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Consumer Affairs

MISSION OF DCA

Empowering consumers and businesses to
ensure a fair and vibrant marketplace.

STRATEGIC PRIORITIES

* Helping businesses do right by their customers.

» Educating, empowering and protecting consumers.

= Achieving excellence in the delivery of innovative programs
and services.
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DCA Overview

Established in 1969 to ensure a fair and vibrant marketplace...

= LICENSING 78,000 businesses in 55 industries to maintain high
standards of fairness and public accountability.

= ENFORCING the City’s landmark Consumer Protection Law and
other related City and State laws.

= MEDIATING and RESOLVING consumer complaints.

= EDUCATING New Yorkers about their rights as consumers and
responsibilities as businesses.

= LITIGATING against businesses that break the law.
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A\

Wew:
BUSINESS

TOOLBOX »

e GO TO htttp://www.nyc.qgov/html/dca/html/business/business.shtml
APPLY FOR LICENSE ONLINE.
REPLACE LOST/STOLEN LICENSE.

RENEW LICENSE ONLINE.

UPDATE YOUR INFORMATION.

CHANGE OF NAME AND CHANGE OF OFFICERS.
HANDLE CONSUMER COMPLAINTS.

FIND KEY LAWS ENFORCED BY DCA.

GET FAQ'S, GUIDES AND TIPS.

LEARN ABOUT OTHER LICENSES YOU MAY NEED
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Useful DCA Emails For Businesses

= Myappeal@dca.nyc.qgov to file an appeal or check on status of
appeal.

= Mycase@dca.nyc.qov to get information on the status of case such
as when a decision will be reached.

* Legalinterp@dca.nyc.gov to request a legal interpretation.

= AdjournmentRequests@dca.nyc.qov to request a new hearing
date.
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Sources of DCA’S Authority
e New York City Charter

e New York Administrative Code
e Rules of the City of New York
e State Law

e Federal Law

e New York City businesses must comply with all
relevant federal, state and City laws and rules.
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Purpose of Today’s Presentation

= Give an overview of NYC’s process server laws
and rules

= [dentify information available on DCA's website

» Explain how to report roster updates, traverse
hearings and non-compliance with process
server rules to DCA.



Consumer Affairs

Process Server Records

Affidavits of Service:

* You must maintain your signed copies of the Affidavits of

Service for seven (7) years in paper or electronic form.. 6
RCNY § 2-235.

* You must include in the affidavit your license number (in
addition to the state law requirement to include the process
serving agency’s name and address).
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Process Server Records
Paper Logbooks:

= You must maintain a paper logbook, in which you record specified information about
service. N.Y. General Business Law § 89-cc; 6 RCNY §§ 2-233(a) & (b).
Your logbook must include, where applicable:

1. Bound, paginated volume — defined in definitions section

2. Record attempted and completed services separately and in chronological order
(no spaces, use every line)

3. Record name and license number of agency or other person who gave the

papers to you in every entry

Record type of service (P, S, C, CO)

Date & Time of Service or Attempt

Address (must include city and zip code)

Title of Action

Court Name (must include county and type of court)

. Index Number

10.Name of Person Served

11.Description of Person Served (gender, hair color, skin color, age, height and
weight)

© oo N oA
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Process Server Records

Paper Logbooks — Special Rules:

= |f you filed the affidavit of service with the court personally, record the date of the
filing in your logbook. 6 RCNY § 2-233(a)(5).

= |f you completed service by registered or certified mail in a landlord/tenant case,
record the postal receipt number in your logbook. 6 RCNY § 2-233(b)(7).

= Nail and Mail Service
* You must describe the area adjacent to the door. What does this mean?
= Color and composition of hallway wall.
= Color and composition of hallway floor or doorstep.
= Location of premises in relation to stairs, elevator or entranceway.

6 RCNY § 2-233(b)(4).
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Process Server Records
233a Records:

You must also maintain your logbook information in electronic form. 6 RCNY § 2-233a(a).
Records must be tamper-proof.

