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Introduction to the Arizona Certified Process Server Study Guide published by APSA

This Study Guide is published by the Arizona Process Servers Association as a public service to all
persons who have an interest in becoming a process server. This Study Guide was adapted from that
published by the Arizona Supreme Court. Rather than be a rote copy of information, our Study Guide
contains additional information (including case law and definitions of terms process servers must be
familiar with), as well as certain commentary provided by APSA staff to clarify and help the applicant
pass the examination required. To the left of each paragraph, you will find consecutive line numbers,
starting from the Table of Contents. This is to help you refer for any notes you may wish to take in
perusing through your Study Guide.

The full (over 300 pages) APSA Certified Process Server Training Manual is available through the APSA
website at: www.arizonaprocessservers.org. Our continuing education classes are available to all.

We hope you will find this Study Guide useful in helping you to pass the examination. As always, should
you have any questions or comments, we’d like to hear them. Our e-mail address is:

azserverassoc(@gmail.com, or visit our website at: WWW.arizonaprocessservers.org.

Becoming an Arizona Certified Process Server
The Study Guide for process server applicants posted on the Judicial Branch website (www.azcourts.gov)

is posted, following., While the published Study Guide is suggested (highly suggested) reading, APSA
recommends that you educate yourself beyond the bare minimums,

Study Guide for Private Process Server Certification Examination as originally published

"It is strongly recommended you spend time with an attorney or at the law library to acquaint yourself
with state laws (Arizona Revised Statutes A.R.S.), Arizona Rules of Court, Rules of Civil Procedure
(ReP) and local (individual county) court rules. Information contained in this packet should be
considered a guide and is not intended to be a complete listing of all laws and rulesa private process
server would need to know. Selected information, for example, the Administrative Order and Arizona
Code of Judicial Administration are posted on the Arizona Judicial Branch Website at
http://www.azcourts.gov/orders/AdministrativeOrdersIndex.aspx and the Arizona Rules of Court at
http://www.azcourts.gov/rules/Home.aspx "

READ:

. Administrative Order 2002-110

° Arizona Code of Judicial Administration §7-204: Private Process Server (Appendix A)

° The local court rules for each county where you intend to or may be employed to serve papers.
(Not included)

° A.R.S. §10-501 - Known Place of Business and Statutory Agent

o A.R.S. §10-504 - Service upon Corporation

o A.R.S. §11-447 - Service of Process Regular on its Face

o A.R.S. §11-448 - Duty to Show Process

° A.R.S. §12-303 - Witness Fees and Mileage

° Arizona Rules of Civil Procedure (RcP), Rule 45(d)(2), states that for service of a subpoena,

when the subpoena commands the appearance of a party at a trial or hearing, or is issued on behalf of
the state or any of its officers or agencies, fees and mileage need not be tendered.
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o A.R.S. §12-1175(c) - Complaint and Answer; Service and Return

° AR.S. §12-2294.01. Release of medical records or payment records to third parties pursuant to
subpoena

o A.R.S. §12-3301 - Fees Chargeable in Civil Actions by Private Process Servers, Authority of

Private Process Servers; Background Investigations
° AR.S. §13-1501, §13-1502, §13-1503, and §13-1504 - Criminal Trespass

o A.R.S. §13-2810 - Interfering with Judicial Proceedings; Classification

° AR.S. §13-2814 - Stimulating Legal Process; Classification

o AR.S. §13-3802 - Right to Command Aid for Execution of Process; Punishment for Resisting
Process

o A.R.S. §13-4072 - Service of Subpoena

° A.R.S. §13-4093 - Witness from Another State Summoned to Testify in this State

° A.R.S. §13-4094 - Exemption from Arrest and Service of Process

° AR.S. §33-1377 - Service of Special Detainer Actions

o A.R.S. §39-121 - Inspection of Public Records [useful in locating defendants for service]

° RcP, Rule 3 - Commencement of Action

o RcP, Rule 4 - Process

° RcP, Rule 4.1 - Service of Process Within Arizona

° RcP, Rule 5 - Service and Filing of Pleadings and Other Papers [entire rule, but especially 5(c)2]
° RcP, Rule 7 - Pleadings Allowed; Form of Motions and Other Documents; 7.3 Orders to Show
Cause

° RcP, Rule 10 - Form of Pleading [sets out size of paper, margins and other technicalities for
preparing pleadings] |

. RcP, Rule 45 — Subpoena

Case Law (see Appendix):

o Tonelson v. Haines, 2 Ariz.App. 127, 406 P.2d 845, Ariz. App. (1965)
° Hatmaker v. Hatmaker, 337 11l.App. 175, 85 N.E. 2d 345 (1949)

° Inre Ball, 2 Cal. App.2d 578, 38 P.2d 411 (1934)

° Thorndyke v. Jenkins, 61 Cal.App.2d 119, 142 P.2d 348 (1943)

° Tryjillo v. Trujillo, 71 Cal. App.2d 257, 162 P.2d 640 (1945)

o Lane v. Elco, 134 Ariz. 361, 656 P.2d 650 (1982)

o Endischee v. Endischee, 141 Ariz. 77, 685 P.2d 142 (1984)

° Enriquez v. State, 115 Ariz. 342, 565 P.2d 522 (1997)
° Francisco v. State, 113 Ariz. 427, 556 P.2d 1 (1976)
° Marsh v. Hawkins, 7 Ariz.App. 226, 437 P.2d 978, 31 A.L.R.3d 1383 (1968)
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Administrative Order 2002-110

FILED

IN THE SUPREME COURT OF THE STATE OF ARIZONA | NOV 2 7 2002

NOEL K. DESSAINT

_&mmm

In the Matter of?

ARIZONA CODE OF JUDICIAL
ADMINISTRATION §7-204:
PRIVATE PROCESS SERVER

Administrative Order

No. 2002- _110

(Replacing Administrative Order
No. 94-20)

The above captioned provision having come before the Arizona Judicial Council on October
17,2002, and having been approved and recommended for adoption,

Now. therefore, pursuant to Article VI, Section 3, of the Arizona Constitution, Arizona
Revised Statutes §11-445(H), and Rule 4, Arizona Rules of Civil Procedure,

IT IS ORDERED that the above captioned provision, attached hereto, including Appendix
A. the Code of Conduct, is adopted as a section of the Arizona Code of Judicial Administration
replacing Administrative Order No. 94-20, and the Policies and Procedures, Statewide Private

Process Servers, Registration Process, as adopted by David K. Byers, Administrative Director of the
Courts on March 22, 1994,

IT IS FURTHER ORDERED that this section of the Arizona Code of Judicial Administration
is effective on January 1, 2003.

