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ATTENTION: APPLICANTS FOR GENERAL VENDOR WAITING 
LIST 
 

The period to apply for the General Vendor Waiting List begins October 17, 2016 and ends 
November 15, 2016. The Department of Consumer Affairs (DCA) must receive your 
completed General Vendor Waiting List Application Form by 5 p.m. on November 15, 
2016. 
 

Packet Contents 
 

 Notice published in The City Record on September 2, 2016 
 

 General Vendor Waiting List Application Form 
(Due by 5 p.m. on November 15, 2016) 
 

 Frequently Asked Questions: General Vendor Waiting List Application 
 

 Change of Address Form  
(To be used to provide written notification of a change in address) 

 

 New York State Voter Registration Form 
(Whether you apply to register to vote or not, it will not affect the assistance DCA will 
provide you.) 

 

Application Requirements 
 

 Completed General Vendor Waiting List Application Form  
 

 Copy of Photo Identification (ID) of Waiting List Applicant 
ID must include Date of Birth. Acceptable forms of ID include: 

 Driver’s license or a non-driver’s license identification issued by a State 
Department of Motor Vehicles 

 Passport  
 Alien card/green card 
 Municipal ID card 

 

Important 
 

 If you do not have any of the listed forms of photo ID, you can still apply to be included on 
the waiting list. Please note that you cannot apply for a General Vendor license without 
photo ID, so DCA urges you to secure photo ID as soon as possible. 

 You can apply only once for a priority number (i.e., position) on the General Vendor 
Waiting List. 

 If at any time you change your contact address, you must notify DCA in writing. Use the 
enclosed Change of Address Form, which is also available at nyc.gov/consumers. 

 The Waiting List priority number (i.e., position) is not transferable. 

 



NOTICE 
 
Notice about Waiting List for General Vendor Licenses published on September 2, 2016 in The City 
Record. 
 
 
As required by Section 2-319 of Title 6 of the Rules of the City of New York, the Department of 
Consumer Affairs (DCA) will be establishing a new waiting list of individuals seeking General Vendor 
licenses. 
 
From October 17, 2016 through 5 p.m. on November 15, 2016, DCA will accept applications from 
individuals requesting to be included on the waiting list. On November 15, 2016, the waiting list will 
close and will not open again until DCA determines that the number of individuals on the list has fallen 
below 300. 
 
DCA will provide the Waiting List Application Form (Application Form) that individuals must use to be 
included on the waiting list. Individuals must provide their full name, contact address, date of birth, 
and a copy of photo identification. If an individual’s contact address changes after submission of the 
Application Form, the individual must submit written notification of the change of address to DCA or 
risk losing the opportunity to apply for a General Vendor license.  
 
DCA will accept only one Application Form from each individual. Upon the close of the waiting list 
application period, DCA will assign each individual a number (i.e., position) on the waiting list based 
on a computer-generated random number selection program. DCA will mail a notice with the number 
(i.e., position) to the individual’s most recently provided contact address. 
 
An individual who is determined, based on position on the waiting list, to be eligible to apply for a 
General Vendor license will receive a notice from DCA. DCA will mail the notice with instructions to 
the individual’s most recently provided contact address. The individual will have 60 days to submit a 
complete license application, including required fees, for a General Vendor license. If DCA does not 
receive the completed license application and fees within the 60-day period, the offer will become 
void, and the individual’s waiting list position is surrendered. 
 
NOTE: An individual’s number on the waiting list is not transferable. 
 
Individuals can submit the Application Form and written notification of a change in address in one of 
the following ways: 
 

 In person at: 
 
DCA Licensing Center 

 42 Broadway, Lobby 
New York, NY 10004 

 
 NYC Small Business Support Center 

90-27 Sutphin Boulevard, 4th Floor 
Jamaica, NY 11435 
 

 Online via DCA’s website at nyc.gov/consumers  
 

 By regular mail to the DCA Licensing Center address above. NOTE: The envelope containing 
the request form must be postmarked no later than November 15, 2016. 

 
Visit nyc.gov/consumers for more information. 



