOUR DIVORCE COMPLAINT  THAT YOU WILL LOSE ALL RIGHT TO MAKE

SUCH  CLAIMS WHEN THE DIVORCE DECREE IS ENTERED.

STEP ONE: The Notice to Defend, Complaint and
(Form 1).

be attached to t

the office where legal pleadings are filed. You must pay the office where legal pleadings
are filed a filing fee (unless you have been granted the right to proceed In Forma 
Pauperis, and this request would be filed with your Complaint). The caption at the top 
of

number given to you by the office where legal pleadings are filed. This caption 
must be identical on all documents filed in your case, no matter who is filing a 
document.

How to Complete Step 1

1.
guide.

2. After you have filled out Form 1, make two copies of Form 1. (If you are also
requesting to proceed In Forma Pauperis, fill out Form 2, and make two (2) copies of
Form 2).

3. File Form 1 (and if you are also requesting to proceed In Forma Pauperis, file Form
2). Take the original and your two copies to the office where legal pleadings are filed

e Do I
office where legal pleadings are filed

will time-stamp the original and two copies. The original will stay in your file in the
office where legal pleadings are filed but the two copies will be returned to you.
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In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102
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In Philadelphia, the Court Administrator's Office is not involved in accepting pleadings or answering questions about divorce cases.  
Those issues are handled by the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102, which is the "office where legal pleadings are filed" in Divorce cases in Philadelphia.

joseph.mcgill
Text Box
NOTE: The following document was originally produced by the Admimnistrative Office of Pennsylvania Courts (AOPC). 
It is posted on the AOPC website at:  http://www.pacourts.us/assets/files/page-760/file-5373.pdf?cb=1538585529685.
The document has been notated to reflect filing address and other information for Philadelphia County.
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STEP TWO:  Service of the Complaint.

After filing the Notice to Defend, Complaint and Verification (Form 1), these documents
must be served on the other party within thirty (30) days of the date they were filed (the
date time-stamped on the document). If the other party does not live in Pennsylvania, 
the time requirement is extended to ninety (90) days. If service is not completed within 
30 days of the date of filing, the Complaint must be reinstated using Form 4, and re
served.  Service of the Notice to Defend, Complaint and Verification (Form 1) must be 
made either by Personal Service, by Acceptance of Service, or by   regular and Certified
Mail return receipt requested, restricted delivery: 

:  If you were unable to successfully serve the other 
party within 30 days (or within 90 days if the other party does not live in Pennsylvania), 
then you must complete and file the Praecipe to Reinstate the Complaint, Form 4. The 
date you file this Praecipe re-starts the clock for service, and you will have another 30
days to serve the other party (or 90 days if the other party does not live in Pennsylvania).  
For example, if you file the Praecipe to Reinstate the Complaint on January 1st, then you
must serve the other party by January 31st.

How to Complete Step 2 

1. Decide how you are going to serve the other party. Next, determine which form you
will need, fill in the caption exactly as it appears on Form 1, and follow the following
instructions:

Form 3 : Acceptance of Service  Give the other party Form 1. After being given
Form 1, the other party signs the Affidavit of Acceptance of Service, Form 3 , stating
that he/she has received a copy of Form 1.

-OR-
Form 3 : Service by Mail  Mail Form 1 to the other party by regular and certified
mail, return receipt requested, restricted delivery (the post office can assist you
in mailing a document by certified mail). You must complete the Affidavit of Service
by Mail, Form 3 , stating that you have mailed your spouse the required forms
by certified mail. You must also attach the green card receipt received from the
post office (make a photocopy of this green card for your records, and file the
original by attaching it to Form 3 ). If the certified mail is returned unclaimed,
another form must be used.

-OR-
Form 3 : Personal Service  An adult, other than you, may personally hand Form
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If the Defendant signs an Acceptance of Service or a certified mail green card, the Plaintiff must file a completed Affidavit of Signature (Form 16)
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2. After you have completed either Form 3 , , o  (whichever method you chose to
serve the other party), make one copy.

3. File either Form 3 , , or  (whichever method you chose to serve the other party)
with the office where legal pleadings are filed. Take the original and one copy to the
office where legal pleadings are filed and have each document time-stamped. The
original will stay in the file in the office where legal pleadings are filed and the copy
will be returned to you for your records.

