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This Connecticut State Marshal Manual was compiled by the State Marshal
Commission staff in accordance with Regulations of State Agencies Section 6-38b-4.
The Manual provides a brief overview of some of the common areas of state marshal
work. It contains information about state marshal duties and responsibilities as well as
sample forms and reference materials. This Manual is not comprehensive. In addition
it is not a substitute for the law and may not be relied upon as legal advice. Should
a state marshal require legal advice, he or she should contact a private attorney.

State marshals must ensure that their work is conducted in accordance with the
applicable law. Note that the law is continually subject to change. Accordingly, the
information in this manual may not reflect recent legislative changes. In addition, many
of the forms and publications provided in this manual were created by other state and
federal agencies and are subject to change by the issuing agencies. Marshals must ensure
that they are utilizing the most up-to-date forms and information. Any questions about
the forms or publications in this manual should be directed to the issuing agency.
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Summary

State Marshals

In 2000, the General Assembly created the state marshal system with Public Act
00-99. This system replaced the county sheriff system in place in various forms since
colonial times. State marshals are statutorily authorized to provide numerous services to
the public such as serving civil process (including restraining orders), serving and
collecting under executions, performing evictions, and executing capias mittimus
warrants. State marshals form an integral part of the judicial system as they provide
essential notice to parties of court orders and enforcement thereof.

State marshals are sworn public officers appointed by the State Marshal
Commission. At the time of appointment, state marshals affirm that they will uphold the
Constitution of the United States and the State of Connecticut as well as faithfully
discharge their duties according to law. State marshals are authorized to perform only
those duties specifically granted by statute. While actually engaged in these duties, a
state marshal is considered a peace officer. As officers holding a position of public trust,
state marshals must perform their work within the highest professional standards of
competency and integrity. State marshals are independent contractors. They are
responsible for running their own offices and keeping detailed client and financial
records.

State marshals are subject to professional standards of conduct which are set forth
in Regulations of State Agencies § 6-38b-6. See the References section of this manual.

State Marshal Commission

The General Assembly also created the State Marshal Commission
(“Commission”) with Public Act 00-99. The Commission is statutorily charged with the
appointment, training, and oversight of state marshals. Chapter 78 of the Connecticut
General Statutes sets forth the laws governing the state marshal system. Pursuant to
General Statutes § 6-38b, the Commission consists of eight members appointed by the
specified executive, judicial, and legislative branch appointing authorities. On October 5,
2009, the Commission became part of the Department of Administrative Services for
purposes of staffing. It retains independent decision-making authority.

The Commission meets periodically throughout the year to conduct business
under its statutory mandate. The Commission has adopted regulations which include
professional standards of conduct for state marshals. See the References section of this
manual. The Commission investigates violations of these standards of conduct and, upon
a finding of probable cause, convenes Oversight Committee hearings pursuant to the
Uniform Administrative Procedures Act (UAPA). In addition, the Commission oversees
the appointment and training of state marshals, sets a restraining order duty rotation,
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conducts/oversees audits of state marshal client fund accounts, and sets administrative
policies and procedures for the efficient and fair operation of the state marshal system.

State Marshal Advisory Board

Pursuant to General Statutes § 6-38c, there is a State Marshal Advisory Board
consisting of twenty-four state marshals. Annually, state marshals in each county elect a
certain number of board members to serve one year terms on the Advisory Board. The
Advisory Board meets periodically throughout the year to discuss issues important to
state marshals.

The Advisory Board appoints two members to serve as ex-officio (non-voting)
members on the Commission. The ex-officio members provide important and critical
input to the Commission on legislative, legal, policy, and other issues relevant to state
marshals.
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Complaint Process

Generally, to initiate the complaint procedure, a written complaint must be filed
on a complaint form and signed under penalty of false statement. The person filing the
complaint is known as the Complainant. The Commission, in its discretion, may also
initiate an “In Re” complaint based on a referral from the court, other state agencies, law
enforcement, or other official authorities. In addition, the Commission may
independently commence an In Re complaint, where appropriate, such as when the
marshal fails to acquire the requisite liability insurance.

Each complaint received is initially reviewed to determine if it falls within the
Commission’s jurisdiction. If the complaint is not against a state marshal or does not
allege that a state marshal violated the state marshal Standards of Conduct articulated in
Regulations of State Agencies § 6-38b-6 or otherwise took actions for which the
Commission may impose discipline pursuant to Regulations of State Agencies 8 6-38b-8,
the complaint will be administratively dismissed without prejudice. Note that, if a
complaint has been administratively dismissed, the Complainant is not precluded from
resubmitting his or her complaint to assert additional allegations which would, if true,
constitute a violation of the Standards of Conduct or otherwise implicate the
Commission’s jurisdiction.

If the complaint states a claim within the Commission’s jurisdiction, it will be
assigned a file number and the Commission office will forward a copy of the same to the
state marshal (called the Respondent). The marshal is required under the Standards of
Conduct to cooperate with the Commission’s investigation of the complaint, including
filing a written response. Regulations of State Agencies § 6-38b-6 (14). When the
Respondent submits a written response to a complaint, the Complainant is sent a copy
and may file a supplemental submission. Note that, once the Complainant files his or
her supplemental submission, the Commission generally does not accept additional
materials from the Complainant and anything submitted will be returned without
review. If a hearing is held, then the Complainant and Respondent may submit
additional evidence and exhibits.

If the Complainant files a supplemental submission, the Respondent will have the
opportunity to submit a supplemental response. Note that, once the Respondent files
his or her supplemental submission, the Commission generally does not accept
additional materials from the Respondent and anything submitted will be returned
without review. As noted above, if a hearing is held, then the Complainant and
Respondent may submit additional evidence and exhibits. The Commission may make
additional inquiries or conduct further investigation if the situation warrants or if more
information is required.

The Commission reviews complaint files in due course, generally in the order in

which they are received, at a public meeting (generally held monthly). The Commission
first considers whether to dismiss the matter or find probable cause for an Oversight
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Committee hearing held at a later date. Both the Complainant and the Respondent
receive notice of the meeting at which the Commission is considering the matter pursuant
to General Statutes § 1-200 (6) (A). These meetings are public and the agenda is made
available to the public pursuant to the Freedom of Information Act. While anyone may
attend this meeting, neither the Complainant nor the Respondent (or anyone else) is given
the opportunity to address the Commission or to supplement the record.

The Commission’s discussion of the complaint is conducted during executive
session as it pertains to the performance and evaluation of the marshal. The Respondent
may request in writing that the discussion take place on the public record of the meeting.
After consideration, the Commission votes on the public record to take the action it
deems appropriate, including voting to dismiss the file, or voting to find probable cause
and assigning the matter to the Oversight Committee for a public hearing. These hearings
are held in accordance with the Uniform Administrative Procedures Act (UAPA).

If the Commission decides to dismiss the matter, the Complainant and
Respondent will receive a letter stating the same. This decision is final. The Commission
does not reconsider its decision to dismiss a complaint.

If the Commission finds probable cause for a hearing, the Complainant and
Respondent will receive a copy of the Commission’s probable cause findings. Notice of
the hearing will be sent to the Complainant and Respondent at least 10 days before the
hearing date. Oversight Committee hearings are public and recorded. The Oversight
Committee will consist of one or more hearing officers that are Commission members.
Generally, the Complainant is not required to appear at the hearing. If the Complainant
does not appear, this absence is weighed by the Oversight Committee in rendering its
proposed decision. The Respondent is required to appear. The Respondent and the
Complainant, if present, will be asked to present testimony to the Oversight Committee
under oath.

After the hearing, the Oversight Committee will issue a proposed decision, which
will be considered by the full Commission at one of its meetings. The proposed decision
and a notice of the meeting will be circulated to the Complainant and Respondent prior to
the meeting. If the Respondent is adversely affected by the decision, he or she is afforded
the opportunity to file exceptions and present briefs and oral argument to the
Commission. Note that, at this juncture, no new facts may be presented to the
Commission.

The Commission’s discussion of the proposed decision is conducted during
executive session as it pertains to the performance and evaluation of the marshal. The
Respondent may request in writing that the discussion take place on the public record of
the meeting. The Commission’s final vote will be on the public record. The Commission
may vote to adopt the proposed decision as its final decision or may vote to amend the
proposed decision. Once the Commission adopts its final decision, it will be mailed to
both the Complainant and the Respondent. If the decision is adverse to the Respondent,
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he or she has the opportunity to request that the Commission reconsider its final decision
and/or to appeal the matter to the Connecticut Superior Court pursuant to the UAPA.

Complaint files are maintained by the Commission in accordance with the state
records retention policies. Complaint files are public records and are, accordingly, to the
extent they are not exempt under law, accessible to the public pursuant to General
Statutes § 1-210.
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Sample Complaint Form

COMPLAINT AGAINST STATE OF CONNECTICUT

STATE MARSHAL STATE MARSHAL COMMISSION

Re: 5-2017 FAX: 860-622-2938
INSTRUCTIONS

1 Complete this form using black ink and retain a copy for your records. Please type or print neatly.
2. Attach documents that are specifically related to the complaint (if any).
3. Send the original complaint to the following address:

TO: DAS/STATE MARSHAL COMMISSION, 450 Columbus Boulevard, Suite 1504, Hartford, CT 06103.
NAME OF PERSON MAKING COMPLAINT (Complainant) TELEPHONE NO.

ADDRESS OF COMPLAINANT (No., Street, Town, State, Zip)

NAME OF STATE MARSHAL COMPLAINED AGAINST TELEPHONE NO.

ADDRESS OF STATE M A RSHAL (if kn~wn)

DESCRIBE YOUR 1 LATIONSHIP T T} "STATT 1. XSHAL' £ 1ST ESUBN 'TC YOURCOMP \INT (check one)

[0  Thired the state 1. "1 L Oth @ wseb Alvdes bety ofinvolvemeni ! e marshal)
[0  The state marshal serve. orat ! A W A
to serve me.