General Vendor Waiting List Application Form 1 Updated 10/18/2016 

 

 
 

 
 

GENERAL VENDOR WAITING LIST APPLICATION FORM 

 
Last Name Suffix 

(e.g., Jr., Sr., Esq.) 
(optional) 

 
 
 

First Name 
 

Middle Name 
(optional) 
 

Birth Date (MM-DD-YYYY) 
 
 

-- 

Social Security Number (SSN) or Individual 
Taxpayer Identification Number (ITIN) 
 

-- 

 
 Under the NYC Charter and Administrative Code, the City of New 

York requests SSN or ITIN to maintain and update City 
databases, to carry out the powers and duties of the Department, 
and for other purposes necessary to promote the general welfare. 
By providing your SSN or ITIN, you give the City permission 
to use SSN or ITIN for these purposes. 

Contact Address (Building Number, Street Name, Apartment/Suite/Other) 
 
 
 
NOTE: The Department of Consumer Affairs (DCA) will mail the notice with your waiting list number (i.e., position) to this 
address. 

City  
 
 
 

State ZIP Code 
 

Country/Region 

Phone 1 (Primary) 

 
(        ) 

Phone 2 (Alternate)  

 
(        ) 

Email (optional) 
 
 
 
By providing your email address, you consent to receive communications electronically from DCA, and you affirm that the email listed is 
a reliable form of communication for you. 

 

M     M         D      D           Y      Y      Y      Y 
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Frequently Asked Questions: 
General Vendor Waiting List Application  
 
On September 2, 2016, the Department of Consumer Affairs (DCA) published a notice about establishing a 
new waiting list for General Vendor licenses in The City Record. This sheet includes Frequently Asked 
Questions about the General Vendor Waiting List Application. 

 
 
Who can apply to be included on the waiting list to apply for a General Vendor license? 
Anyone can apply to be included on the waiting list.  
 
Important: You can apply to include yourself on the waiting list. You cannot: 

 Apply in order to transfer your waiting list position to another individual. 

 Ask someone to apply in order to transfer a waiting list position to you.   

 
 
Can I submit more than one application to be included on the waiting list? 
No. You can apply only once to be included on the waiting list. 

 
 
What are the Waiting List Application requirements? 
You must submit a completed General Vendor Waiting List Application Form and a copy of valid photo 
identification (ID) that shows your date of birth. Acceptable forms of ID include: 

 Driver’s license or a non-driver’s license identification issued by a State Department of Motor Vehicles 

 Passport  

 Alien card/green card 

 Municipal ID card 
 
Note: If you do not have any of the listed forms of acceptable photo ID, you can still apply to be included on the 
waiting list. Please note that photo ID is a requirement to apply for the General Vendor license. DCA advises 
you to secure photo ID as soon as possible so that you are prepared to apply for the license when DCA 
reaches your number on the waiting list. You cannot apply for a General Vendor license without photo ID. 

 
 
Where can I get the General Vendor Waiting List Application Form? 
You can get the General Vendor Waiting List Application Form in the following ways: 
 

 Go to nyc.gov/dca 
NOTE: DCA will post the Application Form on October 17, 2016. 

 

 Call 311 and ask for the Service “General Vendor Waiting List - Apply.” 
 

 Go to: 
o DCA’s Licensing Center at 42 Broadway, Lobby, in Manhattan. Hours of operation are 9:00 a.m. 

to 5:00 p.m. Monday through Friday, and from 8:30 a.m. to 5:00 p.m. on Wednesday. 
 
OR 

http://www1.nyc.gov/site/dca/index.page
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o NYC Small Business Support Center at 90-27 Sutphin Blvd, 4th Floor, in Jamaica, Queens. 
Hours of operation are 9:00 a.m. to 5:00 p.m. Monday through Friday. 

 
 
When can I submit my General Vendor Waiting List Application? 
You can submit your completed Application Form and copy of photo identification during the application period 
only. The application period starts on October 17, 2016 and ends at 5:00 p.m. on November 15, 2016. DCA 
cannot accept applications that are submitted outside of this period. 

 
 
How can I submit my General Vendor Waiting List Application? 
You can submit your completed Application Form and copy of photo identification in ONE of the following 
ways: 
 

 In person starting October 17, 2016 through 5:00 p.m. on November 15, 2016 at: 
 
DCA Licensing Center 

 42 Broadway, Lobby 
New York, NY 10004 
Hours of operation are 9:00 a.m. to 5:00 p.m. Monday through Friday, and from 8:30 a.m. to 5:00 p.m. 
on Wednesday. 
 
OR 

 
 NYC Small Business Support Center 

90-27 Sutphin Boulevard, 4th Floor 
Jamaica, NY 11435 
Hours of operation are 9:00 a.m. to 5:00 p.m. Monday through Friday. 
 