4. If you are having trouble completing service, you may file a Praecipe to Reinstate
the Complaint, Form 4, as many times as you need. The clock starts from the day it
is time-stamped in the office where legal pleadings are filed. If you continue to have
problems completing service, it is recommended that you speak to an attorney. You
may not proceed until proper service has been made.
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In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102
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See also Philadelphia Local Rule 1920.4 for ways to pursue possible alternate methods of service (See Local Rule 1920.4 on last page of this document)
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IF YOUR SPOUSE CONSENTS TO THE DIVORCE,
FOLLOW THE STEPS FOR A 3301( ) DIVORCE ON
PAGES - .

IF YOUR SPOUSE DOES NOT CONSENT TO THE
DIVORCE, FOLLOW THE STEPS FOR A 3301( )
DIVORCE ON PAGES -1 .
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HOW TO PROCEED WITH A 3301(c) CONSENT

STEP THREE: Wait 90 Days from the Date the Notice to 
Defend, Complaint, and Verification (Form 1) were Served.

The Pennsylvania Rules of Civil Procedure require both parties to wait ninety (90) days
from the service of the Complaint before filing the consent forms. 

How to Complete Step 3 

You must wait ninety (90) calendar days from the date Form 1 is served (see Step Two).
The date Defendant signs is Day 1 of 90. 

It is vital that you complete service of Form 1. Once you have served Form 1, you must 
wait ninety (90) days before you can file the 3301(c) Affidavit of Consents. 

STEP FOUR: Affidavit of Consent (Form 5 ) and
EITHER

Affidavit of Consent:  After ninety (90) days have passed from the date the Complaint 
was served upon the other spouse and both parties agree to the divorce, both parties may
file an Affidavit of Consent, Form 5  and , declaring that they consent to the divorce.
The Affidavit of Consent must be filed within thirty (30) days after it is signed and
dated. If the parties do not file their Affidavit of Consent within thirty days of the date
it was signed, the Affidavit of Consent must be re-signed and re-filed. 

Notice of Intention OR Waiver of Notice: In addition to signing and filing an Affidavit
of Consent, each party could sign and file a Waiver of Notice (Form 6  and ), OR,
either party could mail the other party a Notice of Intention to Request Entry of Section
3301(c) Divorce Decree (Form 7). If both parties sign and file a Waiver of Notice, then 
either party may immediately file a Praecipe to Transmit Record and have the file go to a 
Judge.  However, if one party mailed the other party a Notice of Intention to Request 
Entry of Section 3301(c) Divorce Decree and Counter-Affidavit (Form 7), then twenty 
(20) days must pass before you may file the Praecipe to Transmit Record. 
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(The date the Defendant signs or is otherwise served is Day 1 of 90)
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In other words, AT LEAST twenty days must pass from the date that the Notice of Intent is mailed before you may file the Praecipe to Transmit Record.
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How to Complete Step 4 
A ____OR B________________ 

If filing Waivers - If serving a Notice of Intention - 

1. You (Plaintiff) complete and sign
Form 5 and Form 6 and make one
copy of each.

2. Provide your spouse (Defendant)
Form 5  and Form 6 to sign. Make
one copy of each.

3. File Forms 5  and  and Forms 6
and with the office where legal
pleadings are filed within 30 days of
the date they are signed. The office
where legal pleadings are filed will
time-stamp the original and copies.
The originals will stay in your file in
the office where legal pleadings are
filed and the copies will be returned
to you for your records.

1. You (Plaintiff) complete and sign
Form 5 , and make one copy.

2. Provide your spouse (Defendant) Form
5 to sign. Make one copy.

3. File Forms 5  and  with the office
where legal pleadings are filed within
30 days of the date they were signed.
The office where legal pleadings are
filed will time-stamp the original and
copies. The originals will stay in your
file in the office where legal pleadings
are filed but the copies will be returned
to you for your records.

