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NATIONAL ASSOCIATION OF PROFESSIONAL PROCESS SERVERS 

 
 
 

Note to Members: 

 
NAPPS has created this universal Request for Service form to assist you in forwarding work to other 
members.  It contains space for virtually all the information a receiving agent will need to serve your 
papers properly and in a timely manner.  If additional special instructions are necessary, please put on 
a separate page. 
 
At the NAPPS Annual Conference in Houston (1984), the members adopted specific definitions for 
certain words regarding service of process.  All members, regardless of their individual company 
policies, are bound by these definitions: 
 
 DO TODAY means the paper is to be attempted the same day it is received. 
 RUSH means the paper must be attempted within 48 hours. 
 ROUTINE means the paper must have a first attempt within 4 days. 
 
 
THE RECEIVING AGENT SHOULD ALWAYS DO THE FOLLOWING: 
 
 

 CALL the sender the same day you serve a DO TODAY or RUSH paper. 

 Use the sender’s proof of service form, if one is provided. 

 Notarize affidavit of service when requested. 

 Send proofs within 1 day on Do Today/Rush papers and 4 days on Routine. 

 Send all documents (invoice, proof, this request form) direct to sender. 

 Mail a copy on substituted services and postings if extra copy was provided to you. 

 It is incumbent upon the forwarding party to be aware of all rules that apply to the proper 

manner of service and provisions for that jurisdiction.  CALL the sender if service 

instructions are not clear. 

 When returning documents, specify whether payment is to be made from your invoice or 

from a monthly statement. 

 
 
THE RECEIVING AGENT SHOULD NEVER DO ANY OF THE FOLLOWING: 
 

 Never exceed authorized fee limit without prior approval from sender. 

 Never hold a paper for “front money” without promptly advising the sender. 

 Never forward your invoice or proof of service direct to the sender’s client. 

 Never contact anyone other than the sender regarding this assignment. 

 
 

COMMUNICATION IS THE KEY TO PROFESSIONAL SERVICE 
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