
 

 
 
 
 
 
Reno/Carson Messenger Service Inc. lic #322 
 “So you want to be a process server?” 

 
Guidelines and Expectations 
 
I, ________________________,.understand that the role of process server 
as an employee of Reno/Carson Messenger Service is defined in the 
following Guidelines and Expectations:  
Before a process server is allowed to serve papers, the Guidelines and 
Expectations playbook is to be reviewed together with a manager, 
acknowledgments signed and placed in the employee’s file.     
 
Process Server Agreements:  
I have registered as a process server through the State of Nevada Private 
Investigators Board.  My work card registration number 
is:__________________ 

 
1. Dress code:  Servers are required to dress business like, 

professional, always collared shirt, clip board and headlamp.  Best 
way to describe, “like you are a Mormon missionary student lost in the 
dark.” 

2. Attempts should be made every 48 hours. “RUSH” “TODAY” or 
“SERVE OR POST” requests must be done within the first 24 hours. 
Notify Reno/Carson if you cannot meet customer timeframes. First 
attempt always leave a Door hanger.  

3. Report every attempt through use of the Mobile App 
4. Report every attempt at the address being attempted. Report every 

attempt at the time it is being attempted.  
5. Every attempt must have a photo taken within the Mobile App at the 

location. Within that photo it is required that you validate your picture  
 
 









 

 
 
 
 
 

6. by showing the 
address numbers in the attempt.  If there are vehicles present, a 
separate picture is to be taken of the license plates.   

7. Varied attempts are required to establish due diligence before an 
assignment can be deemed as “non-served with no contact. Within 
these varied attempts, the following are required: 

a. Must show attempts to verify subject’s residency with a neighbor 
or apartment complex management. 

b.  Attempts various times and days (mornings, evenings and 
weekends) before 8am and after 7pm 

c. Document attempts to call a phone number (if provided) 
a. Reports license plate numbers of vehicles on premises (if 

available) 
8. In the event a new address is obtained, follow these steps: 

a. FIRST, report the bad address event in the Mobile App 
b. THEN, add the new address in the Mobile App 
c. FINALLY, begin attempts on the new address only if authorized 

by a RCMS manager. 
9. Upon completion of a Rush Service, the requestor is to be notified 

from the field. If at that time the client requests any further needs, 
simply request them to email the main office 

10. New requirement for 2018.  Servers are to text the phone numbers 
provided 

11. It is the server’s responsibility to notify the office if a bad address 
stays in their phone for over 2 days.   

12. Payment is Bi-weekly on a Wednesday.  All process server’s logs 
must be completed by the Monday of the payroll week.   

 
I hereby certify that reviewed the above information and that I am not a 
good employee but a great employee capable of doing the work of 3 good 
employees. 
Signature:_____________________________ 
Date:____________________  



 

 
 
 
 
 
 
Guidelines and Expectations 
The type of document you are serving, determines how the paper is to be 
served.   
 

NEVADA RULES FOR SERVING PAPERS  
• The type of legal document you are serving tells you how they 

must be properly served 
• If the person you are serving refused to provide their name you 

enter their name in as “John or Jane Doe”  refused to provide 
name.  

• Drop Service is only allowed when you 100% have confirmation 
(neighbors, picture, verbal, etc) that the person refusing to accept 
the paper work is the person you are trying to serve.  Use this 
statement the reports section of Final status “Server called out 
that he was completing service by leaving the service documents 
on the ground as subject was present but refusing to come forth 
to personally accept. “  

• Stake out or Wait time is only authorized by the client.   
 

SUMMONS AND COMPLAINT:   
manner of service (personal or substituted) In most cases these paers 
can be sub-served at the home address unless instructed otherwise or 
accompanied by a paper that must be served 
personally, such as an order. If personal service cannot be obtained, the 
person you are sub serving the papers must also reside at the same 
address and be over 14 years of age.   
You may not sub-serve to the housekeeper or the babysitter if they do not at 
the home/  
Try to get the relation other that “co-resident” between the person you are 
sub-serving to and the subject.  
DO NOT SUB-SERVE A SUMMONS AND COMPLAINT AT A PLACE OF 
BUSINESS.  



