OFFICE OF THE SHERIFF

501 EAST BAY STREET » JAGKSONVILLE, FLORIDA 32202-2975

John H. Rutherford
Sheriff

September 20, 2005

MEMORANDUM

To:  Appointed Process Server
From: George W. Dandelakes, Director of Police Servicas ————f%uu ;‘: ]"—"\,-5!33-3-\\

Re: Appointment and Service of Process Procedures

Section 30.15 (1) (a) and (b}, Florida Statutes mandates the Sheriff's responsibilities for serving
procass originating from Florida Courts. The Sheriff is-also requirad to 'serve such other procass as
may be directed to him and comes into his hands for service in his county (Section 48,021 (1), Florida
Statutes). Service of process may be performed by a Special Procass Server appointed by the Sheriff
(Section 48.021 (2) (3) and (4) Florida Statutes). The Sheriffs responsibiliies include oversight over
the process servers and their actions in serving process within Duval County.

in order to maintain accountability of the service of process within Duval County, all current procass
servers will be required to execute and retum the attached Agreement for Service of Civil Process.
in addiion you must provide proof of insurance as outlined in the Agresment togsther with a
completed IRS Form W-8. Beginning Ociober 1%, 2005, only process servers who have signed the
Agreement and complsted IRS Form W-8 will be assigned process. Proof of insurance as required in
the Agreement together with endorsements must be received no later than November 1, 2005,

Process servers must personally bring the Agroement for Service of Clvil Process, proof of
insurance and IRS Form W9 to the Civil Process Unit. The Civil Process Unit will be available
Monday through Friday 8:00 a.m. to 5:00 p.m., Saturday, September 24, 2005 and Saturday, October
1, 2005, 8:00 a.m. until 10:00 a.m, "

Effective October 1, 2005, process recsived by the Sheriffs Office will not be oulsourced to
companies for service. Instead, the process will be given directly to individual process servers using &
“top of the list” rotation. All non-enforceable civil process, along with a check for $20.00, payable to
the City of Jacksonville, must be submitted to the Civil Process Input Clerk at the Police Memorial
Building prior o service. The paperwork will be entered into our datsbase system, stamped with a
Sherilfs Office stamp and then assigned out for service. The process will be given to the individual
special process server for service and may not be subcontracted to another server. The process
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must then be retumed directly to the Sheriffs Office, The servica will then be chacked for
compliance, entered into the system and affixed with the Sheriff's seal. It will then be retumed to the
Clerk of the Court. Process will not be accepted by the Clerk's Office without the Sheriff's Office ssal.

In addition, when a particular server is requested by a citizen or attorey to serve their procass, that
procass must be reviewed and input by the Sheriffs Office before it is served. Once the individual
procass server has the process entersd into the Sheriffs Office database, it will be stamped and only
then may it be served. This is to insure service of process is parformed by current appointed procass
servers and that accountability for each process is esiablished. After service, the procaess server will
retum the paperwork to the Sheriffs Office, and it will be finalized as outlined in the previous

paragraph. :

Process servers will be paid $10.00 by the Sheriff's Office for all process served. No payment will be
made for non-service. This payment is applicable to private service as well as Sheriff's service.
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Unit at (904) 630-6428. :

Attachment: Agreement for Service of Chvil Procass
IRS FormW-8