 Online via DCA’s website at nyc.gov/dca starting October 17, 2016 through 5:00 p.m. on November 15, 
2016 
 

 By regular mail to the DCA Licensing Center at the address above. NOTE: The envelope containing 
your application must be postmarked no later than November 15, 2016. 

 
Important: DCA must receive your completed application by 5:00 p.m. on November 15, 2016. 

 
 
What if my contact address changes after I submit my application to be included on the 
waiting list? 
You must notify DCA in writing of any change in contact address or risk losing the opportunity to apply for a 
General Vendor license. Complete the Change of Address Form available at nyc.gov/dca and submit it to DCA 
in person, online, or by regular mail to the DCA Licensing Center. See address above. 

 
 
How will DCA determine my position on the General Vendor Waiting List? 
Upon the close of the application period, DCA will assign each accepted application a priority number (i.e., 
position) based on a computer-generated random number selection program. DCA will notify you in writing of 
your waiting list number. 

 
 
 
 
 

http://www1.nyc.gov/site/dca/index.page
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How will I know if I am eligible to apply for a General Vendor license? 
DCA will notify you in writing if you are determined, based on your position on the waiting list, to be eligible to 
apply for a General Vendor license. DCA will mail a notice with instructions to your most recently provided 
contact address. 

 
 
What do I need to do if I get an offer to apply for a General Vendor license? 
The notice that DCA mails to your most recently provided contact address will include instructions on how to 
apply. You must submit the completed General Vendor license application, including required fees, 
within 60 days of the date of DCA’s offer. The requirements for the General Vendor license are online at 
nyc.gov/dca. 

  
Important: DCA’s offer will become void if you do not comply with all licensing requirements within 60 
days of the date of DCA’s offer. 

 
 
If I don’t receive an offer to apply for a General Vendor license, will there be future 
opportunities to apply for one? 
By law, the City can issue new General Vendor licenses when the number of licensed General Vendors falls 
below 853. When DCA determines that General Vendor licenses are available, DCA will mail a notice to the 
individual who is determined, based on position on the waiting list, to be eligible to apply for the license.  

 
 
What if I have additional questions? 
For additional information, go to nyc.gov/dca or call 311 and ask to speak with a DCA representative about the 
General Vendor License. 

http://www1.nyc.gov/site/dca/index.page


 

DCA LICENSING CENTER 
42 Broadway, Lobby  
New York, NY 10004  
Monday-Friday: 9:00 a.m.-5:00 p.m.  
Wednesday: 8:30 a.m.-5:00 p.m. 
 
nyc.gov/dca   
 

NYC SMALL BUSINESS  
SUPPORT CENTER 
90-27 Sutphin Blvd, 4th Floor 
Jamaica, NY 11435 
Monday-Friday: 9:00 a.m.-5:00 p.m.  
 

 
 
 
 

 

 
 

Change of Address and Contact Information Form  
For General Vendor Waiting List Applicants 
 

You must notify the Department of Consumer Affairs (DCA) in writing of any change in contact address after you 
submit your General Vendor Waiting List Application. Use this form to update the address where DCA should mail 
notices about the General Vendor license. You can also use this form to update your phone number(s) or email. 
 

NAME 

Last Name Suffix (e.g., Jr., Sr., Esq.) 

(optional) 
 
 

First Name Middle Name (optional) 

DCA General Vendor Waiting List Number:  

I would like to change my:  Contact Address 
 Phone 
 Email 

OLD NEW 

Contact Address: 
(Include Building Number, Street Name, Apartment/Suite/Other; 
City, State, ZIP Code) 

Contact Address: 
(Include Building Number, Street Name, Apartment/Suite/Other; 
City, State, ZIP Code) 

  

Phone 1 (Primary): Phone 1 (Primary): 
 
 

Phone 2 (Alternate): Phone 2 (Alternate): 

Email: Email: 
 
 

 

A DCA representative will date stamp this form and return a copy to you. 
 

I understand that falsification of any statement made herein is an offense punishable by a fine or imprisonment or 
both. 
 
 

_____________________________________________ 
 

_________________________________________ 
Signature Print Name 
 

_____________________________________________ 
 

Date Updated 10/18/2016 

 

DCA Receipt Date Stamp   
 
 
 
 

Accepted by: __________                                        
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