* You have three options on how to maintain your 233a records:

» First Option: Scan your paper logbook within one business day. You must maintain
copies of the records at different locations to avoid accidental loss or damage.

» Second Option: Record the information on a spreadsheet provided by the Department at
nyc.gov/processserver (click on “Electronic Records”). You must enter the information
within 2 business days. At least once per week, copy the file onto two separate media

devices (USB drive, external hard drive, CD-ROM). You must store one of the media
devices offsite to avoid accidental loss or damage.

» Third Option: Upload the data to a third party provider on a daily basis. The third party
provider must maintain the data as specified in the rule with certain fields and must

secure the data so that it cannot be edited once uploaded. You are responsible for
making sure that the third party complies.



Department of

Consumer Affairs

Process Server Records

233a Records — Second Option:

Log onto nyc.gov/processserver
to download spreadsheet.

{1125y Visit the Licensing Center
LR @ | mportant Information for Process Servers

Complaint Form for Legal Advocates

Compliance Plan Affirmation

Decisions by DCA’s Adjudication Tribunal

Disciplinary Actions and Non-compliance
Report

Educational Materials for Process
Servers

Electronic Records

Process server individuals and process serving agencies must maintain service
records in an electronic format that is resistant to tampering. Licensees must
maintain records by:

= Entering the required information in a format provided by DCA as an Excel
spreadsheet. Click here to download the spreadsheet.

OR
Using a third party document management system provided that records

contain the fields outlined in Section 2-2322(331)-(xiv) of Title 6 of
the Rules of the City of New York.

OR

Scanning the required written log book into a PDF (Process Server
Individuals ONLY).

Download recordkeeping certification forms for:
» Process Server Individual

» Process Serving Agency
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Process Server Records
233a Records — Second Option:

& B B 0 E F E] H J K L M i a P
§2-133 Records - 1

F : Detal Details of Servi
Service Late & Fime Service Adoress

Last Name First Name License Title of Delivery |MNature of | Court | Indez | Type of | Mailing Date Time Address City Zip Last Name
Number Action Made Paper[s) Number | Service | Details | (MMIDDIYYYY) | [Military) | [Building No.] [Streat
[YIN] Served [FISIC) Name] [Location]

L e —
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Process Server Records
GPS Records:

You must carry and operate an electronic device that records Global Positioning
System (GPS) locations while serving or attempting to serve process. NYC Admin.
Code § 20-410 and 6 RCNY § 2-233b

Key regulations include:

» The device must make an electronic record of the date, time, and location of where
process is served or attempted to be served using GPS or Assisted-Global Positioning
(A-GPS) technology.

« If a GPS signal is unavailable, the device must use triangulated cellular tower signals to
establish the date and time when the record is made.

« The device must transmit a completed record automatically to an independent third party
contractor (i.e., no e-mailing, no Here | am).

» The contractor must permit DCA access to data upon request and to others by subpoena.

» The contractor must store electronic records for seven years without allowing access for
the process server to delete or alter the original records.

» A process serving agency may provide GPS devices and service by a third party to
process servers who are employed exclusively by the agency.



Consumer Affairs

Process Server Records
GPS Records (cont’d):

Must Include the following fields:

* A unique file identifier

* Your license number

« The agency’s license number

 Plaintiff or petitioner

» Defendant or respondent

* Index/docket number

« Date and time that service was attempted or effected according to the device

« Date and time that service was attempted or effected according to GPS or cellular
signals

* Address

» Location according to GPS or cellular signals
* Intended recipient

* Name of person you gave the papers to

The contractor must maintain this data in a very specific format. Rule 2-233b(a)(4)(vii).
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Process Server Records

What records are you required to bring to a traverse hearing?

» Under Section 208.29, Uniform Rules for New York State Trial Courts, you must bring the
following to a traverse hearing:

= Your license.
= All records in your possession relating to the matter at issue.
= Logbook
= 233a Records
= GPS Records
= Photographs

= |f served with a subpoena for GPS records, you must direct your contractor to provide the
requested records. Legal Interpretation re: Service of Subpoena for Electronic
Records of Service (GPS Records), dated Oct. 16, 2012.