SUBJECT OF COMPLAINT
[0  Civil servicefreturn [0 Landlord/Tenant (including eviction)

[J  Execution (e.g. wage, bank property, tax) [J Family Law(including restraining orders)
[0 Other Please briefly describe the subject maiter of your complaint).

TIME FRAME OF CONM LAINT

EXPLAIN, PREFERAB 7 IN CHRC 61 'GICAL ORL R, THED. KJL OF W COMPLAIN'
O  (check if addit 1al materi- s att. ‘hed)

EXECUTED UNDER PENALTIES OF FALSE STATEMENT X /
(Connecticut General Statutes Section 53a-157b) SIGNED (required) DATED (required)

Intentionally making a false written statement on a form bearing notice which is intended to mislead a public servant in the performance of his or her official function,
is a class A misdemeanor and violators are subject to criminal penalties including impri: for up to one year and/or a fine of up to $2,000. General Statutes §
53a-157b (a).

FOR OFFICE USE ONLY
DATE STAMP ASSIGNED COMPLAINT NO.
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STATE MARSHAL COMMISSION
SUMMARY SUSPENSION
POLICY

Pursuant to State Marshal Commission Regulations Section 6-38b-8(a), an
emergency suspension of the appointment of a state marshal by the State Marshal
Commission can take place and shall be in accordance with the process contained in
section 4-182(c) of the Connecticut General Statutes, (Uniform Administrative
Procedures Act).

Under Conn. Gen. Stat. Sec. 4-182(c), if the State Marshal Commission finds that
public health, safety or welfare imperatively requires emergency action, and incorporates
a finding to that effect in its order, summary suspension of a state marshal’s appointment
may be ordered pending proceedings for revocation or other action. These proceedings
shall be promptly instituted and determined.

To implement this power, the State Marshal Commission can act through the
Chairperson, or if not available, the Vice Chairperson, or any other Commissioner, or the
full Commission, if circumstances so warrant. The assistance of the Administrative
Office of the State Marshal Commission, or other resources deemed necessary, shall be
available to implement the issuance of the order, and any further proceedings. Once
issued, the order will be sent by certified mail, regular mail, and if possible by facsimile,
and e-mail, to the state marshal with an effective date of the order of the summary
suspension.

Within seven (7) days of the effective date of the summary suspension order an
evidentiary hearing on the status of the summary suspension will be afforded the state
marshal by at least one of the Marshal Commission members, who can act as hearing
officers. The hearing officer can rule on the record, or within 48 hours of the evidentiary
hearing, whether the summary suspension order should be ended, remain in place, or on
whether any other actions are deemed appropriate. Any order of the hearing officer will
be noticed as noted above.

If the summary suspension order is ended then the matter can be reviewed in the
complaint process of the Commission in due course. If the summary suspension remains

in effect, the State Marshal Commission will expedite the complaint process of the
underlying matter for a prompt determination.

5-25-11

12|Page Connecticut State Marshal Manual 2017



1. BANK EXECUTIONS
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Summary

Definitions

A Financial Institution Execution (commonly referred to as a “bank execution”)
is a court order that allows a judgment creditor, through a levying officer (state marshal
or constable), to collect on a judgment directly from the judgment debtor’s bank account.
Generally, when a judgment debtor fails to pay off a judgment, a judgment creditor can
apply to the clerk of court to issue a bank execution. Under this type of execution, the
state marshal serves the bank and then the bank pays the marshal any non-exempt funds
in the judgment debtor’s account (if any) up to the judgment amount plus interest (if
awarded) and fees. The marshal deposits the funds into his client fund account and then
disburses the funds to the judgment creditor, less his or her fee, to pay down the judgment
amount.

The following procedures refer to bank executions involving natural persons.
Executions involving non-natural persons and executions based on tax warrants have
their own, similar procedures. While this manual provides some basic information about
bank executions, the procedures are set forth more completely in the Connecticut General
Statutes. See the Major Statutes subsection at the end of this section for applicable
statutory references.

Service

A state marshal must serve a bank execution within seven days of receipt. To do
so, the state marshal must make a demand in person for the execution amount, including
the judgment amount, post-judgment interest ordered (if indicated on the execution), and
the state marshal statutory fee, on a bank which has its main office in the state marshal’s
county, or if no such main office exists, then on a properly designated employee at a
properly designated branch of the bank located within the state marshal’s county. Note
that, when the state marshal commenced the underlying civil action in his or her county,
he or she may serve a post-judgment execution, including a bank execution, in another
Connecticut county. See the Out-of-County State Marshal Work subsection of the Civil
Process section of this manual.

The state marshal should obtain information about the judgment debtor from his
or her client or attorney including the names of banks where the debtor is suspected to
have an account and/or the account number, if available. Note that the marshal is not
obligated to research potential banks for the creditor and is not required to accept a bank
execution where the judgment creditor has not provided information about the debtor. In
addition, while the marshal may accept an execution without information about the
debtor’s bank accounts and may attempt collection within the statutory timeframe, the
bank may question an execution if there is not sufficient identifying information about
the account holder.
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By statute, a state marshal shall not serve more than one bank per judgment
debtor at a time. After making his or her demand, the state marshal must serve a properly
endorsed, true and attested copy of the execution, and an affidavit and exemption claim
form (JD-CV-24a), on the bank officer upon whom the demand was made. In support
enforcement matters, the marshal must also provide an affidavit signed by the marshal
attesting that there is an overdue support amount of five hundred dollars or more which
accrued after the entry of an initial family support judgment.

The state marshal must provide the bank with certain information about the
execution. This is typically done by providing a cover sheet. The marshal should
provide the name of the judgment debtor, the execution balance, post-judgment interest
(if ordered and noted on the execution), the state marshal’s fee, and the $8.00 statutory
fee due to the bank if monies are actually removed from the judgment debtor’s account.
The marshal should inform the bank that it must distribute any monies from the judgment
debtor’s account directly to the marshal and not to the judgment creditor, or to his or
her attorney. After service, the marshal must provide a return which identifies each bank
to which the marshal has made a successive demand. See the sample returns in the
References section of this manual. It is helpful to include boxes on the return in which
the marshal can list the bank served and/or in which the bank may provide information
including its stamp when responding to the marshal’s demand.

Fee: The state marshal’s statutory fee is currently 15% of the total amount of the
execution, including the judgment amount and any post-judgment interest ordered by the
court. For example, if the judgment amount is $1,000 and there is no post-judgment
interest ordered, the state marshal fee will be $150. Accordingly, the total amount to be
collected will be $1,150. If the bank distributes $1,150 to the marshal from the debtor’s
account under the execution, the marshal should forward $1,000 to the judgment creditor
and retain $150 for his or her fee. Note, however, that if the amount collected is less than
the total execution amount, the marshal may only collect his or her 15% fee on what is
actually collected under the execution. In addition, the marshal should calculate his or
her fee without including the fee in the base sum of the execution, so that he or she is
only taking 15% of the judgment/interest amount and not also taking a fee on his or her
15% fee.

Using the previous example on a $1,000 judgment amount, if the bank distributes
$800 to the marshal, the marshal should forward $695.65 to the judgment creditor and
retain $104.35 (15% of $695.65) for his or her fee. The judgment amount would then be
reduced by $695.65 leaving $304.35 on the judgment. As discussed below, the judgment
creditor would then apply to the court for a new execution on the remaining judgment.

The marshal may only collect a fee if funds are collected. Also note that a

marshal may not collect an administrative fee or mileage in addition to the 15% statutory
fee. If the marshal collects funds under an execution, but they are so nominal that it will
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not provide for a $30 fee, the marshal may seek a one-time $30 minimum fee under
statute.

45-Day Cycles: After service of an execution on one bank, the serving officer
may not serve the same execution or a copy thereof upon another bank until receiving
confirmation from the first bank that the judgment debtor had insufficient funds available
for collection to satisfy the execution. Once service is made within the seven-day period
and the bank confirms to the state marshal that, for an appropriate reason, there are no
funds or no available funds—such as there being no account or no or little money in an
account—the state marshal may make additional, sequential demands on different banks,
one bank at a time. Note that such additional, sequential demands must be made within
45 days from the date the state marshal received the execution. Also note that a marshal
is not obligated under law to make successive demands and, after receiving confirmation
from the initially served bank that no funds were available for collection, could prepare a
return indicating that the execution was unsatisfied. A marshal may not make a
demand on an additional bank until he or she has received confirmation from the
previously-served bank that there were no or insufficient non-exempt funds at that
bank. This prevents the marshal from potentially over-collecting on the judgment by
receiving payment from more than one bank which cumulatively exceed the execution
amount. The marshal should send a prompt return reporting to the judgment creditor on
each bank served, the bank’s response, whether and how much money was collected (if
applicable), and whether the execution was unsatisfied, partially satisfied, or fully
satisfied. Any funds collected must be timely distributed with the return.

Fully-Satisfied Executions: If the bank distributes funds that fully satisfy the
demand amount (including the judgment amount, post-judgment interest, and the marshal
fee), the marshal should prepare a return for the client designating that the execution was
fully satisfied. At this point, the marshal’s duties as to this judgment will have
concluded.

Unsatisfied Executions: If the bank confirms that there are no applicable
accounts or no or insufficient funds, the marshal should prepare a return indicating that
the execution was unsatisfied. As noted above, with client consent, the marshal may
continue to serve the execution on subsequent banks within a 45-day period. In addition,
once the initial 45-day period has concluded, if the execution is still unsatisfied, the client
may re-use the execution by authorizing the initial state marshal to start another 45-day
period of serving new, successive banks. The client may also provide the execution to
another marshal to serve on new, successive banks within a new 45-day period.

