
IN THE COURTS OF THE FIRST JUDICIAL CIRCUIT 
OF THE STATE OF FLORIDA

ADMINISTRATIVE ORDER NO. 2009-69
(Vacates Administrative Order No. 2004-02)
(Vacates Administrative Order No. 2004-03)

IN RE:  PROCESS SERVERS

CERTIFICATION OF CIVIL PROCESS SERVERS

WHEREAS, Chapter 48, Florida Statutes, authorizes establishment by the Chief Judge
of each judicial circuit an approved list of certified process servers for that circuit, this order is
entered to provide the procedure to be followed in the First Judicial Circuit for the certification of
and removal of process servers in this circuit.  It is, therefore

ORDERED that:

1.   Each applicant shall complete under oath a copy of the application form provided by
the Escambia County Bureau of Community Corrections, hereinafter Bureau of Community
Corrections, and submit the application together with an application fee of $300.00 to the Bureau
of Community Corrections.

2.   Each applicant shall obtain and file with his/her application a Certificate of Good
Conduct on a form or in a format approved by the Bureau of Community Corrections.  The
Certificate of Good Conduct must be obtained from the Office of the State Attorney for the First
Judicial Circuit, M.C. Blanchard Building, 190 Governmental Center, Pensacola, Florida upon
payment of a fee, established by and collected by the Office of the State Attorney.

3.   Each applicant shall be examined for knowledge of the applicable laws pertaining to
service of process and conduct of a certified process server on a written test administered by the
Bureau of Community Corrections and must pass the written test before processing of the
application will begin.  If an applicant does not pass the written test portion of the educational
component of the application process, the applicant may take the written test a second time not
less than 30 days from the original testing date. 

4.   After successful completion of the written examination, each applicant shall file with
the Bureau of Community Corrections a bond in the amount of $5,000.00 issued by a surety
company authorized to do business in the State of Florida.

5.   Upon certification of the applicant by the Chief Judge, the applicant shall take,
execute and file an Oath of Office with the Bureau of Community Corrections.



6.   Upon certification of the applicant by the Chief Judge, the applicant shall be issued an
identification card pursuant to the form prescribed by §48.29(5)(b), Florida Statutes.  An
identification card fee of $35.00 shall be paid by the process server for replacement of the
identification card due to loss.  

7.   Certification as a process server will be for a period of 365 days from the date of the
Administrative Order entered certifying the applicant.  Application must be made for renewal on
or before the expiration of the applicant’s certification by administrative order.   Renewal will
require a written examination, a Certificate of Good Conduct, proof of a $5,000 bond, issuance
of a new identification card and recertification by the Chief Judge.  The fee for certification
renewal shall be $200.00, payable to the Bureau of Community Corrections.
  

8.   Each Administrative Order entered to certify an individual for process service shall be
filed with the Clerk of Court for each county within the First Judicial Circuit.  The Bureau of
Community Corrections shall maintain an accurate, complete and current list of all process
servers certified by the Chief Judge.

9.   The “return of service of process” shall be made by a certified process server on a
form approved by the Bureau of Community Corrections.

10.  Failure of any certified process server to renew his/her certification annually as
provided in this order, and to pay an annual renewal fee at the time of such renewal, shall result
in the process server’s removal from the list of certified process servers and immediate
revocation of his/her certification without notice or hearing.

11.  Certification of a process server may be revoked for any malfeasance, misfeasance,
neglect of duty or incompetence.  Upon any complaint made, or on the Chief Judge’s own
motion, an order to show cause setting forth the grounds for the suggested removal may be
directed to any certified process server by ordinary U.S. Mail to the process server’s address set
forth in his/her application, requiring that he/she appear before the Chief Judge at a set time and
place to show cause why he/she should not be removed from said list.  The Chief Judge shall
conduct a hearing at which the process server may appear and offer evidence.  The hearing shall
be summary in nature, and the formal rules of evidence shall not apply.  If, from the evidence
presented, the Chief Judge finds the process server guilty of malfeasance, misfeasance, neglect of
duty or incompetence, the Chief Judge may order the process server removed from the list and
may revoke the prior certification.  

12.  The Chief Judge may convene the First Judicial Circuit Process Server Grievance
Review Committee upon receipt of any complaint against a process server.

GRIEVANCE REVIEW COMMITTEE

13.  As an alternative to an order to show cause, the Chief Judge may convene The First
Judicial Circuit Process Server Grievance Review Committee to investigate any written



complaint received concerning the actions of a process server certified by the Chief Judge of the
First Judicial Circuit.

14.  The First Judicial Circuit Process Server Grievance Review Committee shall
hereinafter be referred to as “the Committee.”

15.  The Committee shall consist of those persons designated by the Chief Judge of the
First Judicial Circuit to serve on the Committee.  Additional members may be appointed by the
Chief Judge of the First Judicial Circuit.  Any member resigning from the Committee shall
advise the Chief Judge of the Circuit of his/her resignation in writing.