Failure to bring records to a traverse hearing may be the basis for
dismissing the case.
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Process Serving Agencies

You are legally responsible for the failures of process
servers to whom you distribute process to act in accordance
with the laws and rules governing service of process.

NYC Admin. Code § 20-406.2
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Process Serving Agency Records

You are required to maintain records that directly relate to your obligation
to oversee your process servers.

You Must:

= Maintain a compliance plan that details how you will ensure the integrity
and honesty of the process servers you hire and ensure that those process
servers comply with recordkeeping requirements. 6 RCNY § 2-234a(b).

» Take appropriate disciplinary action and maintain records of any disciplinary
actions taken against individual process servers. 6 RCNY §§ 2-234a(b)(1), 2-
234a(b)(2)(iv).

= Review all process server records for completeness and accuracy at least
once a month, and prepare monthly reports concerning your reviews.
6 RCNY § 2-234a(b)(2)(ii).

» Maintain monthly reports for at least seven years.

» The Department has provided a template for the reports.
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Process Serving Agency Monthly
Compliance Reports

=1 =4 Visit the Licensing Center
Ll B:1e) @l Important Information for Pracess Servers

Complaint Form for Legal Advocates

Compliance Plan Affirmation

Decisions by DCA’s Adjudication Tribunal

Disciplinary Actions and Non-compliance
Report

Electronic Records

Global Positioning System (GPS) Devices

Global Positioning System (GPS)
Investigation Report

Monthly Compliance Reports

Section 2-234a(b){2)(i}-(ii} of Title 6 of the Rules of the City of New
“ork requires licensed process serving agencies each month to review for
completeness and accuracy the records of each individual process server to
whom it assigns or distnibutes process. Every process serving agency must
prepare a monthly written report of its review of the records maintained by each
individual process server to whom it assigns or distributes process during that
maonth.

» Download DCA's Monthly Compliance Report template

Important:

Some licensed process serving agencies agreed to a Department consent order
and must use DCA's Monthly Compliance Report to comply with the review
and report requirements. Each month, DCA will post a randomly generated audit
date that these process semving agencies should use to answer Questions 30, 31,
and 32 for every process server who served process on behalf of the agency
during the previous month.

The randomly generated audit date for June is June 19.

DCA created a template
you may use to prepare
your Monthly
Compliance Reports

Log onto
nyc.gov/processserver
to download it.
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Process Serving Agency Monthly
Compliance Report

& E H | 1 | L | M H
PROCESS SERVING AGENCY MONTHLY COMPLIANCE REPORT
1
Process Serving Agency Name [the “Agency™]:
z
Process Serving Agency™s OCA License Number
E}
Business Address:
a
Name of Process Server Whose Records Were Reviewed: Does This Individual Serve Process Exclusively For The Agency?

Instructions:

= Questions 4-13 require the agency to review each entry in the logbook for the month.

= Question 29 requires the agency to review each entry in the 233a records for the month.
= Questions 40 requires the agency to review each entry in the GPS records For the month.

IF ¥OUR ANSYER IS "NO™ TO ANY OF THESE QUESTIONS, PLEASE PROVIDE THE FOLLOWING INFORMATION FOR EACH RECORD OR EN
T WAS NON-COMPLIANT:

For Each Estry, Record or
Eveat Listed Below, State

Date of Persom or Estity | Type of Address of State Any Corrective
Service Served Serrice Service Title of Action Court To Thiz Buestion Is Ho Action Taken By The

5 | Item |Description Yez | Mo
1 |Does the process server maintain a record of all attempted and effected
services for the agency in a bound volume?

“Bound volume '™ means a book or ledger that at the time af purchase

a specified ber of unfolded sheets of paper or other
material that are permanently secured to covers by stitching, glue, or
arny other such method thar is calculated 1o make readily discernable the
removal or insertion of one or more sheets after the first use of such
volume.

2 |Are the process server's logbooks paginated?