IT IS FURTHER ORDERED that, pursuant to subsection F(7) of this code section, all
certified process servers shall begin to accrue the required ten hours of continuing education hours
every twelve months from and after January 1, 2003. From and after January 1, 2004, certified
process servers who submit an application for renewal of certification shall submit with the *
application, documentation of completion of continuing education hours in compliance with
subsection F(7).

Dated this 27th day of November , 2002.

FOR THE COURT:

7 G
ottt
CHARLES E-JENES
Chief Justice

= 2021-06-05
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Arizona Code of Judicial Administration, §7-204: Private Process Server
ACJA §7-204

A. Definitions.
The following definitions apply:

“Accredited” means placement on a list of nationally recognized authorizing agencies the United States
Secretary of Education determines to be reliable authorities as to the quality of education or training
provided by the institutions of higher education, and the higher education programs they sanction.

“Active” means a valid and existing certificate to practice as a certified process server.

“Advisory letter” means written communication notifying a certificate holder that conduct, while not

warranting discipline, may result in future disciplinary action if not modified or eliminated. an advisory
letter is not a disciplinary action.

“Applicant” means a person who has submitted a completed application and all required application and
fingerprint processing fees.

“Censure” means a written formal discipline sanction, finding a certificate holder has violated one or
more provisions of the statutes, court rules, or this code section.

“Certificate holder” means any entity or individual granted and currently holding valid certification
pursuant to statutes, court rules, and this code section.

“Certification” means a certificate issued by the presiding judge once an applicant meets all the
requirements of a private process server, pursuant to statutes, court rules, and this code section.

“Clerk” means the elected clerk of the Arizona Superior Court in each county.

“Complainant” means a person or organization that initially files a complaint regarding the conduct of a
private process server. The complainant is not a party to the proceeding.

“Community college” means an accredited educational institution providing training in the arts, sciences,
and humanities beyond the twelfth grade of the public or private high school course of study or vocational
education, including terminal courses of a technical and vocational nature and basic education courses.

“Consent agreement” means a written statement resolving a certification or complaint matter, voluntarily
signed by the applicant or certificate holder.

“Director” means the administrative director of the courts, or the director’s designee. “Division director”
means the director of the certification and licensing division of the Administrative office of the Courts or
the division director’s designee.

“Division staff” means all members of the certification and licensing division of the Administrative office
of the Courts, including the division director.

“Disciplinary action” means either informal or formal proceedings against a certificate holder after a

finding of probable cause that the certificate holder has committed acts of misconduct or violations of
statutes, court rules, or this code section.
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“Dismissed with prejudice” means final disposition barring future action under this section on the same
issue, claim, or cause.

“Dismissed without prejudice” means final disposition with the right to bring future action under this
section on the same issue, claim, or cause.

“Expired” means the certificate has lapsed on a specified date.
“Filing” or “filed” means a document has been received and date-stamped by the clerk.

“Formal statement of charges™ means the document setting forth specific acts of misconduct by a certified
private process server of statutes, court rules, or this code section, including any amendments approved by
the court, upon a determination of probable cause.

“Formal disciplinary proceedings™ means the process initiated upon a determination of probable cause the
alleged acts of misconduct or violations of the statutes, court rules, or this code section by a certified
process server that, if true, would warrant a censure, consent agreement, or other negotiated settlement,

restrictions, probation, additional training, a cease and desist order, suspension, or revocation of
certification pursuant to subsection (H).

“Government employee process server” means an individual who, in the normal scope of the individual’s

responsibilities as a government employee, serves process for the governmental agency that employs the
individual.

“Inactive” means a certified private process server who voluntarily decides not to practice in the specified

profession or occupation for a specified period of time and who is not the subject of any pending
disciplinary action.

“Informal disciplinary proceedings’ means the process initiated upon a determination of probable cause
the alleged acts of misconduct or violations of the statutes, court rules, or this code section by a certificate
holder that, if true, would warrant a letter of concern, pursuant to subsection (H).

“Injury” means harm to a client, customer, the public, judicial or legal system, or the profession or
occupation resulting from a certificate holder’s misconduct.

“Knowledge” is the conscious awareness of the nature or attendant circumstances of the conduct, but
without the conscious objective or purpose to accomplish a particular result.

“Letter of concern” means a written informal discipline sanction finding a certificate holder has violated
one or more provisions of the statutes, court rules, or this code section.

“Minimum competencies” means having the required skills for an adequate level of performance.

“Presiding judge” means the presiding judge of the superior court in the county or the presiding judge’s
designee.

“Probable cause” means reasonable grounds for belief in the existence of facts concerning alleged acts of

misconduct or violations by a certificate holder that warrant informal or formal discipline against the
certificate holder.

2021-06-05
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“Probation™ means a written formal discipline sanction finding a certificate holder has violated one or
more provisions of the statutes, court rules, or this code section, but allowing the certificate holder to
practice as a process server under specified conditions for a set period of time.

“Private process server” means a person, certified pursuant to the requirements in A.R.S. § 11-445(1), this

code section, and any other applicable statute or rule. As defined by A.R.S. § 11-445(1), a private process
server:

[M]ay serve all process, writs, orders, pleadings or papers required or permitted by law to be served
before, during or independently of a court action, including all such as are required or permitted to be
served by a sheriff or constable, except writs or orders requiring the service officer to sell, deliver or take
into the officer’s custody persons or property, or as may otherwise be limited by rule established by the
supreme court. A private process server is an Officer of the Court.

“Professional regulatory entity” means a government or private unit associated with and having authority
over a group of qualified and practiced individuals in a profession or occupation.

“Revoked” or “revocation” means a written formal discipline sanction, finding a certificate holder has

violated one or more provisions of the statutes, court rules, or this code section and the certificate to
practice as a process server is rescinded.

Sanction™ means an explicit and official action resulting from an informal or formal disciplinary action
finding a certificate holder has violated or failed to comply with one or more of the statutes, court rules,
this code section, or court orders relevant to the certificate holder’s profession or occupation.

“Section” means the referenced provision of Arizona Code of Judicial Administration § 7-204.

“Suspended” or “suspension” means a written formal discipline sanction finding a certificate holder has
violated one or more provisions of the statutes, court rules, or this code section and the private process
server’s certificate is not revoked, but the certificate holder is not permitted to exercise the privileges of
the certificate for a set period of time as the result of a final order of a disciplinary action.