4. Complete Form 7 and make two
copies. One copy is for your records,
one copy is to mail to your spouse (see
below), and the other is to attach to the
Praecipe to Transmit Record (Form

5. Mail a copy of Form 7 to your spouse
by first class mail and Complete Form

6. File Form 11 with the office where
legal pleadings are filed. They will
time-stamp the original and copy. The
original will stay in your file in the

7. Wait 20 days from the date of service
of Form 7.
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In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102
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STEP FIVE: Praecipe to Transmit Record (Form 12), Divorce
Decree (Form 13), and any other forms required by your
county.

receiving a Notice of Intention to Request Entry of Section 3301(c) Divorce 
Decree/Counter-Affidavit (Form 7), or both parties filing Waiver of Notice (Form 6

), the divorce may be concluded by either party filing with the court a Praecipe to
Transmit Record (Form 12). Check your records for the exact dates necessary to 
complete the form.

Additional forms are also required by the Court, including a proposed Divorce Decree
(Form 13). You must provide the court with self-addressed and stamped envelopes for 
you and your spouse, in order for the court to mail you a copy of the final divorce
decree.

Lastly, check with the office where legal pleadings are 
filed, or other similar office in the county in which you filed your divorce proceeding to
see if your county requires any other documents in order to proceed with your divorce.
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In Philadelphia, NO ADDITIONAL DOCUMENTS ARE REQUIRED to proceed with your divorce.
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How to Complete Step 5 

A ____     OR B________________ 
If filing Waivers - If serving a Notice of Intention -

1.
in your county to determine if any
other documents are required to
complete a divorce.

2. Complete Form 12 and make one
copy:

Line 1: c  3301(c)
Line 2: the date of service and
the manner of service (Acceptance,
Certified Mail, or Personal Service)
Line 3(a): the dates you and
your spouse signed Forms 5 and

.
Line 4: if any claims are
pending, and if none, 

Line 5(b): the dates you 
and your spouse filed Forms 6a, 6b.

3. Complete Form 13, nd any other
forms required by your county. Make
one copy of each.

4. File Forms 12, 13, and any other
forms required by your county in the
office where legal pleadings are filed.
That office will time-stamp both the
original and your copy. The original
stays in the file, and the copy will be
returned to you for your records.

1.
in your county to determine if any
other documents are required to
complete a divorce.

2. Complete Form 12 and make one
copy:

Line 5(a): the date you
served Form 7 (Notice of
Intention and blank Counter-
Affidavit), and attach a copy of
Form 7 to Form 12. 

3. Complete Form 13, and any other
forms required by your county. Make
one copy of each.

4. File Forms 12, 13, and any other
forms required by your county in the
office where legal pleadings are
filed. That office will time-stamp
both the original and your copy. The
original stays in the file, and the
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In Philadelphia, NO ADDITIONAL DOCUMENTS ARE REQUIRED to proceed with your divorce.
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STEP SIX: Divorce Decree (Form 13). 

The Divorce Decree will be mailed to both parties after filing the above forms, presuming
there are no mistakes. If corrections need to be made in the paperwork, a final divorce
decree will not be entered until the court has the corrected paperwork. Some courts may
contact you if corrections need to be made, and some courts will not, so it is very
important that all procedures are followed and all forms are filled out correctly the first
time!

How to Complete Step 6 

At some point while your divorce proceeding is pending, provide the office where legal
pleadings are filed two stamped envelopes, one with your current address and one with

office where legal pleadings are filed can mail 
copies of your Divorce Decree once it is granted. 
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In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102
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HOW TO PROCEED WITH A 3301(d) NON-CONSENT 
DIVORCE:

STEP THREE:

The Pennsylvania Rules of Civil Procedure require the parties to be separated for
before proceeding with a non-consent no-fault divorce.

WHEN
YOU INITIALLY FILED, YOU MAY PROCEED WITH A 
3301(d) DIVORCE IMMEDIATELY AFTER FILING AND 
SERVING THE NOTICE TO DEFEND, COMPLAINT, AND 
VERIFICATION (FORM 1).

joseph.mcgill
Rectangle

joseph.mcgill
Rectangle

joseph.mcgill
Rectangle

joseph.mcgill
Rectangle



joseph.mcgill
Callout
A blank Counter-Affidavit under 3301(d) must also be included.

joseph.mcgill
Text Box
In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102

joseph.mcgill
Rectangle

joseph.mcgill
Rectangle



Divorce Procedure
Page 1  of 15

How to Complete Step 5

1. Mail the original Form 9, a copy of Form 8, and, if applicable, a copy of Form 10 by
first class mail to your spouse.

2. Complete Form 11, the Certificate of Service, and mark the appropriate boxes for the
documents you have mailed to your spouse. Make one copy of Form 11.