"Paginated” means that each page in a volume or log, af the time af
purchase. is sequentially numbered siarting with the number "1 or
contains an indelible label siating the number of pages the volume
originally contained

3 [Does the process server record attempted and effected services in
separate entries? (Le., eniries for anempied and gffected services cannot
be combined into one fine or record)

4 | Are all loghook entries in chronological order?

"Chronological” with respect to the notarion in a process server record
or log means that each notation shall be entered sequentially according
1o the time and date of the activity recorded and without lLeaving any
blank spaces benween each eniry that wowld allow for the insertion of

) additional notation between amy fwo entries.
M 4 » »| Sheetl  Sheet? - Sheet3 - % b =
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Process Serving Agency Records

You must maintain records of the daily activity of your process servers:

1.

Electronic Spreadsheet. You must maintain an electronic spreadsheet detailing each
service and attempted service of process that you distributed to an individual process server
for service in New York City. The records consist mostly of the same information that is in
each process server’s log book. 6 RCNY §§ 2-233(c), 2-233a(a).

. Scanned log books. You must maintain scanned copies of the logbooks maintained by the

process servers to whom you assign process. 6 RCNY §§ 2-233(c)(1)(3), 2-233a(b)(3).

. Affidavits of Service. You must maintain electronic copies of each affidavit of service. 6

RCNY §§ 2-233(c)(1)(3 )(vi), 2-233a(a).

Work orders and routing sheets. You must maintain electronic copies of work orders or
routing sheets given to individual process servers. 6 RCNY §§ 2-233(c)(1)(3)(vi), 2-233a(a).

. Process server notes. You must maintain electronic copies of any notes, memoranda or

other writings submitted by individual process servers containing information related to their
services or attempted services (e.g., nhotes on work orders). 6 RCNY §§ 2-233(c)(1)(3)(v), 2-
233a(a).
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Process Serving Agency Records

Electronic Recordkeeping Requirements

= You must use an electronic records management system that:

» Ensures the authenticity, reliability and integrity of the
electronic records;

» Permits efficient retrieval of electronic records;

» Contains a backup support system such that the electronic
records shall be capable of being reconstructed in the event of
an electronic or computer malfunction or unforeseen accident
resulting in the destruction of the system or the information
contained therein.

6 RCNY § 2-233a(b)(2)

= The Rules provide detailed requirements for maintenance of
electronic records and preservation of records.
6 RCNY §§ 2-233a(b)(3), 2-233a(b)(4) and (5)



Consumer Affairs

Process Serving Agencies —
Reporting Non-Compliance with
Process Server Laws

You are required to report all non-compliance with the process
server laws by the process servers to whom you assign or distribute
process. 6 RCNY § 2-234a(b)(2)(v).

Includes:

1. All recordkeeping violations you discover in your monthly record
reviews relating to logbooks, 233a records, and GPS records.

2. False affidavits of service you discover.

Send reports to process_server@dca.nyc.gov.
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Disciplinary Actions and
Non-Compliance Report

DISCIPLINARY ACTIONS AND NON COMPLIANCE REPORT

Name of Process Serving fgency:
Address:

License Number:

Principal Owner[s]):

Name of Person Completing This Report:

Date of Report:

Process Process Server Rule or Law Wiolated
i 3

Description of Mon-Compliaat Acts or How did the Process Zerving Agency
o or Other Wi

Learm of the M

nau that Process Terving A

..... 4 of the M.

rrrrr

;;;;;;

what disciplinary or corrective action
was takem, if any, and whea?
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PS Investigation Report

MONTHLY GPS INVESTIGATION REPORT

d by ths process rar & Fur &

my aqency ar 4 Hicraraft Excel imum wf raven yaarr and & tmthe HTC Dapartment of Conramer Affairs (TDGCAT) wpan requast.

Inrtructimmr:
1.For cazhprozerrreruerthakyou arrigned prozerr to,rele st 25 ar more GRS rezordr rezording zomplete drervizer (not aktempirlon DC&'r random audit dake (nyz.qoufprocersrerverltoinuertiqate. IFthere are feuer than 25 GF S rezordr For oFfe ckedrervizer an the random audic dake, relezt the GF Srezardrmmediate |y
beFore or after the recordr on the random audit dake,

2.Fecardinfarmationrelatingto all28rervizer in Golumnr 1-11.