Note that under federal law, an execution involving a judgment debtor who is a
natural person may not be re-served on any bank that has already been served with
that execution. A marshal may only serve a served bank again if the court issues a new
execution. See Code of Federal Regulations Title 31, Part 212: Garnishment of Accounts
Containing Federal Benefit Payments.
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Partially-Satisfied Executions: If the initial 45-day cycle results in a payment
from the bank which partially satisfies the execution amount, the execution ends. Unlike
with unsatisfied executions, no re-service of a partially-satisfied execution is permitted in
subsequent 45-day cycles. Instead, the state marshal must provide a return so that the
client can obtain a new execution from the court for the remaining judgment amount.
The marshal must note the partial satisfaction on the original execution and on his or her
return.

Federal Exemptions: Certain federal benefits (Social Security, Veteran’s
benefits, certain Federal railroad benefits, and certain Federal retirement benefits) cannot
be withdrawn from an account to satisfy a bank execution. On the initial service, the
bank is required, within two days, to complete a two-month lookback (account review)
to determine if there are any federally exempt funds in an account. Excess funds beyond
the protected benefits are still subject to the execution and other claims of relevant
exemptions. See Code of Federal Regulations Title 31, Part 212: Garnishment of
Accounts Containing Federal Benefit Payments. This Regulation does not apply if the
United States is having the execution served, or if a state’s child support enforcement
agency is having the execution served.

Manner

The judgment creditor or his or her lawyer must calculate the total amount due for
court approval. State marshals may not collect post-judgment interest unless the box
on the original execution for court-ordered post-judgment interest is checked by the
court. Interest is set by statute. For many types of civil matters the interest rate is 10%
annually. As noted above, the state marshal will add his or her fee, which is 15% of the
sum of the execution and post-judgment interest (if applicable). There is also an $8.00
bank processing fee if there is money to be removed from an account.

Once the state marshal makes a demand on a bank and the execution has been
served, the bank is required, by its “midnight deadline” (midnight of the next banking
day), to remove and hold any non-exempt funds or funds not subject to particular security
interests. Under statute, the bank must send the judgment debtor and any secured parties
a copy of the execution, the affidavit, and an exemption claim form by mail. The bank
must then hold the funds for 15 days from the date of this mailing. As noted above, the
bank is also required to complete an account review for protected federal deposits. If the
debtor, or secured party, does not file a claim in court, the bank will release the funds to
the state marshal. The state marshal then deducts his or her fee and distributes the
execution money to the judgment creditor in accordance with General Statutes § 6-35.

If the debtor or secured party sends the bank an exemption request, the bank,
within two days of receipt of the request, must notify the clerk, and the court will set a
hearing date on the exemption. The bank will then hold the funds for 45 days from the
date the bank received the exemption notice from the debtor or secured party, or court
order, whichever is earlier. The bank may also, on its own claim that certain funds are

17|Page Connecticut State Marshal Manual 2017



statutorily exempt, give such notice to the judgment creditor. The judgment creditor may
then ask the court for a hearing. If the 45-day period runs without a court order regarding
a claimed exemption, the bank must return the funds to the judgment debtor’s account. If
the court orders distribution to the state marshal, the bank will release the funds and the
state marshal should distribute the funds to the judgment creditor in accordance with
General Statutes 8§ 6-35 as noted below.

Collection

When all statutory holding periods and all possible court proceedings have
concluded, the bank is required to transfer the funds to the state marshal’s client fund
account before the statutory midnight deadline. The state marshal is empowered by
statute to make demand for the money after any stay periods are over. Usually the bank
automatically forwards the funds after any stays are lifted, but it is incumbent upon the
state marshal to track his or her executions and make demands on the bank if it has not
transferred funds. If a bank distributes funds, the state marshal must ensure that the bank
is provided the eight dollar statutory fee for the bank’s money distribution costs. The
judgment creditor is responsible for this sum and can recover it as a taxable cost of the
action. The marshal should work with the judgment creditor or his or her attorney to
effect payment of this fee to the bank and may agree with the creditor to deduct the
amount from collected funds.

Pursuant to General Statutes § 6-35, State Marshal Commission regulations, and
the Audit Policy adopted by the Commission, a state marshal must distribute collected
funds to his or her client within 30 days of receipt, for sums up to $1,000, and
immediately, for sums $1,000 or more. General Statutes § 6-35 permits the marshal to
enter an alternate agreement with his or her client as to the timing of the distribution of
funds. Any such agreement, if entered, should be in writing and should be kept by the
marshal.

Returns

When the execution is satisfied in full or in part, the state marshal must prepare a
return and send the return and the signed original execution papers back to the
judgment creditor, or his or her attorney, along with any funds collected on the judgment.
With natural person bank executions, the marshal should prepare a return for unsatisfied
executions for every 45-day cycle, and the marshal should make arrangements with his or
her client to keep the original execution for successive 45-day cycles. The marshal
should note on the return all services on banks and the results thereof. Be advised that
General Statutes § 6-32 has a double damage liability clause against state marshals
regarding the failure to provide service or a return.
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Non-Natural Person Executions

There are no 45-day cycles where the judgment debtor is not a natural person.
Note that the marshal must still serve only one bank at a time under this type of
execution. The marshal may not serve a successive bank until the previously-served bank
provides confirmation regarding whether or not funds are available. The statute provides
that, if there is no response from the bank within 25 days after service, the state marshal
may serve another bank. As with natural person executions, the marshal must provide a
return reporting on the banks served, responses from the banks, and any funds collected.
The return must designate whether the execution was unsatisfied, partially-satisfied, or
fully-satisfied. Any funds collected must be timely distributed with the return although,
as noted above, the marshal and creditor may agree to a distribution schedule.

As with natural person executions, with non-natural person executions a fully-
satisfied execution ends the execution and the fact of the full satisfaction must be noted
on the original execution. Unlike with natural-person executions, where the judgment
debtor is not a natural person, a marshal may continue to re-serve a partially-satisfied
execution on successive banks, one bank at a time, unless a court rules otherwise. Also,
unlike with natural person executions, there is no federal restriction on re-service of the
execution on the same bank under the Code of Federal Regulations Title 331 Part 2, since
the federal benefits protected under those regulations only involve natural person
accountholders.

Alias Tax Warrants/Bank Executions

A state marshal may, on behalf of a town tax collector, serve bank executions
issued in connection with tax warrants. As with other types of executions, the marshal
may serve only one bank at a time for any given taxpayer. A state marshal cannot serve
another bank until the first bank sends confirmation to the marshal of no available funds,
25 days pass from a request for information, or there is service of a warrant.

When a state marshal intends to serve a bank with more than 15, and up to 250
individual tax warrants on a given day, the state marshal must, before making service,
make a request for information on the bank concerning whether funds exist. A state
marshal may, but is not required to send such a request for information where there are
less than 15 taxpayers. The request must be made by mail or facsimile to an office
designated by the bank and must include: (1) the name and last-known address of each
taxpayer who is the subject of the warrant, (2) the address to which the response can be
mailed or delivered or a facsimile number to which the response may be transmitted, (3)
in the case of a request transmitted via facsimile, the name, address, judicial district,
badge number and telephone number of the marshal serving the request, and (4) the
following statement:

To (insert name of financial institution): In accordance with Section 12-162 of the
General Statutes of the State of Connecticut, you are hereby commanded to report
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to (insert name of town or serving officer), at the address or facsimile number
specified in this request, whether the financial institution is indebted to the
taxpayer or taxpayers listed in this request.

The bank must respond to the marshal’s request for information not later than 5
business days, for requests listing fewer than 100 taxpayers, and not later than 10
days, for requests listing between 100 and 250 taxpayers. By statute, no request for
information can include more than 250 taxpayers. Once a state marshal serves a request
for information on a bank, he or she may not serve an additional request for information
on that bank until the bank has had an opportunity to respond within the applicable
statutory timeframe.

Banks are responsible for making the list of the designated branches for service
available to the tax collectors, and they may also file information with the State Marshal
Commission. If they fail to provide a designated list the statute provides broader options
for service.

Exemptions: Certain property of a judgment debtor is exempt from execution.
The most common exemptions for debtors who are natural persons are set forth in
General Statutes § 52-352b. It is important for state marshals to be aware of the exempt
property rules. Under the law, state marshals may face liability if they collect exempt
property under an execution. If a state marshal has doubts about whether certain property
is exempt, the state marshal can certify the question of the exemption to the court for a
hearing and a determination on the matter.

Accounting Procedures and Recordkeeping

A state marshal is required to abide by specific professional standards when
collecting, safe-guarding, and distributing client funds. Money collected under bank
executions must be kept in a Trustee/Client Fund Account and handled in accordance
with State Marshal Commission Regulations 8 6-38b-6 and the Commission Audit
Policy. See the Recordkeeping/Audit Policy section of this manual. Under General
Statutes § 6-38e, the State Marshal Commission is authorized to periodically review and
audit the records and accounts of state marshals. Marshals must also submit account
reconciliations to the Commission pursuant to the Audit Policy.
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Major Statutes

There are many statutes/regulations that touch on bank executions. The state
marshal should always check with his or her client, attorney (if applicable), and the
statutes if he or she has any questions about a particular execution. The following
reference list is not exhaustive and sets forth only the most important and commonly used
statutes covering bank executions:

52-367b Primary statute for executions against natural persons.

52-367a Primary statute for executions against non-natural persons.
12-162 Alias tax warrants: requests for information/bank executions.
36a-42 Authority for banks to disclose information to state marshals.

42a-4-104 (a) “Midnight deadline” definition.

52-261 (a) (6) State marshal fees under an execution (15% on the amount of the
execution; $30 minimum fee).

6-35 Timing for distribution of collected funds (not later than 30 days or
collection of $1,000, whichever first occurs).

6-32 State marshal duty to serve and make prompt and true return; liability.

52-352a Exempt property lists. Note that wage executions are one of the listed

52-352b exemptions for bank executions. See General Statutes § 52-367b (a).

52-321a

52-351b Discovery by judgment creditor (interrogatories).

52-397 Examination of judgment debtor. See General Statutes 8§ 52-46 and
52-46a for service.

52-350e Service of process in post-judgment matters.

52-362d Support enforcement collection matters.

37-3a & Post-judgment interest rate for certain civil matters.

37-3b

6-38e Audit authority of the State Marshal Commission.