“Valid” means a certificate issued by the presiding judge that is currently in effect and not expired,
surrendered, suspended, or revoked.

“Voluntary surrender” means a certificate holder decides to discontinue practice as a process server and
returns the certificate to the presiding judge for review and acceptance pursuant to subsection (E).

B. Applicability.

This code section applies to the certification of process servers pursuant to A.R.S. § 11-445(1)" and the
Arizona Rules of Civil Procedure. This code section applies to the application, certification, and
discipline of all private process servers in the State of Arizona. This code section governs private process

server certification separately and without reference to Arizona Code of Judicial Administration § 7-201:
General Provisions.

! Editor's note: The ACJA needs to be updated to reflect ARS §11-445(1) is now ARS §12-3301.
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C. Purpose.

For eligibility to act as a private process server in Arizona, a person shall obtain certification and comply
with the requirements of A.R.S. § 11-445(1), the Arizona Rules of Civil Procedure, administrative orders,
and this code section as adopted by the Arizona Supreme Court to govern private process servers.
Certified private process servers may serve all process, writs, orders, pleadings, or papers required or
permitted by law for service before, during, or independent of a court action, including all documents
required or permitted for service by a sheriff or constable, except writs or orders requiring the service
officer to sell, deliver, or take into custody persons or property, or as otherwise limited by this code
section. Pursuant to Arizona Rules of Civil Procedure 4(e), a certified “private process server” is “entitled
to serve in such capacity for any court of the state anywhere within the State.”

D. Administration.
1. Role and Responsibilities of the Supreme Court. Pursuant to A.R.S. § 11- 445(I) and Rule

4(e), Arizona Rules of Civil Procedure, the supreme court is responsible for administration of the private
process server program and shall adopt rules for administration of the program.

2. Role and Responsibilities of the Director. The director as designated by the Az. Const. Art. 6 § 7 shall:

a. Approve or disapprove matters of administration of the Private Process Server Program that involve the
expenditure of program funds;

b. Appoint and supervise all d1v1s10n staff

ioh.of the anatgProcess Se J;ver
Program; and /

d. Ensure 1mplementa

, 1_:_J Q, /(.'..'V
e section.

.. /7N

a. The dlrector shall dgslghatelthe d1v1s@n’dlf®tbi:*ﬂt1¢dthé di@siqnasfat’ﬁtb assigtin: ;ﬁ%};g::l}‘mm(;s}ratmn
of the Private Process SérVér Progiam ifi-éomplianéd With the Téw, Afizoha Rules of Court, Arizona
Supreme Court administrative orders, and this code section. The division director may delegate any duties
and responsibilities to division staff,

b. Division staff shall:

(1) Perform tasks of administration of the Private Process Server Program to assist in the decentralized
administration of the program in each county in Arizona;

(2) Provide updates to the clerk;

(3) Make recommendations regarding matters pertaining to certification, complaints, and investigations;
and all other matters relevant to certified private process servers;

(4) Maintain a list of certified process servers and post this list on the judicial department website. The
judicial department website shall include each certificate holder’s name, certificate number, county of
certification, and any disciplinary action imposed against a certified process server. At a minimum,
division staff shall update this list each quarter;

(5) Refer any complaint received regarding the actions of a certified process server to the clerk of the
county where the alleged violation took place, pursuant to subsection H.

c. Division staff may:

(1) Charge for the costs of providing copies of the certification list or any other public records of the
program; and
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(2) Refer complaints to another state agency or entity with jurisdiction, if the supreme court or superior
court does not have jurisdiction over the complaint.

4. Role and responsibilities of the clerks of the superior court.

A. The clerk shall:

(1) distribute application materials, using the application forms provided by the director, and accept
applications and fee payments for initial and renewal of certifications;

(2) administer and grade the examination for initial certification;

(3) process the application materials, including fee payments and fingerprints, and forward the application
materials to the presiding judge;

(4) issue initial and renewal certificates to qualified individuals, upon approval by the presiding judge;
(5) process photographs and issue an identification card to individuals granted certification by the
presiding judge;

(6) maintain records pertaining to applicants for certification and certified process servers, including:

(a) a current list or register of all certified process servers, in a format provided by the director, and as
required pursuant to rule 4(e), Arizona rules of civil procedure;

(b) certificates issued or denied:;

(c) contact information on certified process servers, including address and phone number and any changes
to the contact information;

(d) renewal certificates granted or denied;

(e) complaints, investigations and final decisions regarding complaints;

(7) provide the following information to division staff:

(a) a report, at least each quarter, on all additions, deletions, and revisions to the certification list,
including certificates issued, certificates denied, and changes of address;

(b) a report, at least each quarter, listing all complaints, investigations pending completion, informal and
formal disciplinary proceedings, and final decisions regarding discipline. If a final decision regarding
discipline of a certified private process server results in suspension or revocation of a certificate, the clerk
shall provide the information to division staff within five days of the final order.

(c) an annual report naming the staff assigned responsibility for administering the private process server

program in the county along with a current address, phone number, and e-mail address of each staff
member.

B. The clerk may:

(1) assign any duties and responsibilities to staff: and

(2) Coordinate with clerks in other counties for the provisions of services pursuant to this code section,
including processing of identification cards and administration of the examination for initial certification.

5. Role and Responsibilities of the Presiding Judges of the Superior Court. The presiding judge:
a. Shall:
(1) Review all application materials, including criminal history information, and make all final decisions

regarding the granting or denial of applications for initial and renewal of certification in the county of
residence of the applicant;

(2) Review and make all final decisions regarding any other certification issues including granting or

denying reexamination for an applicant who has previously failed the initial certification examination;
and

2021-06-05
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(3) Receive complaints pursuant to subsection H and investigate, initiate, and adjudicate disciplinary
proceedings.

b. May vest in another judicial officer the authority to exercise or discharge any power, duty, or function
originally vested in the presiding judge, whether ministerial or discretionary. The designated person shall
exercise these powers while acting in the presiding judge’s name and by delegated authority.

E. Initial Certification.

I. Exemptions from Certification. The following persons are exempt from the certification requirements:
a. any person specially appointed by the court pursuant to Rule 4(d), Arizona Rules of Civil Procedure;

b. any party to an action or that party’s attorney serving process pursuant to Rule 4(d), Arizona Rules of
Civil Procedure, and

¢. any person serving a subpoena pursuant to Rule 45, Arizona Rules of Civil Procedure.