3.Farcachroruize:

=0pen an elestroniz mapping programruch ar GoogleMapr. Compare the addrerr uhere the prozesrrerver zlaime d he oFFezked procerr wikh the lozationuhere the GFE dakarhour the prozesrrerver aztually uar, [MHoke: GooqleMapr ir able ko map latitude and longitude, ar uell ar map zoardinatar.] Hake the ualking or driving

dirkanze betueen the tuo pointr (uhichever one rrmallerlin Galumn 2.
d.Farcazhrezordinuhizh the clecstranizrerectk maprhouthak the pracerrreruer uvar more than 0.5 miler auay from the lozation thak hefrhe zlaimed ko have cfFeckedrervize:

=lring the ¢lectronic mapping praqram, compare the procesrrerver's hame addresr uith the location uhere the GF S datarhowr the procesrrerver actually uar, Anruer the quertion in Golumn 13,

allring the clectroniz mappinaprogram, cameare the GF S location Far the procerrrerver Far the rervice or aktempt immediakely before therorvize andimmediakely after thereruize, Anruerthe questionin Calumn 14,

sFicuicuthe photo taken by khe procerrreruer and the GoogleMaps “rerectuicu® Feature ko arrick youinidentifring the lozation uhere the GF S record war sreated. Arruerthe questions in Galumn 15,

=Figwicuthe infarmati

inthe procerrrerver'slogbook relating ko the challenqedrervize to makerure that there aztually i an entry, that no inappropriate correctionr uere made and thatehe information ir conrireent with the infarmation contained in the procerrrerver's affidavit ofrervize and noter reqarding therern

Anruer the quertionr in Columnr 16-19,
alhring the clectroniz mappingpragqram, map the direstionr For 2 poinkr boree iF it uar parrible to travel from Foint A to Foink B ko Foint Cinthe time that the procerrrerver urgte douninhirther elestranic recordr (233 arccardr):

t A:the addrers containedinthe 232arecardr immediately priorktothe enkry youare inwerkiqating

kE:the addrerr zonkainedinthe 2XFarecordr For the enkey pou arcinvertiqating

=Faink C:the addrerr conkainedinthe 233 arecordrimmediately after the enkry rouare inucrtiqaking
Anruer the quertion in Column 20, .
slnkeruicuthe procerrrerver and ark ubat hefrhe rememborr about thereruize. Coverthe Follouing kopier:

= dereription of the building

= dercriptionof the Front vard or areaimmediately oukride the Euilding

=dereriptionof the perranrerued
Anruer the quertion in Golumn 1,
= furk the proserrreruer ko explainuhy the GRS recordindicator thakthe rerveruar maore than 0.5 miler fram uhererervize warruppare dly oFFe ke d.

1 z ] 1 z 1 T n 41 4z
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Service Investigation Report

SERVICE INVESTIGATION REPORT

Addrars:

Licawrs Humbar:

“Thir 4 tmurt ks t

ancy ar 4 Hicrarmft Excal

[CDCATY wpms réguart.

Inrtractinmr:
1. Far cachrushrervize:

sFillin Columnr 1-11.
apenan electronic mapping proqramruch ar GoogleMapr. Gompare the addrerr uhere the procerrreruer claimed he offected procerr viththe lozation uhere the GF 5 datarhoor the procerrrerver actually war. [Hote: GooqleMapr ir able to map latitude and longitude, ar uell ar map coordinater.] Hoke the walking or
driving dirkance (uhichever irrmaller) betueen the buo pointr in Golumn 2.
sllringthe elestroniz mapping program, zompare the prozesrrerver's home addrerr uith the lozation ubhere the GF S davarhowr the prozesrreruer aztually uar, Arruer the quertionin Column 13,
sllringthe eleztroniz mapping program, zompare the GF 2 lozation For the prozerrrerver For the rervize or akkemptimmediately before therervize andimme diakely afeer therervize, Arruer the quertionin Calumn 14,
sFicuicuthe photakaken by the prozerrrerver and the GoogleMapr “rereetvien® Feature ko arrick vouin identifving the lozation uhere the GF S rezord war zreated. Areuer the quertionr in Column 15,
sFicuieukheinfFarmationin khe prozerrreruer'r logbook relating ko the shallenqedreruize kamakerurc thak there azeually ir an enkry that noinappropriate zorretionr uere made andkhatthe informationir zoneirtent vith the infoarmation zankainedinthe prozerrreruer's affidavie af reruize and noker reqarding the
rervize. Anruer the quertionr in Columnr 1614,
wllringthe eleztronizmapping proqram, map the dircztione for % poinkrkoree iF it oar porrible ko travel from Foint A to Foint B to Foink Cinthe time that the prozerrrerver urake dounin hirfher cleztraniz rezordr (233 arezordr):
-Faoint A: the addrorr contained in the 233arecordrimmediately prior ko khe entry youare inuerkiqating
-Fuoint B: the addrorr contained inthe 233 arecordr for the enkry you are invertiqating
-FPuoink G: the addrorr contained inthe 233 arecordr immediately afker the ontry you are invertiqaking
Anruerthe quertion in Golumn 20,
slntervieu the procerrrerver and ark uhat hedrhe rememberr about the rervice. Gover the Follouing kopizr:
= dercription of the building
- dercription of the Fronk yard or arcaimmediately outride the building
-dercription of the perronrerucd
Arnruerthe quertionin Golumn 21,
slfthe GF 5 rezordrhowr that the procerrrerver war more than 0.5 miler Fram uhere rervice warrupparedly efFected, ark the procerrrervertoexplain uhy.

abillic Columer g
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Process Servers:
Reporting Who You Serve For

You must report to DCA the name and license number of the process

serving agency for whom you serve exclusively as an employee within 5
days. 6 RCNY § 2-234b(a) & (b).

You must report to DCA when you stop serving exclusively as an
employee for an agency within 5 days. 6 RCNY § 2-234b(b).

* You must also maintain a list of the name and address of each
process serving agency that assigns service to you. You must keep
the list must for 7 years.

6 RCNY § 2-234Db(e).

On renewal applications, you must report all agencies that have
distributed process to you in the previous 2 years and all agencies you
believe will assign you process in the future. 6 RCNY §§ 2-234b(c) & (d).
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Roster Of Process Serving Agencies

Template available on
nyc.gov/processserver

ROSTER OF PROCESS SERVING i e o | M s i oo g
AGE"‘-C]EB O . E o oot coreesdy s procms ) 0 procss g sy,

- O B. [ erwpioces sty o e ssgbopss for oo mroces s sgeecy
Mew Voalk Cany b stipiioess thast e st 00 ohee Dhepettiaest of Codrrgned AfTaie (D)
ALY process seniig o ol e s it e past T wem dd

mmﬂﬂwlﬂbﬂmm“ﬂw?”ﬂ?mimﬁrﬂmf
N Yok Tidhe o, Clhegater 3, Sizhioh I, § 2-2248) IEyou wrleciwsd shwieraret B o C, po o bk o st s snd INCA, Bowrse: ruenber—(s) of st procem. sevmyr

REEEERS MR S fal JHO0ess Dor Servie o0 Vol Ainadls Sl boaial ajess & Secealay.

Wik caimd pracer vodll Freces Sarver T chlngd Bt @ von de saf pegeit (s e - — -
inkciustion. [Raster of Process Serving Agemcies Bur W oo 3
Pisieis Snvlicg Agets N EHLA L e DS e

O €, Derveprooess B prscesd sy apeacrie b pon escsimely i i saphovee

Frooess Seves [ndivadoal s Mt

mmn“mmmﬁrm
= IR CERAE W RavEE proed axclnaively Ty L AJERTT B A RS, T HRED pondy DA, Witk Eve (T
dmﬂteh‘huum
mhlm’mmlm--mmmﬂm
wEﬂI-{i;d.lp s Sy TSI,
=Y AT kAl & Do 80 des Bovies of Pesdend Terving Agsanes (i bovet {7) Ve

i that faknl of mry rade bareme T h ¥ Bra o ey

e oo Naxr Page &
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Process Serving Agencies —
Reporting Who Serves For You

» You must report to DCA the assignment of process to a new process
server within 5 days. 6 RCNY § 2-234b(d)(2).