6-38 (d) State marshal must perform work in order to collect a fee.
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52-55 Completion of service by another state marshal.

Federal Regulations: Code of Federal Regulations Title 31, Part 212 - Garnishment of
Accounts Containing Federal Benefit Payments/And Related Federal Rules and
regulations.

Forms

The following is a list of the common forms utilized for bank executions. Note
that these forms are updated frequently by the Judicial Branch. Accordingly, itis
important to verify that the most recent form has been utilized. These forms are available
at the Forms section of the Judicial Branch website located at:
http://www.jud.ct.gov/webforms/

JD-CV-24 Financial Institution Execution Proceedings - Judgment Debtor Who Is a
Natural Person, Application and Execution

JD-CV-024A Exemption Claim Form, Financial Institution Execution

JD-CV-024N Financial Institution Execution Proceedings - Judgment Debtor Who Is
Not a Natural Person, Application and Execution
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[11. CAPIAS WARRANTS
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Summary

Definitions

A capias or capias mittimus warrant is a civil arrest warrant issued by the court
ordering a proper officer to take an individual into custody for violating a court order or
for failing to appear in court after receiving a summons to appear, a subpoena, or a
citation. Most commonly, capias warrants are issued by family support magistrates in the
context of a child support matter where the individual who owes back child support has
failed to appear for a hearing. Note that the subject in these matters is not being arrested
for the failure to pay his or her child support, rather the warrant is issued based on his or
her failure to appear in court when summoned.

Authority

Capias warrants can be executed by state marshals, constables (within his or her
town or city), special policemen appointed by the Commissioner of Social Services, and
judicial marshals (if in the judicial marshal’s custody or inside the courthouse). Note that
indifferent persons are not authorized to execute capias warrants. Also note that, when
executing a capias warrant, a state marshal is not limited to his or her county of
appointment and is authorized to execute the warrant anywhere in Connecticut.

Capias Unit

There is a special Capias Unit of state marshals. To become a member of the
Capias Unit, a state marshal must complete specialized training on arrests, the use of
physical force, and civil liability. See the Use of Force Policy section of this manual.
State marshals who are members of the Capias Unit and have received law enforcement
training are best suited to do capias work. If a state marshal wishes to join the Capias
Unit, he or she must contact the State Marshal Commission office.

State marshals who are not on the Capias Unit may not utilize use of force
equipment (firearms, batons, pepper spray, or handcuffs) while executing a capias
warrant. Accordingly, a non-Capias Unit marshal may execute a capias warrant only
where the subject of the capias warrant voluntarily cooperates with the execution of the
warrant and no actions are needed to execute the warrant beyond the service of the
warrant and the consensual actions of the subject.
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Firearms

Under the Commission’s Use of Force Policy, a state marshal must receive
authorization from the Commission to carry a firearm while conducting his or her official
duties. See the Use of Force Policy section of this manual. To obtain this authorization,
the marshal must follow certain procedures including passing a psychological
examination by a licensed psychiatrist or psychologist, obtaining a State of Connecticut
firearms permit and a firearm inspection by a qualified individual, and obtaining
specialized training at the Police Officer Standards and Training Council Academy.
Only marshals who are both on the Capias Unit and who have obtained firearms
authorization from the Commission may carry a firearm while executing a capias
warrant. If a member of the Capias Unit would like to carry a firearm while executing
capias warrants, he or she must contact the Commission to initiate the process.

Manner

While an individual or attorney in the private sector may retain a state marshal to
execute a capias warrant, the vast majority of capias warrants executed by state marshals
consist of capias warrants issued by family support magistrates in child support matters.
In these matters, the state marshal will obtain the capias warrant directly from a local
Child Support Enforcement office of the Department of Social Services. Note that
generally the court will issue a capias warrant only where the subject failed to appear
after being served in-hand with a summons or subpoena.

Support Enforcement Services Procedure: The Support Enforcement Services
(SES) division of the Judicial Branch has issued a Capias Mittimus Policy and Procedural
Guide, attached to Administrative Bulletin 15-17 provided at the end of this section.
State marshals must read and follow these procedures when executing warrants on behalf
of SES.

Law Enforcement Notification: It is important that, prior to the execution of a
capias warrant, the state marshal notify local law enforcement that a capias arrest may be
occurring in their jurisdiction. This ensures that assistance will be readily available if
needed. It also minimizes the potential for confusion by law enforcement as to the state
marshal’s authority and actions.

Custody: The State Marshal Commission strongly advises that a state
marshal execute capias warrants with at least one other marshal. After identifying
the subject of a capias warrant, the marshal will execute the capias by physically taking
the person into custody. A state marshal should make a limited, protective search of
the arrested subject for weapons that pose a risk to the marshal or to court or correctional
facility personnel at the location where the subject is brought. Pursuant to the
Commission’s Use of Force Policy, the marshal may utilize handcuffs only if the marshal
is a member of the Capias Unit. The court, or family support magistrate, will set an
appearance bond upon the issuance of the capias warrant. An arrestee may be released
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from custody by the proper authorities if the bond is posted. State marshals do not handle
the bond work, but may inform the arrestee and/or his or her family members of the bond
terms.

Once the state marshal takes the arrestee into custody and secures him or her in a
transport vehicle (if applicable), the marshal must transport the arrestee to the proper
authority. The capias warrant will contain a description of where an arrestee should be
taken under given circumstances. Generally, if the relevant courthouse is open and
operational, the arrestee should be brought directly to the lock-up facility of the court that
issued the capias warrant. Upon arrival, the marshal will transfer custody to the judicial
marshals at the facility. If possible, the state marshal should avoid bringing the arrestee
to a courthouse lock-up facility close to 5:00 p.m., as judges, clerks, and judicial marshals
may not be available to handle the transfer. If the courthouse is not open, or the lock-up
facility lacks sufficient space, the state marshal must transport the arrestee to a
community correctional center within the relevant judicial district, or if none, to the
nearest community correctional center. The arresting marshal must remain at the
courthouse or correctional facility until the arrestee has been properly transferred.

In situations where a private capias warrant is issued without a bond, such as in
small claims matters, the state marshal may be asked to stay with the arrestee in the
courtroom until the court proceedings occur rather than transferring custody to judicial
marshals. There are also some juvenile courthouses where judicial marshals are not on
duty where the state marshal may be asked to stay with the arrested individual in the
courtroom until the court proceedings occur.

Courthouse Protocol: A state marshal must review and abide by the Judicial
Branch’s rules concerning courthouse protocol including but not limited to those rules
concerning access, security screening, identification, and weapons. See the Judicial
Marshals/Courthouse Protocol section of this manual.

Use of Private Vehicles: State marshals who use their own private motor
vehicles for support enforcement capias work have special indemnity liability coverage
under statute. See General Statutes § 6-30a. The law provides that the state will cover
for financial loss and expenses arising out of claims, demands, or suits against the state
marshal for personal injury, or injury to property by, or as a result of the actions of, any
person lawfully taken into custody and transported in the private vehicle. This coverage
is only available if no judgment is entered against the state marshal for a malicious,
wanton, or willful act.

Constitutional Issues

Execution of a civil capias warrant is a form of arrest or seizure which gives rise
to both United States and Connecticut Constitutional concerns. The Fourth Amendment
to the United States Constitution protects against unreasonable searches and seizures.
There is a similar provision in the Connecticut Constitution. Due to these concerns, a
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state marshal must take considerable care when arresting a subject, particularly when
doing so in the subject’s residence. A state marshal must obtain consent to enter a
residence to take someone into custody under a capias warrant. A minor cannot give this
consent.

It is critically important that any marshal executing a capias warrant read the
Attorney General’s Formal Opinion 2012-003 in the References section of this manual.
The opinion covers several constitutional issues, including the necessity of obtaining
consent prior to entering a residence and the prohibition on entering a third party’s
residence while executing a warrant. In addition, it concludes that, while state marshals
may pose investigative questions to third parties while attempting to execute a capias,
those individuals do not have to answer these questions and the marshal cannot detain
these third parties.

Note that the authority to execute capias warrants is civil. The State Marshal
Commission does not authorize state marshals to enforce criminal warrants or
criminal law.

Immunity: As state officials, state marshals are generally protected by qualified
immunity which shields government officials from liability for conduct taken within the
scope of their official duties. Whether an official qualifies for immunity is evaluated by
the court using a reasonableness standard. An official is entitled to immunity if (1) his or
her actions did not violate a clearly established constitutional right; or (2) the official was
objectively reasonable in believing in the lawfulness of his or her actions even if the
official violated a clearly established constitutional right. Connecticut ex rel. Blumenthal
v. Crotty, 346 F.3d 84, 101-02 (2nd Cir. 2003). Note that state marshals are not immune
from liability for wanton, reckless, or malicious acts.

Returns

A state marshal must file a return on the execution of a capias warrant. The return
must be prepared in a timely fashion so that the court has the return when the arrestee
appears in court, which can be within hours or days of the arrest, depending on whether a
weekend is involved. Generally with SES capias warrants, the state marshal will file his
or her return and his or her invoice simultaneously at the courthouse. Refer to the SES
Capias Processing Procedures manual attached to Administrative Bulletin 15-17 at the
end of this section.

Fees

SES Capias Warrants: The Chief Court Administrator sets the fees paid for
execution of capias warrants on behalf of the Judicial Branch in child support matters.
Currently, state marshals are paid a flat fee of $240 per marshal (and up to $480 for two
marshals) per capias warrant executed. If the marshal executes the capias warrant at a
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secured facility, the fee is set at a flat fee of $150, for one marshal only. To receive
payment from the Judicial Branch for executing a capias warrant, the state marshal must
submit an invoice form to the Accounts Payable Division of the Judicial Branch with
“capias” noted at the bottom of the form.

Private Capias Warrants: There is no statutory fee set for the execution of
private capias warrants. A state marshal may charge a reasonable fee. Such fees should
be set between the state marshal and his or her client prior to executing the capias
warrant, preferably in writing. Those fees set by the Chief Court Administrator would be
considered reasonable for the execution of a private capias.

