
How to Route a Subpoena Received by Mail or Fax
Legal Services and Records Management Group

You are processing
the mail or checking for faxes 

when a subpoena arrives. 

DFPS cooperates fully with the service and fulfillment of all subpoenas that are properly served. A subpoena received by mail or fax requires 
special handling and assessment by DFPS Legal Services to determine whether it has been properly served. The flow chart below illustrates the 
actions required when a subpoena is received by mail or fax. Start in the top left corner and follow the arrows to the next symbol. An oval 
represents the start or end of a process. A box represents an action. A diamond represents a question that directs you to the next step, based on 
your YES or NO answer. (See also OP-4105 Subpoenas, section 6.3 Receiving a Subpoena by Mail or Facsimile.)
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Review the following:

If you are the person who first receives the 
subpoena by mail or fax: 

1. do NOT contact the person named on the 
subpoena; and

2. do NOT sign, fax, or send back anything 
signifying acceptance or acknowledgement of 
the subpoena.  It is appropriate, however, to 
sign for the delivery of a subpoena if a 
signature is required by the courier (for 
example, Lone Star, USPS, or UPS), NOT by a 
process server.

Attach the fax to an e-mail 
and enter Subpoena 

Received by Fax in the 
subject line.

Is a payment
included with the 

Subpoena?

Scan all documents sent, 
including the front of the 

envelope. 

Confirm that the scan was 
successful, attach the scan 

(PDF) to an e-mail, and type 
Subpoena Received by Mail 

in the subject line.

Send the e-mail to your 
region's subpoena mailbox 
to request assessment by a 
DFPS attorney. See 3.6 
Regional Subpoena Mailbox 
in OP-4105 Subpoenas.

Fill out a receipt for the 
subpoena payment (Form 

8109). See 8109-INS for 
instructions.

Place the original  
documents in a “pending” 

file.

No