» You must report to DCA if a process server stops serving process
exclusively as your employee within 5 days.

» You are also required to maintain a roster (name and DCA license
number) of every individual process server to whom you distributes
process. 6 RCNY § 2-233(c)(1)(i).
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Roster Of Process Servers

Template available on
nyc.gov/processserver

ROSTER OF PROCESS SERVERS

Process Senving Agency”
Ll:un’:;:' (i applicabia)-

Procgas sanving agencies submit & Eit of aff process sanver individuak who will werm
poocsss oo bakalf of the agency. Pleass provides required i son belowr Attach addit
PAPGr: 3% DECELLAry

Process Server Prooes: Server DCA
Indrvidual’s Name Individual's Address | License
Nmmber

o Ym =HMo

o%m oMo

o¥m oMo

o¥Ym oMo

= Ym =HNo

mvrmmm UPDATING INFORAATION:

- seEving ageacies s suberet an opdaied Rosser of Process Servers 1o the
mawmmumm@mdmmum

= Haprocsss sarvar Caases bo serve rooesss sechsvaly for S0 agency ac an eploves, the
agency oest motfy DCA within Sve () dry of the chemge in writing. The notiSoardon
st inchude the process server's momme, addmss, and DCA Bosmss mumhar.

= Agancies far do not provide updamd mforearnion am sebgect to fnes or ofhar wmotons.
I o Balkificadion of amy s herois s am oz prenithablo by a fing or
rprisenmant or bath.
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Traverse Hearings

Process serving agencies and process servers are required to report
hearings contesting service (“traverse hearings”). 6 RCNY § 2-236.

Requires you to report to DCA whenever notified in writing or
orally of a scheduled traverse hearing.

Requires you to submit related documents upon request by
DCA.

Imposes an affirmative obligation on you to find out result of the
challenge and report it to DCA.

The reporting obligations for process servers and agencies
are separate and independent. That means if you are an
agency, you cannot send in reports on behalf of a process server
and vice versa.

E-mail reports to traversereports@dca.nyc.gov.
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Traverse Report Forms

Dapartmant of
Cansumas AMairs

TRAVERSE REPORT FORM FOR FROCESS SERVERSAGENCIES

Priscees rvers mid proooss g agericoss e et gt o seicchibed ferveres hewry (heemg
savcwing servies) B He Doparincei of Comemmer Afimrs (0000 milhin 10 @a el cocciong, omld
ar wrmen mrice Lk wach @ bewmay hos boon sciadalod. See Tatls £, Budes of s ity of Now York
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DCA’s Instant License Check

Process servers that serve process five or more
times in NYC in a calendar year must be licensed by
DCA. NYC Admin. Code § 20-403(a).

Process serving agencies must also be licensed by
DCA. NYC Admin. Code § 20-403(b).

To determine whether a process server or process
serving agency is currently licensed, go to DCA's
Instant License Check. Be sure you have the correct
name.

In some cases, DCA gives businesses or individuals
temporary permission to operate. These businesses
or individuals will not appear in Instant License
Check.

Make a FOIL request or call 311 to see if the process
server or agency has been issued temporary

permission to operate.

License status available on
DCA’s website through
“Instant License Check”.
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Educational Materials, Settlement Agreements,
Tribunal Decisions and Legal Interpretations

Complaint Form for Legal Advocates View

Compliance Plan Affirmation

Decisions by DCA’s Adjudication Tribunal View K

Disciplinary Actions and Non-compliance View

Report | f
Educational Materials for Process View

Servers

Electronic Records View

Global Positioning System (GPS) Devices

Global Positioning System (GPS) View
Investigation Report

Legal Interpretations View K
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Monthly Compliance Reports View

Process Server Screening Protocol View

Rosters

Service Investigation Report View

Settlement Agreements View K
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