16.  The Committee recognizes that it is composed of attorneys who practice law in the
First Judicial Circuit.  If at any time a Committee member feels that there is a conflict of interest
concerning the attorney’s evaluation of a claim, the Committee member may excuse him/herself
from further proceedings with regard to the claim by advising the other Committee members of
the conflict of interest and taking no further part in the proceedings.  Any conflict of interest
urged by a party to the proceeding shall be noticed in the final report.  In the event any
Committee member is not available for a meeting to evaluate a complaint, the Committee, upon
the concurrence of two or more members, may request a member of The Florida Bar regularly
practicing in the First Judicial Circuit, to serve as a temporary member of the Committee for the
purpose of reviewing the complaint.

17.  Complaints received in the Office of the Chief Judge shall be forwarded to the
Committee by the Chief Judge for review.

18.  The Committee shall meet periodically, in its discretion, as necessary to handle the
grievance complaints and other business before the Committee.

19.  The Committee, in its discretion, may meet in a Committee of one, two, three or such
other number as it deems necessary and expedient to handle the business before the Committee.

20.  The Committee shall mail a notice of meeting not less than fifteen (15) days prior to
the meeting to the complainant and the affected process server advising them of the time and date
of the meeting.  The notice shall be signed by a member of the Committee as the Chief Judge’s
designee.  Service of the notice of the meeting shall be effected by mailing the notice, first class
U.S. Mail, to the address most recently provided by the process server to the Bureau of
Community Corrections and to the complainant at the address indicated in the written complaint.

21.  The notice of the Committee’s meeting shall be on a form prescribed by the
Committee, and shall be in the form of an order of referral from the Chief Judge of the matter to
the Committee for a review under these rules.
  

22.  The meeting shall commence promptly at the appointed time and place.



23.  The place of the meeting shall be in the discretion of the Committee, and may be held
anywhere within the Circuit.

24.  The Committee reserves the right to set meetings before or after regular business
hours for the benefit of the Committee members, the civil process servers and the public.

25.  The Committee proceedings shall be informal and shall not rely strictly on the Rules
of Evidence.

26.  In the event either party to the complaint does not appear at the appointed time and
place for the meeting, that party’s non-appearance shall be noted in the Committee’s report and
the Committee will continue the meeting and take evidence from the party present toward
making a recommendation accordingly.

 27.  The Committee shall advise the parties at the commencement of the meeting that it
is not the Committee’s position to make any adjudication or to issue or enforce any sanction
against either the complainant or the process server.  The parties shall further be advised it is not
within the scope of the Committee’s authority to make any finding or recommendation as to
whether any service effected binds the party to the jurisdiction of the court, requires a response to
the paper served, or has any other substantive legal effect.  The parties shall be advised that the
function of the Committee is to make a recommendation as requested by the Chief Judge as to
whether the complaint of conduct by the process server constitutes malfeasance, misfeasance,
neglect of duty, or incompetence as set forth in Chapter 48, Florida Statutes.

28.  The parties to the proceeding are limited to fifteen minutes per side total for their
presentation.  If there are more than two parties involved in a proceeding, the Committee shall
have discretion to otherwise apportion time, and shall advise the parties at the start of the
meeting.  The fifteen minute time period shall include such time as is reasonably necessary for
the Committee to review any documentary, photographic, or other evidence presented by a party.

29.   The function of the Committee is to provide a recommendation to the Chief Judge. 
The Committee will provide the recommendation to the Chief Judge of the First Judicial Circuit
through a written report.

30.  All complaints by a complainant shall be in writing.  If the complainant contacts  the
Bureau of Community Corrections orally, the complainant shall be advised that the complaint
must be in writing and sent to the Bureau of Community Corrections.  The complaint must
include the complainant’s mailing address and telephone number.

31.  The Committee’s report shall contain a brief summary of the evidence and statements
presented by the parties, and the conclusions drawn by the Committee.  The report shall also
contain a statement of recommended disposition, and a brief statement of reasons supporting the
recommendation.



32.  The Committee will advise the parties at the conclusion of the hearing that the parties
have a right to apply to the Chief Judge of the circuit for further review of the matter and
independent evaluation of the Committee’s recommendation.

33.  The Committee will encourage the parties at the meeting to try to reach some
mutually acceptable resolution.  If such resolution is reached, then it will be recorded in the
Committee’s report of proceedings.  The recommendation of the Committee may consist of a
recommendation of no action, a recommendation of a letter of reprimand to the process server, a
recommendation of suspension of the process server’s authority to serve process for a specific
period of time, a recommendation of a fine, a recommendation of a warning to the process server,
or a recommendation of immediate revocation of the process server’s certification.  It is to be
emphasized that these are recommendations, subject to de novo review by the Chief Judge who
shall make a final determination as to disposition of any complaint brought.

34.  The Committee report shall be final when it has been circulated to the Committee
members and each Committee member’s approval has been noted on the report.

35.  Once the Committee’s report is approved by the Committee members, the report
shall be final and there shall be no opportunity to re-hearing, amendment, modification by the
Committee or further proceedings before the Committee with respect to the claim.  All further
action concerning the claim shall be taken before the Chief Judge.

DONE AND ORDERED this 19th day of November, 2009.

Signed by: Terry D. Terrell, Chief Judge

Copies furnished to:

Escambia County Corrections Bureau, Community Corrections Division
All Judges, First Judicial Circuit
All Clerks, First Judicial Circuit
Office of State Attorney, First Judicial Circuit
Posted on www.FirstJudicialCircuit.org

http://www.FirstJudicialCircuit.org