2. Application for Initial Certification. an applicant for initial certification shall apply for initial

certification on approved forms and meet the eligibility requirements and fulfill all the requirements of
subsection E(2)(a).

a. Eligibility for Initial Certification. The applicant shall:
(1) Be at least twenty-one years of age;
(2) Be a citizen or legal resident of the United States; and

(3) Possess a high school diploma or a general equivalency diploma evidencing the passing of the general
education development test;

b. Government Employee Process Servers.

(1) an individual who serves process entirely within the scope of the individual’s responsibility as a
government employee shall apply for certification and demonstrate the ability to pass the examination and
meet certification criteria. As provided in A.R.S. § 11-445(I), a government employee shall submit a
completed fingerprint card and pay the applicable fees pursuant to subsection E(2)(c)(3). Government
employee process servers are not subject to any fees other than the fingerprint fee.

(2) A government employee process server may carry any employer-issued identification that accurately
identifies the employee as a government employee process server in addition to the identification card
issued by the clerk pursuant to subsection E(4)(a).

(3) Government employee process servers who serve process in any capacity outside the scope of
employment as a government employee process server shall obtain certification pursuant to this code
section and shall follow all policies that apply to private process servers when serving process outside the
scope of employment as a government employee process server.

¢. Requirements for Initial Certification. an applicant shall:

(1) Provide a completed application for certification in an approved format obtained from and filed with
the clerk in the applicant’s county of residence. Beginning January 1, 2013, a non Arizona resident may
apply for certification in any county. to comply with A.R.S. § 41-1080, the applicant shall submit
documentation of U.S. citizenship or alien status with the application.

(2) Pass an examination for initial certification, as prescribed in subsection E(3);

(3) Pursuant to A.R.S. § 11-445(1):

[Flurnish a full set of fingerprints to enable a criminal background investigation to be conducted to
determine the suitability of the applicant. The completed applicant fingerprint card shall be submitted
with the fee prescribed in section § 41-1750 to the department of public safety. The applicant shall bear
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the cost of obtaining the applicant’s criminal history record information. The cost shall not exceed the
actual cost of obtaining the applicant’s criminal history record information. Applicant criminal history
records checks shall be conducted pursuant to section § 41-1750 and Public Law 92-544.

(a) The applicant is responsible for providing the clerk with readable fingerprints. The applicant shall pay
all costs or fees attributable to any subsequent refingerprinting and resubmission of fingerprints due to
unreadable prints. A law-enforcement agency shall perform the fingerprinting;

(b) The clerk shall submit completed applicant fingerprints and the fees to the Arizona Department of
Public Safety (ADPS). Pursuant to A.R.S. § 1 1-445(1), “The department of public safety is authorized to
exchange the submitted applicant fingerprint card information with the federal bureau of investigation for
a federal criminal records check”;

(c) If definitive fingerprints are not obtainable, the clerk shall require the
applicant to make a written statement, under oath, that the applicant has no prior arrests, charges,
indictments, or felony or misdemeanor convictions other than as disclosed on the application. If the
applicant is unable to provide this statement, the clerk shall refuse to accept the application;

(4) Provide additional background information, upon the request of the presiding judge, clerk, or
designee;

(5) Pay all fees authorized by law to the clerk pursuant to A.R.S. § 12-284; and

(6) Provide photographs of a number and in the format prescribed in policies adopted by the director.

3. Examination, ‘ o o

a. Initial Certification State Examination, Each applicant for certification shall take and pass:the initial -
certification state examination provided;by thie director: The clerk shall administer the initial'certification
state examination to each applicant. =+, " _ . ) M

Toewer -

b. The clerk shall commui 1catetheappliqan%’,§ P#Séaggpﬁ&?iilitgﬁfé‘f'%h’ ‘eXamination uj’ writing to the
applicant not more then fondays from the.dafethe.applicant tack the examination:, .
(1) The applicant will:not receive the examination $coreycees: Servers S iz 90
(2) If the applicant fails the examination, the clerk shall inform the applicant that a reexamination is
required to meet all qualifications for initial certification and shall provide the applicant with information
on the procedures for reexamination.

(3) an applicant may, on written request, review the applicant’s answer sheets and grades under the terms
and conditions prescribed by the director.

(4) The applicant shall not copy materials provided for the applicant’s review.

(5) The applicant shall conduct the review during business hours in the presence of the clerk.

¢. Reexamination. If the applicant fails the initial certification state examination on the first attempt, the
applicant may retake the examination one time under the following conditions:

(1) The applicant is not otherwise disqualified from retaking the examination;

(2) The applicant takes the reexamination within 90 days of the date of filing the application;

(3) The applicant is provided and shall take a different examination than the one the applicant took for the
initial reexamination;

(4) If the applicant fails the reexamination, the applicant shall wait 90 days from the date of
reexamination to submit a written request for an additional reexamination under the following conditions:
(a) The applicant may submit a request in writing addressed to the presiding judge requesting

consideration for an opportunity to reapply and sit for the initial certification state examination for a third
time;
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(b) Proof of attendance and satisfactory completion for a course of study specific to the private process
server profession shall accompany the written request to assist in demonstrating the circumstances and
reasons for believing the applicant now possesses the knowledge of the minimum competencies as a
private process server to pass the examination; and

(c) If the presiding judge grants approval for the applicant to take the examination for a third time, the
entire application process begins again, including the payment of fees. A presiding judge’s decision to
deny the applicant’s request to sit for a third examination is final and there is no right to a hearing. If the
applicant’s request to sit for a third examination is denied, the applicant may not file a new application
until twelve months after the presiding judge’s decision to deny.

d. The director shall provide multiple versions of the initial certification state examination to the clerk and

the clerk may not use any other examinations. Applicants and the public may not obtain copies of the
examination or the answer sheet.

e. The director shall establish the passing score on the initial certification state examination.

f. an applicant is disqualified from taking any future examination if the presiding judge, based upon
information forwarded to the presiding judge by the clerk, determines the applicant engaged in fraud,
dishonesty, or corruption while taking the examination or any subsequent examination.