Major Statutes

There are many statutes/regulations that touch on capias warrants. The state
marshal should always check with his or her client, attorney (if applicable), and the
statutes if he or she has any questions about a particular capias warrant. The following
reference list is not exhaustive and sets forth only the most important and commonly used
statutes covering capias warrants:

52-143 Capias warrants issued for failure of witnesses to appear after
served with subpoena.

52-400b Capias warrants issued for failure to comply with discovery,
turnover or protection orders.

1-3b Subpoena enforcement by Superior Court.

52-56 (d) State marshals can execute a capias warrant anywhere in
Connecticut. Note option of proper officer executing a clear and
accurate copy of a capias warrant.

6-30a (b) State indemnification when state marshal executes a support
enforcement capias warrant using his or her private motor vehicle.

6-38a (b) Right of entry on private property for state marshals in
performance of execution. But see Milner v Duncklee, 460 F.
Supp. 2" 360 (D. Conn. 2006) (outlining specific Fourth
Amendment rights during residential arrests under capias
warrants).

6-32 General duties of state marshal regarding serving and executing
civil process.
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29-1g

46b-231 (m) (1) (7)

46b-215 (a) (8) (C)

17b-745 (a) (8)

52-50

52-53

2-46
4-151

54-2a
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Child Support Enforcement special policemen for capias warrants.

Family support magistrates authority to issue capias warrants in
child support matters.

Support obligations/spousal and child support/capias warrants.

Persons supported by state/support payment orders/capias
warrants.

General civil service of process statute.

Special deputation — may be utilized in extraordinary
circumstances only. Execution of capias warrants may not be
delegated to a non-marshal.

Capias warrants issued by General Assembly.

Capias warrants issued by Claims Commissioner.

Criminal capias warrants. Note, state marshals are not empowered

to execute criminal capias warrants and are only empowered to
execute civil capias warrants.
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State of Connecticut
Department of Administrative Services
State Marshal Commission

W. Martyn Philpot, Jr, Esq. Robert Giuditta
Chairperson Interim Administrative Director
DATE: September 28, 2015
TO: State Marshals

Vo
FROM: Robert Giuditta, Interim Administrative Manager{///
SUBJECT: SES Capias Processing Procedures

ADMINISTRATIVE BULLETIN
15-17

The Support Enforcement Services (SES) division of the Judicial Branch has updated
and revised its Capias Mittimus Policy & Procedural Guide governing the assignment,
service, processing, and disposition of SES capias warrants. Please see the attached
memorandum from SES to the State Marshal Commission dated September 15, 2015,
enclosing the revised guide. For those of you currently performing capias warrants for SES,
or who may do so in the future, it is essential that you read through the document very
carefully. Proper communication and billing, as well as diligent handling of capias warrants,
is absolutely necessary and it is imperative that you follow all of the outlined procedures,
timelines, and administrative directives.

As an aid to SES and the public, the online state marshal list indicates which marshals
are on the designated Capias Unit. If you would like to have capias warrants assigned to you
by any given support enforcement office, it is important that you contact that SES office
directly to confirm that you are interested in being assigned capias warrants and to provide
any such office with your complete contact information, which may include your business
phone number, business address, cell phone number and e-mail address.

This Administrative Bulletin should also serve as a reminder that, in accordance with
the State Marshal Commission Use of Force Policy, only those state marshals on the Capias
Unit are authorized to possess and use equipment, such as firearms and handcuffs, while
executing capias warrants.

As always, thank you for your cooperation with this matter.

165 Capitol Avenue, Room 279
Hartford, Connecticut 06106
Tel. (860) 713-5372 Fax. (860) 713-7458
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support

EN F()RC_EM ENT
services
FOR CHILDREN
Raychel Carey, Program Manager I Support Enforcement Services,999 Asylum Avenue, 4™ Floor, Hartford, CT 06105
To: State Marshal Commission
From: Raychel Carey, Program Manager [
Date: September 15, 2015
RE: Capias Mittimus Procedural and Policy Guide

Dear Colleagues,

Support Enforcement Services (SES) spent the last year and a half tightening up the process surrounding
capias mittimus. Attached is the newest guide regarding capias as it applies to processing, assigning and
concluding capias orders.

The policies and procedures documented in this guide apply to any and all proper officers hired by SES
to execute these civil arrest warrants. The following is a list of highlights from the policy that are
expected of all proper officers utilized by SES:

o SES may assign each proper officer up to 30 noncustodial parents who currently have at least
one outstanding capias

» (Capias assigned to a proper officer may not be transferred to another proper officer without the
prior consent of SES; unauthorized transfer may affect payment for the execution

» All assigned capias must be returned to SES within 90 days of being assigned if not executed

« All proper officers shall record all of the attempts of service on the capias cover sheet as provided
by SES

¢ SES may at any time request the return of a capias document; should this occur, all documents
associated with that capias must be returned to SES within 48 hours of the request

e SES reserves the right to terminate assignment to any proper officer that fails to adhere to the
policy and procedures outlined in the attached document or fails to communicate with the offices
assigning the documents

« Only State Marshals and Constables are paid for executing capias mittimus

For this process to work, there must be clear and prompt communication between the proper officers
and SES. In sharing this guide with the State Marshals, please reinforce the need to respond promptly to
emails and calls placed by SES staff and administration.

If you have any questions, please contact me at 860-566-8723 x 309 or via email at
raychel.carey@jud.ct.gov.

31|Page Connecticut State Marshal Manual 2017



support

ENFORCEMENT
services

SECURING SUPPORT
FOR CHILDREN

Capias Mittimus
Policy & Procedural
Guide

State of Connecticut
Judicial Branch

Support Enforcement Services
Effective September 2015
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Capias Mittimus Process

A Definition of a capias mittimus

B. Who is authorized to serve a capias mittimus?

C. Capias Log Usage

D. Post-court activities on newly ordered capias

E. Generating the capias mittimus document

F. Required SES activities prior to assignment

G. Assignment to a proper officer

H. Rules of assighment and recall of capias documents

. Capias outcomes

Execution of the capias

i. Payment for the capias execution
iii. Vacating of the capias

Voluntary turn-in to the clerk’s office
Request for turn-in date

i. Incarcerated noncustodial parent
Vii.
viii.

Capias is lost or destroyed

Deceased noncustodial parent

Closed IV-D case

CP requests to hire private officer for service

J. Capias Reconciliation Process

K. Agency Capias Contacts
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A Definition of a Capias Mittimus

A capias mittimus is an order of the court that directs a State Marshal, a Town Constable
or other proper officer to arrest an individual and bring them before the court. Family
Support Magistrate authority to issue capias mittimus can be found in CGS §46b-231(m),
which states in part:

A family support magistrate in IV-D support cases may compel the
attendance of witnesses or the obligor under a summons ..., a
subpoena ..., or a citation for failure to obey an order of a family
support magistrate or a judge of the Superior Court. If a person is
served with any such summons, subpoena or citation issued by a
family support magistrate or the assistant clerk of the Family
Support Magistrate Division and fails to appear, a family support
magistrate may issue a capias mittimus directed to a proper
officer to arrest the obligor or the witness and bring him before a
family support magistrate. (emphasis added)

Please note that a capias mittimus order is intended to compel the individual to appear
before the court and explain why he or she failed to appear when summoned. It is not a
reflection of the individual’s compliance (or lack of compliance) with an underlying child
support order.

The capias mittimus order is a civil, not a criminal matter. In a formal opinion,1 the
Connecticut Attorney General stated the following:

“Connecticut law clearly distinguishes between civil arrest and
criminal arrests. The distinguishing characteristic of a criminal
arrest is that it results in a person being charged with an offense
for which a sentence of incarceration for a definite term and/or
fine may follow. A civil arrest merely brings a person to court to
testify or to respond to a civil claim. It seems clear to us, that a
capias is civil process.”(emphasis added)

! Connecticut Attorney General Richard Blumenthal Formal Opinion 2000-10
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Despite the differences between criminal and civil warrants, capias executions result
in an arrest and possible incarceration. Staff should take all precautions to ensure that
the capias is valid and appropriate. Staff should always err on the side of caution,
given the deprivation of liberty inherent in an arrest warrant.

B. Who is Authorized to Serve a Capias?

The following proper officers are authorized to execute capias mittimus orders in IV-D
child support matters:

1) State Marshals®

2) Town Constables®

3) Department of Social Services Special Police Officers®

4) Judicial Marshals®

Support Enforcement Services may only assign capias mittimus orders to the proper
officers in the preceding list. Although indifferent persons may effectuate other types of
civil service of process, an indifferent person is not authorized to serve or to assist in the
execution of a capias mittimus order.® Indifferent persons include but are not limited to:
bail (enforcement) agents, bounty hunters, and other individuals not expressly
authorized to serve civil capias mittimus documents.

C. Capias Log Use

The Capias Log shall be utilized in conjunction with CCSES to record the data specific to
the capias mittimus order entered by the court. Staff shall enter all capias activity, with
the exception of capias ordered with a stay, into the capias log as part of post-court
activity. This shall be done as soon as court has concluded to ensure the most updated
information is available.

‘ces §52-50(a) provides that all process shall be directed to a state marshal, constable or other proper
officer.

® Ibid

4 Pursuant to C.G.S §29-1g

® Pursuant to C.G.S §46b-225

SA legal opinion drafted by Court Operations — Legal Services (dated 12/14/06) concluded that Indifferent
Persons are not authorized to make or assist in the service of a capias mittimus order. An indifferent
person is not a Proper Officer.
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Capias Log Statuses shall be used as follows:

New, Not Assigned : use when the capias is initially ordered & generated by SES
Not Received From Clerk: use when the capias is initially ordered, is generated by
the clerk’s office & has not been received by SES

Received From Clerk: use when SES receives the capias generated by the clerk’s
office.

