














 8

or effects service of process in New York City, Respondent shall ensure that his/her 
GPS records include a photograph of the outside of the building where Respondent 
attempted or effected service of process.  The photograph must include the entire 
front entrance door to the building, which shall take up no more than one-third of the 
photograph.  The photograph should include, if possible, the number of the building 
as well.  If Respondent attempts or effects service of process at multiple apartments 
or offices within the same building, only the GPS record corresponding to the last 
attempted or effected service of process within the building must include a 
photograph of the outside of the building where Respondent attempted or effected 
service of process.  Where Respondent is unable to obtain a GPS or cellular signal in 
the direct vicinity of the building where process was attempted or effected, 
Respondent shall, as soon as a GPS or cellular signal becomes available: 
 

a. take a photograph of the outside of the nearest building in accordance with the 
instructions above; and  
 

b. indicate in the GPS record the address of the photographed building or the 
nearest cross-section. 

 
The requirements of this paragraph shall not become effective until September 1, 
2013. 

 
45. Prior to signing this Consent Order, Respondent shall enter into a contract with an 

independent third party (“the Contractor”) pursuant to which the Contractor will 
provide services and perform functions described below that enable Respondent to 
meet the data storage and retrieval requirements set forth below, provided, however, 
that if Respondent performs process serving activities distributed to him or her by a 
licensed process serving agency, the process server may utilize the device and 
facilities for the electronic record of service that the process serving agency obtains 
under a contract with a Contractor.  Respondent shall ensure that the Contractor store 
each electronic record of service according to the following terms: 
 

a. the original digital file must be maintained by the Contractor unaltered for a 
period of not less than seven years;  
 

b. neither Respondent nor the process serving agency will be permitted to alter 
the original data, but may obtain copies of the original data file;  

 
c. the Contractor must maintain the records in a manner that will permit retrieval 

by the DCA license number of the process server, the DCA license number of 
the process serving agency that has distributed the process for service, the 
name of the plaintiff or petitioner, the name of the defendant or respondent, 
the docket number (if any), the name of the person to whom process is 
delivered and a unique file identifier of the process being served;  
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