4. Decision Granting Certiﬁcation.

upon order of the Jjudge;
certification in accordance \

Procedure: G 3
t-ls‘ﬁled be

qmptly 1s§ueﬁa9 ldqitlﬁéanon car ) an qpphcant quahﬁed for
gde:sec tlon Purs"uaﬁt%ofk il

[Ulpon approval of the ‘courtior presndlng Judge thereof Jn,the County: whpge the: apphc ant:

registered with the clerk as a‘certified private process server until such certification is w:thdrawn by the
court. The clerk shall maintain a register for this purpose. Such certified private process server shall be
entitled to serve in such capacity for any court of the state anywhere within the State.

b. Certification. Upon receipt of the state and national criminal history records checks, pursuant to A.R.S.
§§ 41-1750 and -1758, and applicable federal laws, the presiding judge shall consider the information and
grant or deny certification. Before granting certification, the presiding judge may require additional
background information reasonably necessary to determine if the applicant meets the qualifications
specified in this code section. For good cause shown, the presiding judge may grant certification to an
applicant pending receipt of the national criminal history record checks, if there is a delay in the
processing of the criminal history checks that is beyond the control of the applicant or the court.

c. The presiding judge may transfer the certification of an individual to the county of residence or another
county if appropriate.

d. Certificate Status. All certificates are valid until expired, surrendered, suspended, or revoked.

5. Denial of Initial Certification. The presiding judge:

a. Shall deny certification of the applicant if the applicant does not meet the qualifications or eligibility
requirements at the time of the application described in subsection (E) or has not submitted a complete
application with all deficiencies corrected, with the applicable documents and fees.

b. The presiding judge may refuse to certify an applicant if one or more of the following is found:
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(1) Material misrepresentation, omission, fraud, dishonesty, or corruption on the part of the applicant in
the application for, or attempt to obtain, certification, including the examination;

(2) A record of any act constituting material misrepresentation, omission, dishonesty, corruption, or fraud
on the part of the applicant in business or financial matters;

(3) A record of conduct showing the applicant is incompetent or a source of i injury and loss to the public;
(4) A record of conviction by final judgment of a misdemeanor or felony, if the crime has a reasonable
relationship to the practice of the private process server profession or occupation, regardless of whether
civil rights have been restored. Pursuant to A.R.S. § 13-904(E), if the person’s civil rights have been
restored and there is no reasonable relationship to the practice of the private process server profession or
occupation, the presiding judge shall not deny certification solely based on the record of conviction;

(5) A record of denial, revocation, suspension, or any disciplinary action of any professional or
occupational license or certificate of the applicant by any federal, state, or local government or regulatory
entity thereof. The judge shall consider whether the underlying conduct in any other disciplinary action is
relevant to certification as a private process server;

(6) A record of a termination, suspension, probation, or any other disciplinary action regarding past
employment if the underlying conduct is relevant to certification as a private process server;

(7) The applicant has been found civilly liable by final judgment in an action involving fraud,
misrepresentation, material omission, misappropriation, theft, or conversion;

(8) The applicant is currently on probation or parole or named in an outstanding arrest warrant;

() 'I'he appllcant has v1ola,t§d\any Arlzona law, Arizona: ,_sules of Co rt this code sectlon or coun orders

(11) The apphcant has lated o 1gt, udicial ninistrative tl;lpll{l&l
(12) The applicant his made a false | ment bev v nﬁcation in suppont 7_f’m‘apphcatlon
for a certificate filed/b¥.¢ andthér peison; Y e
(13) The applicant has made a false or mislead

staff, or division staff;

(14) The applicant failed to disclose information on the certification application subsequently revealed
through the background check; or

(15) The applicant failed to respond or furnish information to the presiding judge, clerk, or judicial staff
when the information is requested and is in the applicant’s control or is reasonably available to the
applicant and pertains to certification or investigative inquiries.

oral or written statement to _]udlcxal off’ icers, judicial

c. The presiding judge shall consider any or all of the following criteria when reviewing the application
for certification of an applicant with a misdemeanor or felony conviction, pursuant to subsection
(EX(5)(0)(4):

(1) The applicant’s age at the time of the conviction;

(2) The applicant’s experience and general level of sophistication at the time of the pertinent conduct and
conviction;

(3) The degree of violence, injury, or property damage, and the cumulative effect of the conduct;

(4) The applicant’s level of disregard of ethical or professional obligations;

(5) The reliability of the information regarding the conduct;

(6) If the offenses involved fraud, deceit, or dishonesty on the part of the applicant resulting in harm to
others;

(7) The recency of the conviction;
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(8) any evidence of rehabilitation or positive social contributions since the conviction occurred as offered
by the applicant;

(9) The relationship of the conviction to the purpose of certification;

(10) The relationship of the conviction to the applicant’s field of certification;

(11) The applicant’s candor during the application process;

(12) The significance of any omissions or misrepresentation during the application process, and

(13) The applicant’s overall qualifications for certification separate from the conviction.

d. The presiding judge shall promptly notify all applicants denied certification of the reasons for the
denial, and the applicant’s right to a hearing.

e. an applicant is entitled to a hearing, pursuant to this subsection, on the decision to deny certification
upon written request received within fifteen days after receipt of notice of the denial. The applicant is the
moving party at the hearing and has the burden of proof.

f. Computation of Time. For the purposes of this section, the computation of days pursuant to Rule 6(a),
Rules of Civil Procedure is calculated as follows:

[T]he day of the act, event or default from which the designated period of time begins to run shall not be
included. When the period of time specified or allowed, exclusive of any additional time allowed under
subdivision (e) of this rule, is less than 11 days, intermediate Saturdays, Sundays and legal holidays shall

not be included in the comp tat\lon When:th ime is1).d ys‘or more, mtennedlélf.SaturdaYS
Sundays and Iegal holi i ' %

shall be’ mcluded unlg,‘
the end of the next dq,}»;{;:ﬂ hi

F. Role and Respondnbilities of Certlﬁcate Holders.. S RN LR
1. Code of Conduct. Each Certified process server ‘shall adhére to the code of conduct in subsectlon M.

2. Conflict of Interest. Pursuant to Rule 4(d), Arizona Rules of Civil Procedure, a private process server

“shall not be a party, an attorney, or the employee of an attorney in the action whose process is being
served.”

3. Identification Cards.

a. The identification card is the only official process server identification the court shall issue pursuant to
subsection E(4). A certified process server shall carry the identification card at all times when serving
process and promptly display it when requested by an interested party. This is the only form of
identification a certified process server may use except government employee process servers who may
use a government issued identification card in conjunction with the private process server identification
card.

b. Certified private process servers shall report lost or stolen identification cards to the issuing clerk
within three days of discovery of the loss. Upon filing an affidavit of loss with the clerk and payment of
any applicable fee, the clerk shall issue a replacement identification card.

c. Upon suspension or revocation of certification, the certificate holder shall surrender the issued
identification card to the clerk within three days.
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4. Change of Name or Address. A certificate holder shall notify the clerk in the county of certification of

any change in the legal name, business address, mailing address, home address, email address, or phone
number of the certificate holder within 30 days of any change.