3. File Form 11. The office where legal pleadings are filed will time-stamp the original
and copy. The original stays in your file, and the copy is returned to you for your
records.

STEP SIX: Wait 20 days.

General Information: The Pennsylvania Rules of Civil Procedure require that twenty 
(20) days elapse between serving the Notice of Intention to Request Entry of Section 
3301(d) Divorce Decree and filing the Praecipe to Transmit Record. 
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Callout
The form 8 completed Affidavit under 3301(d) and blank Counter-Affidavit under 3301(d) cannot be mailed together with Form 9.  
The Form 8 completed Affidavit under 3301(d) and blank Counter-Affidavit under 3301(d) must be mailed twenty (20) days before the Form 9 is mailed.
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How to Complete Step 7

1. ires
any documents not herein mentioned or provided to complete a divorce.

2. Complete Form 12 and make one copy:
Line 1:  3301(d).
Line 2: the date of service and the manner of service (Acceptance, Certified Mail,
or Personal Service).
Line 3(b): the date you signed Form 8 and then the date you served Form 8 (the
date on the Certificate of Service, Form 11).
Line 4
Line 5(a): the date you served Form 9 (Notice of Intention and blank Counter-
Affidavit), and attach a copy of Form 9 to Form 12.

3. Complete Form 13, and any other forms required by your county. Make one copy of
each.

4. File Forms 12, 13, and any other forms required by your county in the office where legal
pleadings are filed. The office where legal pleadings are filed will time-stamp both the
originals and your copies.  The originals stay in the file, and the copies will be returned to
you for your records.
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In Philadelphia, NO ADDITIONAL DOCUMENTS ARE REQUIRED to proceed with your divorce.
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OPTIONAL FORMS 

HOW DO I REQUEST TO PROCEED IN FORMA 
PAUPERIS (AND NOT PAY FILING FEES) (FORM 2)?:

If you think you meet the income requirements to proceed in forma pauperis (IFP) and 
be excused from paying any costs related to your litigation, then you can request that the 
Court excuse you from paying filing fees. In order to ask for IFP status, you must file a

Court, in which you give the judge detailed information about your financial situation. 
You should fill out, sign, and date the Petition to Proceed In Forma Pauperis and
Affidavit and the Verification and submit them -- along with the blank order -- to the, 
Court Admin office where legal pleadings are filed, or other similar 
office to determine how to  have the order signed by a judge. Complete the caption
exactly as it appears on all the pleadings in your case. Make sure that the financial 
information is complete and accurate, or your petition will be denied. You should keep a 
copy of your IFP request for yourself. If the Judge grants your request, show a copy of
your IFP order to the office where legal pleadings are filed every time you file something

complicated and having an attorney may be necessary.

Note: If granted IFP status, that status only applies to YOU, not to the other party in 
the case. If your spouse also wishes to be excused from paying any court costs or filing 
fees, he/she must submit his/her own IFP request. 

How to Request to Proceed In Forma Pauperis (IFP) 

1. Complete Form 2. All information regarding your financial situation must be

complete the rest when granting or denying your request).

2. Make one copy of Form 2.

3. File Form 2 with the office where legal pleadings are filed. This can be one at any
time during the divorce proceedings. Past fees paid will NOT be refunded;
therefore, if you wish to avoid paying filing fees, it is recommended you make
your IFP request at the same time you file your Complaint (Form 1).

4. If IFP status is granted, show a copy of your IFP Order every time you file a
document in your case.
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In Philadelphia, the "office where legal pleadings are filed" in Divorce cases is the Office of the Clerk of Family Court, 1501 Arch St., Phila., Pa. 19102

joseph.mcgill
Rectangle



Divorce Procedure 
Page 15 of 15 

HOW TO FILE A NAME CHANGE (FORM 15): 

Upon the filing of a Complaint, you may resume your  birth surname by filing a Praecipe
with the office where legal pleadings are filed (Form 15). This form can be filed either
before or after the granting of a final Divorce Decree. There is a small additional fee 
associated with filing this form.