Assigned: use when assigning a capias to a proper officer

Returned, Not Assigned: use when a capias, previously coded as “Assigned” is
returned to SES by the proper officer

Returned to Clerk, CP Request: use when the CP wishes to hire a private marshal
to execute the capias.

Executed: use when the capias is executed by a proper officer

Vacated: use when the capias is vacated by the court during a reconciliation
project or because the capias was ordered in error

Vacated — Turn In: use when the capias is vacated as a result of a scheduled turn-
in court date

NCP Deceased, Returned to Clerk: use when SES determines the NCP is deceased
Case Closed, Returned to Clerk: use when the IV-D case is closed with SES

Capias Replaced — See Comments: use in special circumstances such as if a
duplicate original capias was ordered due to a bond amount change and the prior
capias was not vacated you must use the comments box to explain why coded as
such

Out of State: use if the NCP has bheen found to be reside outside of CT
Incarcerated: use if the NCP has been found to be incarcerated

Unable to Locate: use if all locate sources are negative for NCP locate information
Capias Lost: use if the original capias cannot be located

Court Date Pending: use when the capias is scheduled to be addressed by the
court (i.e. scheduled vacate court date or turn-in court date)

Other: use in special circumstances to separate this capias from the rest; you
must use the comments box to explain why coded as “Other”
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D. Post-Court Activities on Newly Ordered Capias

In the event that a family support magistrate or judge issues a capias mittimus order,
staff shall determine what category below best describes the order of the court, and
then staff shall follow the guidance provided below.

1) The court ordered a capias mittimus with a stay
Staff shall not generate the capias document and shall not pursue the creation of the
document through the clerk of court until the stay is lifted. Staff shall not input the
capias into the Capias Log. Staff shall take the following steps:

a. Generate and send the “capias with a stay” notification letter (CCSES Form ID:
“ACAPST”) to the noncustodial parent within one business day of the court
order. The letter shall:

i. identify the court continuance date, if applicable, and
ii. list the conditions under which the stay shall be lifted.

b. The notification letter will automatically set the enforcement code to “Capias —
Stay”.

c. The order shall be entered in CCSES order text, including the conditions
surrounding the stay.

d. If the court identified certain activities or conditions that will lift the stay, staff
shall set a CCSES diary to complete any required follow-up.

e. If the stay is lifted, staff shall follow the appropriate procedure identified
below.

2) The court ordered a capias mittimus without a stay
Staff shall either generate the capias document or take steps to secure the capias
document from the appropriate clerk of court in accordance with the procedures
defined in the “Generating the Capias Mittimus Document” section E of this Policy.
Staff shall:

a. Generate and send the capias notification letter (CCSES Form ID: “ACAPOR”) to
the noncustodial parent within one business day of the court order.

b. Staff shall indicate the date by which the noncustodial parent must request a
hearing date. The date shall be no longer than 7 calendar days from the date
of the letter. The capias notification letter will create a diary to track the 7-day
time frame.

6
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If the noncustodial parent calls within the required time frame, staff shall
provide a court date that is within 4 weeks of the request. Some court
locations may require more time to docket the matter to ensure it prints on
the court calendar. SES staff should work with their local clerk of court (or
UIFSA clerk, if appropriate) and presiding magistrate to determine if the
matter can be scheduled in a more expedited manner. Staff shall also generate
the Capias Invite Date Notice (CCSES Form ID: “ACAPIN”) and mail to the
parties. One page of the notice packet will print for the clerk so the court may
docket the case appropriately.

If the noncustodial parent fails to request a court date within the required 7
calendar days, SES may assign the capias to a proper officer in accordance with
the “Assignment of the Capias Mittimus to a Proper Officer” section of this
Policy.

In the event that the noncustodial parent contacts SES after the 7-day time
frame, staff must determine the whereabouts of the original capias. If the
capias mittimus was assigned to a proper officer staff shall provide the
noncustodial parent with the name and phone number of the assigned proper
officer. If SES is in possession of the original capias, staff shall offer a turn-in
court date to the noncustodial parent. Staff shall also indicate that the
individual may present him/herself to the clerk’s office named on the face of
the capias mittimus document.

The notification letter will automatically set the enforcement code to “Capias
Outstanding”.

Enter all capias related orders in CCSES order text, including: date, magistrate,
conditions, amount of bond and continuance date (if applicable).

. Create an entry in “Capias” category of CCSES Case Notes to track assignment

and activity related to the capias.

Create a new entry in the SES Capias Log. Please note that entry of ordered
capias in the SES Capias Log is a post-court activity that should be completed
upon return from court. Staff should not wait for the capias mittimus
document.

3) The court ordered a capias and directed SES to assign it immediately to a proper

officer
Staff s
capias
in the
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Staff shall:

a. Generate and send a capias notification letter (CCSES Form ID: “ACAPDR”) to
the noncustodial parent within one business day of the court order. The letter
shall not include the option to request a hearing date.

b. The notification letter will automatically set the enforcement code to “Capias
QOutstanding”.

c. Enter all capias related orders in CCSES order text, including: date, magistrate,
conditions, amount of bond and continuance date (if applicable).

d. Create an entry in “Capias” category of CCSES Case Notes to track assignment
and activity related to the capias. See CCSES screen that follows.

e. Create a new entry in the SES Capias Log. Please note that entry of ordered
capias in the SES Capias Log is a post-court activity that should be completed
upon return from court. Staff should not wait for the capias mittimus
document.

E. Generating the Capias Mittimus Document

The procedure for the generation of the capias mittimus document varies by Judicial
District. The document may be prepared either by the clerk of court or by a support
enforcement officer. Staff shall follow the process identified in Procedural
Implementation Memorandum 2005-09: Issuance of Capias by Support Enforcement
Officers Pursuant to C.G.S. §46b-231(s). Please note that in interstate matters the
appropriate clerk may be the SES UIFSA clerk.

A Family Capias Transmittal (JD-FM-204) must accompany every capias. If SES is
generating the capias, this form will automatically print when the capias document is
requested through CCSES (CCSES Forms ID: “ACAP14”). If the clerk’s office generates
the document and did not attach the Family Capias Transmittal, SES may generate one
from CCSES. (CCSES Form ID: “ACAPTN”). This document assists the direction of
payment of any cash bonds paid by the NCP at the correctional facility to effect release
prior to the hearing.
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1) SES staff shall complete the following mandatory steps prior to assigning the capias
document:

a. Conduct locate activities to identify a valid in-state address for the
noncustodial parent.

b. Check the Department of Correction status of the noncustodial parent. In the
event that the noncustodial parent is incarcerated, staff shall follow the
procedures highlighted in: SES Procedural Implementation Memorandum
2008-01: Vacating Capias of Presently Incarcerated Noncustodial Parents. Staff
shall code the capias in the Capias Log as “Incarcerated” and indicate the Max
Release Date in the Comments box.

¢. Check the criminal/motor vehicle and civil dockets to determine if the
noncustodial parent has an upcoming court hearing. In the event that the
noncustodial parent has an upcoming hearing, staff shall review the validity of
the capias on record for the noncustodial parent. If capias is valid, SES staff
shall contact the local Judicial Marshal Authority to refer matter for execution
by Judicial Marshal in the appropriate courthouse location.

2) If SES is unable to find a valid in-state address for the noncustodial parent, staff shall
not assign the capias. Staff shall continue to conduct locate activities and reassign
the capias mittimus document upon identifying new address information. Staff shall
code the capias in the log as “Unable to Locate”.

3) If there is a valid in-state address and the noncustodial parent is not incarcerated,
staff shall prepare a service of process package, which will include the following
documents for execution of the capias:

a. Original capias and one copy
b. JD-FM-204 Family Capias Transmittal
c. Capias Information Document (CCSES Form ID: ACADQC), including:
i.  Valid home address and/or valid employer address
ii.  Physical description
iii. Photo (i.e., if available either through the DMV or DOC)
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4) Prior to assignment of the document to a proper officer, staff shall confirm the
validity of the capias mittimus by checking the following:

CCSES order text

SES Capias Log

Court Operation’s EDISON program

“Capias” category of CCSES Case Notes

ID court file or UIFSA court file (Staff shall examine the appropriate court file in
the event that any questions arise regarding the validity of the capias mittimus
order after checking items a through d listed above).

moo oo

G. Assignment to a Proper Officer

Support Enforcement Services is respansible for assignment of capias mittimus orders
stemming from a IV-D child support matter.” Several factors impact the assignment of
capias orders, including the geographic territories in which a proper officer can serve a
capias mittimus. The following factors must be considered when assigning capias
mittimus documents:

1) State Marshals and Department of Social Services special police officers may serve
capias mittimus orders in any judicial district.®

2) Town Constables may execute capias mittimus orders in the town in which they
were elected.’

3) Judicial Marshals may serve a capias on an individual that is either in their custody
or in the confines of the courthouse for which they provide security.™

In addition to geographic considerations, staff must also weigh the availability of proper
officers when determining the assignment of capias. Support Enfarcement Services will
strive toward equitable distribution of capias mittimus orders between and among
proper officers. Each office shall maintain a list of individuals authorized to serve capias.
At a minimum, the list shall contain the proper officer’'s name, address, office telephone
number, cell phone number and email address, as available. Each SES field office shall

" Pursuant to the cooperative agreement between the CT Judicial Branch and the Department of Social
Services, SES is allocated the responsibility of assigning capias mittimus orders.

8C.6.S. §52-56(d)

°C.G.S. §7-89

% pyrsuant to C.G.S §46b-225

10
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be responsible for gathering the pertinent contact information for proper officers that
are assigned capias mittimus orders.

Capias assignments involving the DSS special police officers shall be coordinated directly
with each DSS special police officer in accordance with SES / DSS Capias Unit Referral
Procedures (Issued 1/22/2015).

SES shall regularly utilize the Judicial Marshals’ authority to execute capias mittimus
within the confines of the State courthouses. The assignment of capias to Judicial
Marshals is coordinated through the local Judicial Marshal Services (JMS) staff located
within the local courthouses. Staff may refer to JMS Policy 213-15 Service of Capias
Mittimus (Effective 8/1/14) for more details on the Judicial Marshal procedures.