5. Assumed Name. A certificate holder shall not transact business in this state under an assumed name or
under any designation, name, or style, corporate or otherwise, other than the legal name of the individual.

6. Fees. The applicant shall pay all required fees for certification, examination, and renewal of
certification. The clerk shall collect in advance these fees, which are non-refundable. Pursuant to A.R.S. §

11-445(1), “A private process server may charge such fees for services as may be agreed upon between
the process server and the party engaging the process server.”

7. Continuing Education. Certified private process servers shall complete ten hours of continuing
education each twelve months and shall submit documentation of completion of this continuing education
in a format approved by the director with the application for renewal of certification. Certified private

process servers shall complete continuing education classes that are relevant to the work of a process
server, pursuant to subsection L.

8. Employment Status of Private Process Servers.
a. Certified private process servers are not employees of the court, are not appointed by the court, and
may not, in any way, represent themselves as such

b. Private process serversimay:
peace officers pursuant‘,t y AT ona or. feder?l la,w. Approval asa ce e’d\prlvate proegss ser;yer does not,
in itself, confer peace offi tus on the holder £ '

G. Renewal of Certrﬁ e — LA
1. Expiration Date. A‘lllcer’hﬁcates efpxre at mxdmglft three yea?s from datei of issuance

P - g PO ¢

's
.3All certifications
shall continue in force until explred voluntarlly surrendered, placed on inactive status, suspended, or
revoked.
a. When a private process server has filed a timely and complete application for renewal of certification,
the existing certification does not expire until the administrative process for review of the renewal
application has been completed.
b. The presiding judge may request an informal interview with the applicant for renewal to establish if
additional information or an explanation of the information provided by the applicant is needed to
determine if the applicant continues to meet the qualifications for certification.
c. If the presiding judge denies the renewal application, the existing certification does not expire until the
last day for seeking a hearing on the decision to deny, pursuant to subsection H, or, if a hearing is
requested, until the final decision is made by the presiding judge pursuant to subsection H.
d. The certificate of a certificate holder who does not supply a complete and timely renewal application
and payment of the renewal fee shall expire as of the expiration date of the certificate. If the certificate
holder files an application within twelve months after the expiration of the certificate, the presiding judge
shall consider the length of time that has lapsed since the expiration of the certificate, the private process
server’s stated reasons for failing to renew the certificate timely, and the process server’s compliance with
all other provisions of this code section, including the completion of continuing education credits. The
presiding judge may require the private process server to submit additional information or complete
additional continuing education before renewing the certificate, or any other actions the judge deems
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appropriate. The presiding judge shall not allow a certified private process server to retake the initial
certification examination as an alternative to completing continuing education credits.

e. The expiration provisions described in subsection G(1)(a) do not affect the authority of the presiding
Judge to take disciplinary action, including suspension or revocation of the certification of a certificate
holder, if a complaint or investigation is pending prior to the expiration date.

2. Voluntary Surrender. A certificate holder in good standing may voluntarily surrender a certificate;
however, this surrender is not valid until accepted by the presiding judge. The presiding judge may
require additional information reasonably necessary to determine if the certificate holder has violated any
provision of the statutes, court rules, and this code section. The surrender does not prevent the
commencement of subsequent discipline proceedings for any conduct of the surrendered certificate holder
occurring prior to the surrender.

a. If the presiding judge accepts the voluntary surrender, the clerk shall designate the certificate of the
certificate holder as a “surrendered certificate holder in good standing.” The presiding judge shall notify
the certificate holder in writing within ten days after the acceptance of the surrender. The clerk shall
update the list of certified private process servers to reflect this change in status and shall notify division
staff.

b. The presiding judge shall not accept the surrender if there is a complaint pending against the certificate
holder. However, this does not preclude the presiding judge for entering into a consent agreement to
resolve the pending complai der of the certificate, pursuant to
subsection H. .
c. The pre‘"siding judge ; tary sufe r-of the certi 1cat10n, Gither accept
the surrender or mstltg ,ivscxplmary ptoceedmgs pursuant 30 subsection H. If the presiding judge
subsequently imposesa‘sanction. pursuant to subsectmn :Hupon. the4certlﬁcate of the suu:g;g\c{ered
certificate holder, the:clerk shall change the status s of:the. cemﬁcate holder from “sun' i ered cemﬁcate
holder in good standmg” tothat of a person s6' dlsclplmed 3 i - b

oy

A.,\&-

3. Application. A certified private process server whose certificate is in good standing may renew by
filing a completed certification application for renewal, paying all fees, and submitting all required
documents, including documentation of completion of the required hours of continuing education
pursuant to subsection L. The applicant shall file the application with the clerk in the county of residence
of the applicant. After January 1, 2013, a non Arizona resident who has been granted certification as a
private process server, shall apply for renewal of certification in the county where the initial application
for certification was filed and certification was granted.

4. Additional Information. Before granting renewal of certification, the presiding judge may require
additional information reasonably necessary to determine if the applicant continues to meet the

qualifications specified in this code section. This may include fingerprinting, reexamination, background
information, and updated photographs.

5. Decision Regarding Renewal.

a. If the presiding judge is satisfied that the applicant continues to meet all qualifications for certification,
as specified in subsection E(2), the presiding judge shall renew the certification of the applicant. The
presiding judge may refuse to renew the certification of an applicant for any of the reasons specified in
subsection E. The presiding judge shall promptly notify all applicants granted renewal of certification.
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b. The presiding judge shall promptly notify an applicant denied renewal of certification, of the reasons
for the denial and the applicant’s right to a hearing,

¢. an applicant is entitled to a hearing, pursuant to subsection H, on the decision to deny renewal of
certification upon written request received within fifteen days after receipt of notice of the denial. The
applicant is the moving party at the hearing and has the burden of proof. 17

6. Reinstatement after Suspension, Revocation, or Expiration of Certification.

a. A private process server whose certificate has been suspended or revoked by a final order of the
presiding judge, or whose certificate has expired, or been voluntarily surrendered, may apply for
reinstatement under the following conditions:

(1) an applicant for reinstatement shall file a written application for reinstatement with the clerk,
accompanied by the appropriate fees and the following documents:

(a) The reinstatement form and a copy of the final order of suspension or revocation, or date of voluntary
surrender or expiration of certification;

(b) A detailed description of the applicant’s occupation and sources of income or earnings derived during
the period between the filing of the final order by the presiding judge or date of expiration or surrender of
the certificate; and the date of application for reinstatement;