 

 
 
 
 
 
 
 
DROP SERVICE is only allowed when the server has a 100% verification 
that the person lives at the address along with a complete physical 
description as the paperwork was left in the presence of the subject, yet 
refusing to come forth to personally accept.   
 This is not good service and you will have to correct it. 
SUMMONS AND COMPLAINT FOR DIVORCE:    
This paper should be attempted ASAP, and a personal service is preferred. 
[f it appears that you will not be able to serve it personally, sub-service is ok 
but always make sure never to SUB-SERVE A DIVORCE OR CUSTODY 
PAPER TO A CHILD. 
 
AFFIDAVIT AND ORDER:  
Manner of service dropdown:  (personal or substituted) This paper is 
essentially the same as a summons and Complaint from a Nevada small 
claims court.  The same rules apply as SUMMONS and COMPLAINT 
 
SUBPOENA This is a paper ordering someone to testify in court. This paper 
is a personal service only. The only exception is if the person you are 
trying to serve is there but refuses to come forth.  For example, you are 
trying to serve John Doe and his wife is at the door telling you he is home 
but he doesn't want the papers and will not come to the door to accept 
them, In this situation you may give the papers to the wife. Try to get her 
name and description, Write on your cover sheet a brief explanation of what 
happened and why you served the paper this way. Make sure to enter the 
additional service information in the report section of your app. 
 
 
SUBPOENA DUCES TECUM:   
Manner of service (BUSINESS)  
This is a paper that is usually requesting records and will commonly be 
accompanied by a witness fee check. It will usually be addressed to  



 

 
 
 
 
 
 
A business or a "Custodian of Records" and may be served to anyone in 
charge when addressed as such.  There my be personal service requested 
if you have a Subpoena Duces Tecum that is addressed to an individual 
requesting them appear to a deposition with records 
 
ORDER : An order may not be sub-served. All orders are personal service 
unless instructed otherwise. The only exception is an affidavit and order.   
 
EVICTION, NOTICE TO QUIT, etc. These can be served or posted to the 
front door with tape on the very first attempt.  All must be done SAME DAY.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I hereby certify that reviewed the above information and that I am not a good employee but a great employee 
capable of doing the work of 3 good employees. 
Signature:_____________________________ Date:____________________ 

 
 
 



 

 
 
 
 
 
Guidelines and Expectations 

Bad Address Reports  
How use the correct terminology when entering a Bad Address through the phone.   
Bad address: 

1. Select Diligence Item:  BAD ADDRESS: 
2. Always talk in 3rd person using “server spoke to” 
3. Mandatory questions to ask current residents after they indicated to you that 

subject does not live at the address provided.  Attempt to ask the questions 
in this order. 

a. How long have they lived at the address? 
b. Do they know the subject or does the name sound familiar?  
c. If a house, do they rent or own the property? 
d. Ask for their name.  Best way to convince them to give there is name 

tell them you need it as it is a court requirement.  If they refuse to give 
their name enter it as “jane or john doe” refused to give name. 

4. If the people refuse to give any information, then talk to neighbors.  
Neighbors love to tell all 

5. If you are at an apartment complex include the name of the complex in your 
report. Speak with the apartment manager if possible. Get the phone 
number of the complex.   

6. If the address is VACANT.  Include in your report what factors led you to 
believe the address was vacant.  Examples: Blinds open, no furniture inside, 
Eviction notices posted to the door, card still on the door from previous 
attempts so server spoke to neighbors who confirmed.   



 

 

 

 

7. If the BUSINESS address is a BAD ADDRESS: 
a. Indicated the name of the current business. 
b. Get the name of person you spoke to and their title and phone number.  

Phone numbers are very important just in case you do not ask all the 
needed questions.  You can always call that person back up for more 
information.  

c. Before turning the papers in GOOGLE search for the business you are 
trying to locate.  Call the phone number and attempt to get their new 
address. 

d. If you are at the correct address and they are refusing to accept, do not 
leave the address until you have spoken with someone in our office.  

e. If the papers are a RUSH, call the client while you are still at the 
address.  If they give further instructions ask them to email the new 
instructions to the office.  process@renocarson.com 

 

 

 

 
 
 
 
 
 
 
 
I hereby certify that reviewed the above information and that I am not a good employee but a great employee 
capable of doing the work of 3 good employees. 
Signature:_____________________________ Date:____________________ 
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