How to Complete a Name Change 

1. Complete Form 15. Many counties require this form be notarized, so contact the
Court Administrator, office where legal pleadings are filed, or other similar office to
see if you need to notarize it.

2. Make one copy of Form 15.

3. File Form 15. Take the original and one copy to the office where legal pleadings are
filed and have each document time-stamped. The original will stay in the file in the
office where legal pleadings are filed, and the copy will be returned to you for your
records.
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Notarization is optional.
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Purdon’s Pennsylvania Statutes and Consolidated Statutes  

Pennsylvania Local Court Rules--Eastern Region 

Philadelphia County 

Court of Common Pleas 

Family Court Division 

Action for Divorce and Annulment of Marriage 

Phila. Co. Family Div. Rule 1920.4 

Rule 1920.4. Service 

Currentness 
 

 

(a) Upon good cause shown, the Court may enter a special order directing service by ordinary mail directed to defendant’s 

last known residence or other address. 

  

 

(b) The requirements of good cause shall be satisfied upon the filing of an affidavit by plaintiff setting forth the extent of 

unsuccessful efforts to make service if the address is known, or the nature and extent of a good faith investigation made to 

ascertain the present residence and whereabouts of a defendant whose whereabouts are unknown. 

  

 

(1) Such affidavit shall set forth the following information: 

  

 

(i) the time and place at which the parties last resided together as spouses; 

  

 

(ii) the last time the parties were in contact with each other, and the defendant’s address and telephone number at that time; 

  

 

(iii) the name and address of the last employer of the defendant either during the time the parties resided together or at a 

later time, if known to the plaintiff; 

  

 

(iv) the names and addresses and relationship to defendant of those relatives known to be close to the defendant; 

  

 

(v) proof that inquiry has been made of applicable voter registration records in an effort to ascertain the address of the 

defendant; 

  

 

http://www.westlaw.com/Browse/Home/StatutesCourtRules/PennsylvaniaStatutesCourtRules?transitionType=DocumentItem&contextData=(sc.Search)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/PennsylvaniaStatutesCourtRules?guid=NA17589B0184F11DC89D8C2FE1B406A55&transitionType=DocumentItem&contextData=(sc.Search)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/PennsylvaniaStatutesCourtRules?guid=NE88366908E6C11DCA395FA023C7E4E54&transitionType=DocumentItem&contextData=(sc.Search)&rs=clbt1.0&vr=3.0
http://www.westlaw.com/Browse/Home/StatutesCourtRules/PennsylvaniaStatutesCourtRules?guid=NF03660E08E6C11DCA395FA023C7E4E54&transitionType=DocumentItem&contextData=(sc.Search)&rs=clbt1.0&vr=3.0
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(vi) any other information which could furnish a fruitful basis for one truly bent on learning the present whereabouts of the 

defendant; 

  

 

(vii) such affidavit should detail the particular efforts made to ascertain the defendant’s present address and to effect 

service. 

  

 

(2) A petition seeking such relief shall be filed with the Court requesting entry of a special order for service. The proposed 

order accompanying such Petition shall set forth the specific address at which counsel or unrepresented party will serve 

process on the defendant by regular mail. No hearing shall be held on such Petition unless the Court directs otherwise. 

  

 

(c) When service of the Complaint in Divorce is made by registered mail, or by Acceptance of Service pursuant to Pa.R.C.P. 

402(b), service shall not be deemed complete unless (1) the signature on the return receipt or on the Acceptance of Service 

form is identified to be that of the defendant by affidavit or verification of the plaintiff or other person familiar with said 

signature, or (2) where service is accepted by an unauthorized agent of the defendant, an affidavit or verification as to the 

identity of the agent and his or her relationship to the defendant. 

  

 

Credits 

 

[Adopted May 23, 2014, effective 30 days after publication in the Pennsylvania Bulletin.] 

  

 

<Headings in brackets [ ] have been supplied by the Publisher.> 

  

 

Phila. Co. Family Division Rule 1920.4, PA R PHILADELPHIA CTY FAM DIV Rule 1920.4 

Current with amendments received through June 1, 2018. 
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