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	COLORADO ATTORNEY SERVICES 

service@coloradoserve.com

303-991-1232 - Office

800-477-8522 – fax

www.coloradoattorneyservices.com/

	PROCESS SERVICE REQUEST FORM

	Firm Name (required)
     
	Phone (required)
     
	Email
     
	RPS&I Client # (required)
     
	Date
12/12/18

	Address
     
	City
     
	State
  
	Attorney
     

	Case Name
     
	Client Matter/Reference #
     
	Support Staff (Required)
     

	documents to serve
     
	case #
     

	F
I
L
I
N
G
	Last Day 
For Filing
	Statute Date
	County
	Court
	Routine Service

(Default)
	Same Day Rush Service
	Rush Service
	Serve 
Civil Case Schedule
	Obtain Signature

From Subject
	File Original 
Proof With Court

	
	
	
	
	
	
	
	
	
	
	Yes 
	No (Default))

	
	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	P
R
O
C
E
S

S
	Serve By Date
	Number of sets
to serve
	# To Post
	# To Mail
	Govt Entity
	Corp.
	Individually
	Abode
Service
Co-Res OK
	Hearing Date
	Investigations

	
	
	
	
	
	
	
	Only
Him
	Only
Her
	
	
	Locate:  FORMCHECKBOX 
 Person  FORMCHECKBOX 
 Assets  FORMCHECKBOX 
 Bank Account

 FORMCHECKBOX 
 Surveillance  FORMCHECKBOX 
Background Report  FORMCHECKBOX 
Information 
 FORMCHECKBOX 
 Other      

	
	     
	  
	  
	  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	


 FORMCHECKBOX 
 EMAIL WHEN COMPLETED
 FORMCHECKBOX 
 CALL WHEN COMPLETED

	Residence
	Business/Employment Address

	Servee (s)
     
	Business Name
     

	Address
     
	Address
     

	Phone
     
S.S. #
     
DOB
     
Driver’s License #
     
	Phone
     


Special Service Instructions

     


	Rec. By:X
	title
	date
	time
	# of
copies
	srv. by:

	Date/Time
	Note Codes
	By
	Age
	Wt.

Sex
Color 
Marks
Plate
	Ht.
	Race
Sex
	Hair
Color
	Disting.
Marks
	Lic. Plate

	
	
	
	
	TP #
	

	
	
	
	
	RTM
	

	
	
	
	
	BA Fee
	

	
	
	
	
	Trace $
	

	
	
	
	
	Misc $
	

	
	
	
	
	Misc $ For
	

	
	
	
	
	Spec $
	

	
	
	
	
	Check #
	

	
	
	
	
	Template

Code
	Split
	

	Date/Time
	Reported

Serve To
( Receptionist
( Voice Mail
	After

Entered By
	Amount

this WO #
	


022 (3/02)

	1 = no answer at the door, lights on inside
2 = no answer at the door, dark inside

3 = vehicle present, no answer and dark inside

4 = vehicle present, lights on inside, no answer
	5 = per male resident, he has never heard of the subject

6 = perfemale resident, she has never heard of the subject

7 = subject is not working today

8 = vacant
	9 = no such address

10 = subject receives mail, but does not reside at address

11 = per non-resident, subject not at home

12 = per co-resident, subject not at home


for das use below this line