(c) A statement of every civil or criminal action and a copy of the action, where the applicant was either
plaintiff or defendant, since the submission of the last renewal application or, if no renewal application
has been submitted, then since the initial application was submitted;

(d) A list of all criminal ‘or' i ')Tlﬁnal Jucngents smoelthe submnssnon qf the last renewal appggatlon or,if
no renewal apphcatlon been' hitfe il :then sin St ti

date the clerk'iécéivgs the gpphcat;o;;; forrxemstgtqn\;em, ARG SR o N o5t

(f) A concise statement-of facts showing how‘the: appllcant for reinstatemerit has maiiftalﬁécli t'}i'é“iriinimum
competencies and knowledge during the period of time from the date of the final order of suspension until
the date the clerk receives the reinstatement application;

(8) A concise statement of facts showing how the applicant for recertification has maintained the
minimum competencies and knowledge during the time from the date of the order revoking the
applicant’s certificate until the date the clerk receives the application for certification;

(h) A concise statement of facts showing how the applicant for recertification has maintained the
minimum competencies and knowledge during the time from the date of the expiration or voluntary
surrender of the certificate until the applicant reapplies;

(i) A statement of facts supporting reinstatement and recertification as a certified process server, and

(j) A statement of facts demonstrating the applicant’s rehabilitation.

(2) The presiding judge may require additional information demonstrating that the applicant meets the
minimum competencies of the profession. The presiding judge may require the applicant sit for and pass
the initial certification examination in order to process the application or determine if the applicant meets
the minimum competencies of the profession. The applicant has the burden of proof to demonstrate, by
clear and convincing evidence, the applicant’s rehabilitation, compliance with all discipline orders and
rules, and that the applicant meets the minimum competencies of the profession. an applicant denied
reinstatement by the presiding judge has the right to a hearing pursuant to subsection (H), except if the

19
2 ARSA 3
2 www.ar izonaprocessserv €rs.org

posm s Anocunon ‘-‘3"-"’-“73-




694
695

696
697
698
699
700
701
702
703

704
705
706
707
708
709

710
711

712
713
714
715
716
717
718

719
720
721
722
723

724

725
726
727
728
729
730

731
732
733

Arizona Certified Process Server Study Guide
Published as a public service by the Arizona Process Servers Association

applicant fails to provide the information within the requested time frame. Failure to provide the
information may result in automatic denial of reinstatement without the right to a hearing.

(3) Upon submission of all reinstatement requirements of subsection (G), the applicant shall meet all
requirements of initial certification pursuant to subsection (E). The applicant for reinstatement after a
suspension or revocation shall also pay the fee for reinstatement.

b. The presiding judge shall not issue any certification under this section to any person whose certification
has been suspended until:

(1) The person seeking reinstatement of a suspended certificate has demonstrated all the requirements of
the suspension order have been met, and

(2) The person qualifies in accordance with the applicable provisions of this section.

c. The presiding judge shall not issue any certification under this section to any person whose certification
has been revoked until:

(1) One year has passed from the date of the presiding judge’s final order of revocation;

(2) The person seeking certification provides proof of satisfaction of any and all requirements in the order
of revocation, and

(3) The person again qualifies in accordance with the initial certification provisions of subsection (E).

H. Complaints, Investigation, Hearings and Disciplinary Action.
1. Complamts Filing am} General Pr‘ isi

,.-ﬂ..‘ i

ees, and cerﬁﬂdateJmolders shall

a. Fllmg of Complamt Alljudicial o, cﬂ' {

and any person may, noﬁfy presndmg Jugge 1f it r§ithal ificate holder has violated
applicable statutes, courbrules* ‘or thls codes‘ectlon Fhe e mplainant s| .a'll\make the m \ggmt in writing
with sufficient spec1ﬁql%to Perm;t furth%r}%vagstxggn n, Thgg mplmnt shau includ¢’ fhf ’qme , telephone
number, and address-of; the | ;omplamant The complamantcsehall 1ilé the. complamt w1th the'clerk-in the

county where the alleged violation by the certified process server occurred. The clerk shall forward the
complaint to the presiding judge.

b. Complaints Initiated by the Presiding Judge. In accordance with subsection H, the presiding judge may
direct court staff to investigate allegations of misconduct or violations of statutes, court rules, or this code
section that may result in a complaint, if such investigation protects and serves the best interest of the

public. Investigation may be ordered even if the complainant does not wish to have his or her identity
disclosed to the certificate holder.

¢. anonymous Complaints. The presiding judge shall not accept anonymous complaints.

d. Authority after Expiration. If a complaint or investigation is pending prior to the expiration date of a
certificate, the provisions of subsection G regarding the expiration of the certificate do not affect the
authority of the presiding judge to:

(1) Initiate a complaint;

(2) Investigate a complaint; or

(3) Take disciplinary action regarding the certificate of a certificate holder.

e. Standing of Complainant. A complainant does not have standing regarding any proceedings and is not a
party to any proceedings. The complainant may, upon request to the presiding judge, receive notice of any
public proceeding concerning the complaint or any consent agreements.
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f. Non-abatement. Unwillingness or failure of the complainant to cooperate with judicial officers, judicial
staff, staff of the clerk of the court, or division staff; withdrawal of the complaint or a specific allegation
of misconduct or violation contained in the complaint; settlement or compromise between the
complainant and the certificate holder; or restitution by the certificate holder shall not abate the
processing of any complaint or disciplinary proceeding.

g- Confidentiality. Information or documents obtained or generated by the presiding judge, clerk, director,
division staff, or court employees during an open investigation, or received in an initial report of
misconduct, are confidential except as mandated by court rules or this section.

(1) Confidential information may be disclosed during the course of an investigation:
(a)To judicial officers, court staff, the attorney general, county attorney, law enforcement, and other
regulatory officials;

(b) If the presiding judge makes a finding the disclosure is in the best interest of the public and the interest
is not outweighed by any other interests; or is not contrary to law.