Upon assighment or re-assignment to a proper officer, staff shall update the capias
status as “Assigned” in the Capias Log and “Capias” category of CCSES Case Notes on the
same business day.

H. Rules of Assignment and Recall of the Capias Documents

Capias documents shall not be transferred among proper officers without the prior
consent of Support Enforcement Services. SES will only authorize the transfer of the
original document. In the event that SES authorizes the transfer of the capias document
to another proper officer, staff shall immediately update the Capias Log and “Capias”
category of CCSES Case Notes to reflect the correct assignment of the document. It is
imperative that SES staff maintain accurate records regarding the movement of the
capias document from one proper officer to another. This is particularly true when
subsequent court activity impacts the underlying order (e.g., the court vacates the
capias). Therefore, staff shall verify that the proper officer assigned the original capias
was one of the proper officers to execute the capias. Staff shall advise proper officers
not in compliance with this policy that capias may no longer be assigned to them if they
do not follow this requirement.

Capias mittimus are assigned to proper officers for a maximum period of 90 days.™ If
the proper officer is unable to effectuate service within this time frame, the original

" Under certain circumstances, a proper officer maybe allocated a limited grace period beyond the 90
days to complete service. The proper officer must contact the assigning SES office to seek permission. In

11
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capias shall be returned to the Support Enforcement Services office that assigned it.
Capias referrals made to each proper officer for the 90 days period shall not exceed 30
noncustodial parents. If one noncustodial parent has multiple outstanding capias, that
noncustodial parent shall constitute one (1) referral.

Capias documents may be returned prior to the 90-day period if the proper officer has
determined that they are unable to serve the document. All proper officers shall record
their attempts clearly on the Capias Information Document/cover sheet documenting
any new information found during their course of work. SES staff shall update CCSES
with any new locate information and also record information relative to the return of
the capias in the Capias Log and “Capias” category of CCSES Case Notes, as applicable. In
addition, staff shall initiate locate activity to identify a new home or work address for
the noncustodial parent.

Any proper officer assigned a capias mittimus order must return the document upon the
request of Support Enforcement Services staff. In the event that a proper officer refuses
to comply with a request to return the capias document, staff should contact the SES
Administration Capias Liaison. Under certain circumstances, SES may require the return
of the original capias within a timeframe not to exceed two business days. The proper
officer shall make all attempts to comply with this request.

Failure to comply with a request to return a capias document may impact future
assignments to that proper officer. In addition, SES Administration will notify the
proper officer’s Administrative unit.

. Capias Outcomes

There are a variety of potential outcomes once a capias has been ordered. The following
section addresses some of these outcomes, as follows:

1) Execution of the capias

2) Payment for the capias execution

3) Vacating of the capias

4) Voluntary turn-in to the clerk’s office

the event that SES grants an extension, staff shall record the extension information in the Capias Log and
the “Capias” category of CCSES Case Notes.
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5) Request for turn-in date

6) Incarcerated noncustodial parent
7) Capias is lost or destroyed
8) Deceased noncustodial parent

9) Closed IV-D case
10) CPrequests to hire private officer for service

1) Capias mittimus execution

SES field office staff shall establish a method to prioritize cases coming from court with
capias activity, such that staff can process the post-court follow-up immediately upon
return to the office.

a. If a State Marshal, Town Constable or DSS special police officer executes a
capias mittimus order, the proper officer shall:"?

Vi.

vii.

Notify the SES office that the arrestee is being brought to court.

Comply with C.G.S. §54-64d and bring such person before the court that
issued the capias.

If the courthouse lockup is open, the proper officer shall transfer
custody to a Judicial Marshal.

If the court is in session, the Judicial Marshal shall present such person
before the court.

If the court is not in session but the clerk's office is open, the Judicial
Marshal shall present the noncustodial parent before the clerk.

If the court is not in session and the clerk's office is closed, the proper
officer shall, without undue delay, transport the noncustodial parent to
a community correctional center within the J.D. or, if there is no
community correctional center within the J.D., to the nearest
community correctional center.

Complete the Return of Service on the back of the capias document.
Please note that it is necessary to complete the “Place of Arrest” by
indicating the actual location where the arrest occurred. It is not
sufficient to indicate “Hartford” if the arrest occurred in Hartford. The
actual street address must be disclosed to ensure that the appropriate
fee is authorized.

2 |n the event that a Judicial Marshal executes a capias mittimus, the Judicial Marshal shall complete all
steps except iii and vi.
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viii. Attest to the arrest by signing the back of the capias, where indicated. If
two individuals completed the arrest, both proper officers must sign the
capias return. Both proper officers must indicate their fee under the
FEES section (if applicable).

ix. Make return of the signed original capias mittimus to the clerk of the
court identified on the face of the capias mittimus document.

X. Provide a copy of the capias mittimus to Support Enforcement Services,
as soon as possible, subsequent to the arrest.

b. SES staff shall immediately:
i.  Notify the custodial parent of the arrest and imminent court hearing.
ii. Update the Capias Log to reflect the arrest.
iii. Update the “Capias” category of CCSES Case Notes.
iv.  Record all court order related activity in CCSES order text.

2) Payment for execution of a capias mittimus

State Marshals and Town Constables operate as “independent contractors”*?, while DSS
special police officers and Judicial Marshals are state employees. State Marshals and
Town Constables submit invoices (Judicial form CO-17 or its equivalent, the State
Marshal Services Invoice) for services rendered. DSS special police officers and Judicial
Marshals are not paid for executing capias mittimus orders.

The Chief Court Administrator (CCA) determines the amount of money paid to execute
capias orders. The current fee schedule is:

In community arrest involving one State Marshal or one Constable 5240
In community arrest involving two State Marshals or two Constables $480
Secured facility arrest (only one proper officer is permitted to bill) $150

In the event that a State Marshal or Town Constable seeks a fee greater than the
established fees above, the proper officer must petition the court for approval. The
proper officer must obtain a Judge or Magistrate signature on the invoice. When
submitting the invoice for payment, a copy of the order authorizing the increased fee

13 Attorney General Richard Blumenthal drafted a legal opinion dated 2/2/07, which in part, identified
State Marshals as independent contractors.
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should be attached, if available. SES staff are not permitted to authorize payment of an
invoice in excess of the fees determined by the CCA.

Prior to authorizing payment of an invoice submitted by a State Marshal, staff shall
verify if the State Marshal is on the active State Marshal roster maintained on the
Judicial Branch internet website at:
http://www.jud.ct.gov/fag/Marshals/PDF/MarshalList.pdf. The State Marshal
Commission periodically updates the State Marshal roster. SES Administration shall
attempt to maintain a list of currently active State Marshals in the SES Capias Log. In the
event that a State Marshal name is not in the Capias Log, staff shall immediately notify
the SES Administration Capias Liaison.

Please note that a State Marshal may not knowingly bill for, or receive fees for, work
that such State Marshal did not actually perform.'* Consequently, prior to signing the
invoice, staff should examine the return of service to determine if the State Marshal
submitting the invoice is the same State Marshal that signed the return of service and
signed the invoice. The State Marshal assigned the document, per SES records, should
be one of the individuals who executed the capias. Staff shall advise State Marshals not
in compliance with this policy that capias may no longer be assigned to them if they do
not follow this requirement. In addition, if two proper officers effectuate the arrest, two
separate CO-17 invoices must be completed and submitted for payment.

SES staff should not sign an invoice for service of a capias on an incarcerated
noncustodial parent. SES supervisors should alert SES Administration if an invoice is
submitted for service of a capias mittimus on an incarcerated noncustodial parent. In
the event that a proper officer seeks payment for “lodging” a capias at a correctional
facility, the State Marshal or Town Constable must petition the court for approval of
payment.

SES shall retain a copy of the signed CO-17 for a period of nine (9) months. If a State
Marshal Services invoice is also supplied at the time of execution, this should also be
retained with the CO-17 for a period of nine (9) months.

" C.G.S. §6-38d
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3) Vacating of the capias mittimus

SES shall establish a method to prioritize cases coming from court with capias activity,
such that staff can process the post-court follow-up immediately upon return to the

office.

If the court vacates a capias, staff shall take the following steps:

a. Determine if the capias was directed to and is in the possession of a State
Marshal, Town Constable, DSS special police officer or Judicial Marshal
b. Take steps to retrieve the capias document within 48 hours

1.

iv.

To assist in the timely retrieval of capias documents, staff shall maintain
a list of telephone numbers (cell and office, when possible) and email
addresses for all State Marshals, Town Constables, Judicial Marshals or
DSS special police officers to which the office assigns capias.
In the event that a SES office has enlisted the assistance of another SES
office to assist in the execution of the capias document, the originating
office shall contact the assisting SES office and request return of the
document. The assisting SES office shall contact the State Marshal,
Constable, Judicial Marshal or DSS special police officer” and request
return of the document.
Upon successful contact with the State Marshal, Constable, Judicial
Marshal or DSS special police officer, staff shall:
- Record the contact in CCSES (in the “Capias” category of
CCSES Case Notes).
- Instruct the State Marshal, Constable, Judicial Marshal or
DSS special police officer to write the word “VACATED” in a
conspicuous location on the face of the document
- Instruct the State Marshal, Constable, Judicial Marshal or
DSS special police officer to return the capias document and
any copies within 2 business days
Staff shall update the Capias Log on the day of the court hearing

St the capias mittimus document was assigned to a DSS special police officer, staff shall contact both
the assigned officer and the DSS-BCSE central office contact person.
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4) Noncustodial parent voluntarily presents him/herself to the clerk’s office

The noncustodial parent may voluntarily present him/herself to the clerk of court. SES
staff shall communicate this option to the noncustodial parent when discussing the
existence of an outstanding capias mittimus order.

