
WAUPACA COUNTY SHERIFF’S OFFICE  
1402 E ROYALTON ST, WAUPACA, WI  54981  

CIVIL PROCESS  
Phone: (715) 258-4466 

FAX: (715) 256-4579 

 

REQUIREMENTS: Two authenticated copies of the filed documents you wish to have served, 
prepayment or a copy of the waiver of fees along with any information that will help the deputy 
serve the individual.  
 

COST: A flat rate pre-payment of $55 per person/company or a waiver of fees from the court is 
required for service. Payment can be in cash or check, payable to the Waupaca County Sheriff’s 
Office. This payment is required from individuals, law firms or other in-state or out-of-state 
agencies requesting service that do not have court fee waivers. 

 

Waupaca County Sheriff’s Deputies provide diligent service which is three attempts at serving 
an individual. If attempts beyond diligent service are requested a charge of $15 per attempt will 
be billed. A request for this level of service must be made at the time of paper submission.  
 

Note: If service is cancelled prior to attempts being made, the $55 would be refunded to the 
person/company. If an attempt was made prior to cancelling the service, the $55 will not be 
refunded.  
 

SERVICE: Civil Process Unit Deputies serve papers Monday through Friday from 6 am –10 p.m. 
Please keep this in mind when providing information regarding the individual being served. The 
better information you provide for the deputies, the quicker an individual can be served. Also 
please keep in mind that the primary duty of our Deputies that serve papers are also 
transporting prisoners, mental health transports, assisting patrolmen, and handling court 
security. 

 

FOLLOW UP: Once an individual has been served you will receive a 
Certificate of Service in the mail. This document will indicate date, 
time and location the individual was served. If the individual 
cannot be located or the statutory time limit for service has 
expired, you will receive a Certificate of Non-Service. This 
document will indicate the dates and times of the attempts. 

 
 

 
 

Please take the certificate you receive to court.The judge will ask for your proof of service 
 

 


