ZENSHE  MOBILE NOTARY LLC
APOSTILLE SERVICE INTAKE FORM
(941) 479-2392  •  Apostille Facilitation & Document Authentication Support
	Client / Job #
______________________________________________
	Date Intake Received
______________________________________________
	Requested Completion / Travel Date
______________________________________________

	CLIENT INFORMATION

	Client Full Name
______________________________________________
	Best Phone Number
______________________________________________

	Email Address
______________________________________________
	Preferred Contact Method
______________________________________________

	Mailing Address
______________________________________________
______________________________________________
	City / State / ZIP
______________________________________________
______________________________________________

	DESTINATION & PURPOSE

	Country Where Document Will Be Used
______________________________________________
	Purpose (marriage, school, immigration, business, etc.)
______________________________________________

	Receiving Agency / Consulate / Organization (if known)
______________________________________________
	Required Deadline / Appointment Date
______________________________________________

	Has receiving party provided written requirements?
______________________________________________
	Contact / Reference Number (if applicable)
______________________________________________

	DOCUMENT INFORMATION

	Document Type(s)
______________________________________________
	Total Number of Documents
______________________________________________

	State / Country Where Document Was Issued
______________________________________________
	Issuing Agency / County / School / Court / Other
______________________________________________

	Name Appearing on Document
______________________________________________
	Date Document Was Issued (if known)
______________________________________________

	Original / Certified Copy / Notarized Document
______________________________________________
	Does document contain an original signature/seal?
______________________________________________

	☐ Birth Certificate   ☐ Death Certificate   ☐ Marriage/Divorce   ☐ Diploma/Transcript
☐ Court Document   ☐ Background Check   ☐ Power of Attorney   ☐ Corporate Document   ☐ Other: __________

	DOCUMENT REVIEW & ADDITIONAL SERVICES

	☐ Client has original/certified document(s)     ☐ Client only has photocopy / scan

	☐ Translation may be needed     Language: ____________________     ☐ Client already has translation

	☐ Document may require notarization before authentication     ☐ Document already notarized

	☐ Document may require county/state/federal authentication review     ☐ Requirements still need verification

	DELIVERY, RETURN & TRACKING

	How Will Zenshe Receive Documents?
______________________________________________
	How Should Completed Documents Be Returned?
______________________________________________

	Return Address (if different from above)
______________________________________________
______________________________________________
	Shipping Carrier / Service Requested
______________________________________________
______________________________________________

	Outgoing Tracking #
______________________________________________
	Return Tracking #
______________________________________________

	FEES & PAYMENT

	Zenshe Service Fee
______________________________________________
	Government / Filing Fees
______________________________________________
	Shipping / Courier
______________________________________________

	Notary / Other Service
______________________________________________
	Estimated Total
______________________________________________
	Deposit / Prepayment
______________________________________________

	Payment Method
______________________________________________
	Balance Due
______________________________________________
	Payment Status
______________________________________________


Important: Government, certified-copy, translation, courier, shipping, and other third-party charges are separate from Zenshe's service fee unless specifically included in the written quote. Processing times are estimates and may change based on government agencies, document condition, destination-country requirements, carriers, or other third parties.
	CLIENT ACKNOWLEDGMENT


I understand that Zenshe Mobile Notary LLC provides apostille facilitation and administrative support. Zenshe does not issue apostilles, does not guarantee that a government authority or foreign recipient will accept a document, and does not provide legal advice. I am responsible for providing accurate information about the destination country and intended use and for supplying the requested original or certified documents. I authorize Zenshe to submit, transport, mail, or arrange delivery of my documents as agreed.
	Client Signature
______________________________________________
	Date
______________________________________________

	ZENSHE INTERNAL PROCESSING CHECKLIST

	☐ Destination country verified   ☐ Apostille vs. authentication/certification route reviewed

	☐ Issuing authority/state verified   ☐ Document eligibility reviewed

	☐ Original/certified-copy requirement reviewed   ☐ Notarial certificate reviewed if applicable

	☐ Quote approved   ☐ Payment received   ☐ Documents received

	☐ Submitted Date: __________   ☐ Completed Date: __________   ☐ Returned / Shipped Date: __________
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