(2) Upon a determination of probable cause, all information and documents are open for public inspection
unless:

(a) Confidential by law or public record rules adopted by the supreme court, or
(b) If the presiding judge determines further investigation is necessary, the information or documents and

L DERhY

‘\. B

2. Grounds.for Drscrp;me. ,certrﬁcate holder is sub_]ect to drsmphnary action if the presndrng judge finds
the cemﬁcate holder has[rengaged in one or more of the followmg

responsrblhtnes as requrre i ,"y‘law coutt rules, or this codé sedtion; S

b. Failed to cooperate or supply information to the presiding judge, clerk of the court, judicial staff, or
division staff by the specific time stated in any request;

c. Aided or assisted another person to provide services requiring certification if the other person does not
hold the required certification;

d. Conviction of a criminal offense while certified by final judgment of a felony relevant to certification;
e. Failed to provide information regarding a criminal conviction;

f. Exhibited gross negligence;

g. Exhibited incompetence in the performance of duties;

h. Evaded service of a subpoena or notice of the presiding judge;

i. The existence of any cause for which original certification or any renewal of the certification could have
warranted denial as described in subsection E or G.

J- Engaged in unprofessional conduct including:

(1) Assisted an applicant or certificate holder in the use of deception, dishonesty, or fraud to secure an
initial certificate or renewal of certificate;

(2) Failed to comply with any court order or other regulatory agency order relevant to private process
servers;

(3) Failed to comply with any federal, state or local law or rule governing the practice of the profession or
occupation;

(4) Failed to comply with terms of a consent agreement or restriction of a certificate;
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(5) Failed to retain client or customer records for a period of three years unless law or rule allows for a
different retention period,;

(6) Failed to practice competently by use of unsafe or unacceptable practices;

(7) Failed during the performance of any responsibility or duty of the profession or occupation to use the
degree of care, skill, and proficiency commonly exercised by the ordinary skillful, careful, and prudent
professional certificate holder engaged in similar practice under the same or similar conditions regardless
of any level of harm or injury to the client or customer;

(8) Failed to practice competently by reason of any cause on a single occasion or on multiple occasions by
performing unsafe or unacceptable client or customer care or failed to conform to the essential standards
of acceptable and prevailing practice;

(9) Used advertising intended to or having a tendency to deceive the public;

(10) Used a court certification to deceive the public in level of skills or abilities;

(11) Willfully made or filed false reports or records in the practice of the profession or occupation;

(12) Failed to file required reports, records, or pleadings in the practice of the profession or occupation;
(13) Performed the responsibilities or duties of the profession or occupation when medically or
psychologically unfit to do so;

(14) Engaged in habitual substance abuse;

(15) Engaged in undue influence over a client or customer to the benefit, financial or otherwise, of the
certificate holder or a third party; or

(16) Vlolated any statute mourt rule, or thls che sgctlon rqgardmg a conﬁdentnalrty requlrement

y._- (f

3. Initial Screening. The’ presidmg Judgq %hall determmerlﬁa complamt warrants further mvestngatron and
evaluation. If the comp“lg;nt is.outside the, Jurisdlctro -of thiei Prtvate Process Server Program, the
presiding judge shall:dismniss the complalntf ’The presldmg Judge amay refer the compla;n,tlte another state
agency or entity wrﬂnéqquqnon ST s e

AT REEITAR
] .;.\-‘.,-1 . - "“I" _,,-.\u

4. Preliminary Investrgatlon If warranted 'the pre51dmg _]udge shall have a prompt, dlscreet and
confidential investigation of the complaint made.

5. Request for Response from Certificate Holder. The presiding judge shall have the complaint sent to the
certificate holder within a reasonable period of time after commencement of the investigation and shall
require the certificate holder provide a written response. The presiding judge shall not proceed with
disciplinary action under this code section without providing this notice and the opportunity to respond.

6. Review of Complaint and Investigation. Upon completion of an investigation, the presiding judge may:
a. Determine that no violation exists and dismiss the complaint;
b. Order further investigation;

c. Determine that the complaint is appropriate for resolution without proceeding to formal disciplinary
proceedings, or

d. Determine that there is probable cause for belief in the existence of facts warranting formal disciplinary
proceedings.

7. Emergency Suspension. If the presiding judge finds the public health, safety or welfare requires
emergency action and incorporates a finding to that effect in the order, the presiding judge may order
emergency suspension of the certification of a certificate holder pending proceedings for revocation or
other action. The presiding judge shall institute these proceedings within 30 days of the issuance of the
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emergency suspension order. Upon order of the presiding judge, the clerk shall immediately notify all
presiding judges, other clerks, and the division staff of any emergency suspension of a certificate holder.
Upon receipt of the notice of emergency suspension, division staff shall immediately update the website
listing of the private process server to designate the emergency suspension of the certificate.

8. Formal Disciplinary Proceedings.

a. Commencement. The presiding judge may commence formal proceedings if the judge finds probable
cause to believe the certificate holder has committed misconduct under this code section and the
complaint is not appropriate for resolution by informal discipline. The presiding judge may, upon
commencement of formal proceedings, select a hearing officer or other appropriate designee pursuant to
subsection H(10). For uniformity, consistency and ease of reading, the term “hearing officer” throughout
this code section refers to the presiding judge, the hearing officer, or other officer designated by the
presiding judge.

b. Notice to Certificate Holder. The presiding judge shall have the formal statement of charges served on
the certificate holder with a notice advising the certificate holder of the certificate holder’s rights pursuant
to this code section. This notice shall comply with the provisions of subsection H(12).

9. Request for Hearing. All demands for hearing shall specify:

a. The section of this code section that entitles the person to a hearing;
b. The factual basis supportmg the request for hearmg, and

¢. The relief demanded. . o ;-

10. 'Appomlment of H 4

Ve QTR

11. Time line for Hegrink i hearmg ‘officer shall efisure’d s hearin
receipt of the request, if the request is made by a certlﬁcate holder unless postponed by mutual consent
for good cause. If the request is from the presiding judge, the hearing officer shall hold the hearing as
soon as practical at the discretion of the hearing officer.

12. Notice of Hearing. The hearing officer shall prepare and give the parties notice of the hearing at least
fifteen days prior to the date set for the hearing. The notice shall include the following information:

a. A statement of the time, place and nature of the hearing;

b. A statement of the legal authority and jurisdiction for conduct of the hearing;

c. A reference to the particular sections of the statutes, this code section, and policies involved;

d. A short and plain statement of the allegations or factual bases supporting the relief requested.
Amendments to the statement are permissible, and

e. If the hearing date has not previously been set, a statement indicating that, upon request, the certificate
holder will be afforded a hearing if the certificate holder makes the request in writing within ten days of
receipt of the notice.

f. Personal service or service by certified mail, return receipt requested to the last business address of
record with the clerk of the superior court, will accomplish service of the notice. For proof of service, a
verified statement service was completed shall be filed with the hearing officer. Service by mail is
complete upon deposit in the United States mail.

g. If a party is represented by an attorney, the attorney shall receive service.
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