On February 27, 2004, the Superior Court Chief Clerks received the following
guidance from Court Operations Administration:

“In the event a respondent voluntarily presents him/herself to the Clerk
and a capias order remains outstanding, the Clerk shall endeavor to have
that respondent brought before the court by contacting the Family
Presiding Judge, or Family Support Magistrate if appropriate, for further
instructions. If directed by the Judge or Family Support Magistrate, the
Clerk shall make the necessary contacts for the appropriate parties to be
present for a hearing on the matter.

The Judge or Family Support Magistrate to whom the matter is referred
has the authority to determine whether and under what circumstances
the respondent shall be detained or released under relevant law until the
other parties can be present in court.

The Clerk shall not direct the respondent to any other agency/agent (i.e.,
Support Enforcement Services, State Marshal) nor take direction from
any agency/agent other than the Judge or Family Support Magistrate in
the handling of these matters.” (emphasis added)

5) Noncustodial parent contacts SES to request a new court date

Staff shall determine if the court ordered SES to send the capias mittimus document
directly to a proper officer. If the court ordered the capias direct to a proper officer,
staff shall not schedule a new court hearing date. The noncustodial parent should be
advised that the capias was assigned to a proper officer for execution at the direction of
the court. Staff shall inform the noncustodial parent of their option to avoid capias
execution by presenting him/herself to the clerk of court named on the face of the
capias mittimus document.
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6) Incarcerated noncustodial parents with an outstanding capias mittimus order

In the event that staff or a proper officer identifies an incarcerated noncustodial parent
with an outstanding capias order, staff shall follow the guidance provided in Procedural
Implementation Memorandum 2008-01: “Vacating Capias of Presently Incarcerated
Noncustodial Parents”. All activity related to the capias should be recorded in CCSES in
both order text and the “Capias” category of CCSES Case Notes, respectively.

If a proper officer determines that the subject of an outstanding capias is incarcerated,
the proper officer shall promptly notify Support Enforcement Services. The proper
officer shall return the original capias to the office that assigned the capias within two
business days (i.e., of determining that the noncustodial parent is incarcerated). SES
does not support the practice of “lodging” capias mittimus orders at correctional
facilities and will not authorize payment for “lodging” of such capias. Please note that
the proper legal document to bring an incarcerated noncustodial parent before the
court is a writ of habeas corpus. If a proper officer notifies SES staff that a noncustodial
parent is incarcerated, staff shall coordinate with the local clerk of court to arrange for
preparation of the writ and docketing of the matter.

SES supervisors should alert the SES Administration Capias Liaison if a CO-17 or State
Marshal Services invoice is submitted for service of a capias on an incarcerated

noncustodial parent.

7) Capias mittimus is lost or destroyed

In the event that staff or a proper officer determines that a capias document has been
lost or destroyed, staff shall:
a. Instruct the proper officer to file an affidavit with the appropriate clerk of
court.
b. Record the loss of original document in the “Capias” category of CCSES Case
Notes.
¢. Update the Capias Log with the “Capias Lost” status.

49|Page Connecticut State Marshal Manual 2017



8) Noncustodial parent is deceased

In the event that staff or a proper officer determines that the noncustodial parent is
deceased, staff shall:

a. Take steps to retrieve the capias document in a timely manner:

i. To assist in the timely retrieval of capias documents, staff shall
maintain a list of telephone numbers (cell and office, when
possible) and email addresses for all State Marshals, Town
Constables, Judicial Marshal or DSS special police officers to which
the office assigns capias.

ii. In the event that a SES office has enlisted the assistance of
another SES office to assist in the execution of the capias
document, the originating office shall contact the assisting SES
office and request return of the document. The assisting SES
office shall contact the State Marshal, Constable, Judicial Marshal
or DSS special police officer;s and request return of the document.

iii. Upon successful contact with the State Marshal, Constable,
Judicial Marshal or DSS special police officer, staff shall:

1. Record the contact in CCSES (in the “Capias” category of
CCSES Case Notes).
2. Instruct the State Marshal, Constable, Judicial Marshal
or DSS special police officer to write the word
“DECEASED” in a conspicuous location on the face of the
document
3. Instruct the State Marshal, Constable, Judicial Marshal
or DSS special police officer to return the capias
document and any copies within 2 business days to the
clerk that signed the capias mittimus order.
b. Update the SES Capias Log and CCSES:
i. Select “NCP Deceased, Returned To Clerk” as the status of the
new transaction.
ii. Place a note in the comment area of the SES Capias Log to
indicate that the noncustodial parent is deceased.
iii. Update the “Capias” category of CCSES Case Notes to indicate
that the NCP is deceased and that the returned capias has been
received.
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c. Return the original capias document to the Court Clerk’s Office.

9) IV-D case is closed

In the event that a case has been closed, staff shall:

a. Within 48 hours, secure the return of any assigned capias document and
immediately return the document to the clerk that signed the capias
mittimus order.

b. Update the SES Capias Log and CCSES:

i. Select “Case Closed, Returned To Clerk” as the status of the new
transaction.
ii. Place a note in the comment area of the SES Capias Log to indicate
that the case is closed.
iii. Update the “Capias” category of CCSES Case Notes to indicate that the NCP
case is closed and that the returned capias has been received.
¢. Return the original capias document to the Court Clerk’s Office.

10) Custodial parent elects to privately hire a proper officer

In the event that a custodial parent elects to privately hire a proper officer to effectuate
service, staff shall:

a. Within 48 hours, secure the return of any assigned capias document and
immediately return the document to the clerk that signed the capias mittimus
order.

b. Update the SES Capias Log as follows:

i. Select “Returned to Clerk, CP Request”
ii. Place a note in the comment area of the SES Capias Log to indicate that
the custodial parent was directed to the clerk’s office
iii. Update the “Capias” category of CCSES Case Notes to indicate that the
CP has elected to utilize a proper officer privately.

c. Direct the custodial parent to the clerk’s office identified on the face of the capias
mittimus document for redistribution of the original capias mittimus and a list of
proper officers.

20
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J. Capias Reconciliation Process

Capias Reconciliation projects are encouraged to ensure the validity of the data in the
Capias Log. Every SES office should schedule an annual capias reconciliation project.
Outlined below are the suggested phases for reconciling capias. For optimum success,
each phase should have specifically assigned staff as well as deadlines to aid in the
process.

Phase 1:

Goal: Confirm whereabouts of the original Capias for all outstanding capias.
Action: Match all original capias in field office against the “Outstanding Capias”
report from the Capias Log. Cross-reference any list of Capias out with a proper
officer.

Phase 2:

Goal: Determine which Capias in the Log are still valid.

Action: Divide all cases among project members and caseload SEOs (if applicable).
Review CCSES Order Text and Case Notes for all cases to determine if the Capias is
still valid.

Phase 3:

Goal: Only have valid outstanding capias in the “Outstanding Capias” report
Action: Update the Capias Log and indicate those cases determined to have been
executed or vacated through Phase 2.

Phase 4:

Goal: Determine the status of the cases with outstanding capias. (i.e. incarcerated
NCP, deceased NCP, or case closed)

Action: Determine which staff will be involved in reviewing the outstanding capias
list. The list will contain all outstanding capias according to the log. CCSES, EDISON
and other locate sources will be reviewed to determine the status of the case and
NCP and see if it meets any of the following criteria: NCP Incarcerated, NCP
deceased, Case Closed, NCP residing out of state more than 6 months, Interstate
case in place (NCP out of CT). Other criteria may be added as deemed appropriate
at the time of the phase.
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Phase 5:
Goal: Accurate Capias Log entries.
Action: Update the Capias Log to reflect the findings of Phase 4. Utilize all
available statuses to accurately reflect the status of the Capias.
For example: if the NCP is incarcerated, set the status at Incarcerated
if the NCP is out of state, set the status at Out of state
if the Capias it out with a Marshal, set the status at Assigned

Phase 6:

Goal: Vacate all appropriate capias

Action: Prepare all appropriate cases for court. (Cases to be included is at a
minimum the ones ordered mare than five (5) years ago)

K. Agency Capias Contacts

SES Administration Capias Liaison:  Raychel Carey, Program Manager
DSS-BCSE Capias Unit: Dean Festa, Program Manager

In addition to the two IV-D representatives overseeing the capias process, each
office shall assign at least one (1) staff member to maintain the local office capias
process. It is recommended that an additional person is knowledgeable on the
capias process in the event the primary person is not available to address capias
issues.

If you have any questions regarding these procedures, please contact: Raychel
Carey at (860)566-8723 x. 309 or by email at raychel.carey@jud.ct.gov.
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V. CIVIL PROCESS
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Summary

Definitions

A writ of summons and complaint (“writ”) is designed to provide reasonable
and timely notice to a party of the existence of a civil action so the party may respond in
court in accordance with court procedures. The writ is attached to the complaint, which
provides the party with the specifics of the civil action, including the parties and claims.

Note: The following discussion uses the service of a writ, which is a form of civil
process, as the primary example of civil process. Process and civil process are terms
used throughout the statutes to refer to various forms of notice provided to parties to
litigation and others interested in the proceeding. Civil process is generally served by
state marshals and other proper officers. State marshals make service of process when
they serve civil process. Many statutes that do not have their own specific procedures for
serving papers often refer back to the general procedures in the statutes governing
civil process by indicating that a particular process be served as “service of process,”
in a civil action,” “as in civil process,” or similar language.

as

Authority

A writ must be signed by a commissioner of the Superior Court (i.e. an attorney),
a judge, or the clerk of the court where the case is to be returned. Process in general,
including a writ, shall be directed to a state marshal, constable, or other proper officer
authorized by statute. Indifferent persons can also make service under very specific,
limited circumstances listed in Connecticut General Statutes § 52-50.

A state marshal is required to stay within his or her county to serve civil
process, including a writ, unless a specific statute authorizes him or her to go outside his
or her county. A limited extension of a state marshal’s powers to act outside his or her
county is outlined in General Statutes § 52-56. In general, if a state marshal commences
serving the civil process, including the writ, on a defendant within his or her county, the
state marshal can also serve other defendants in the same action even if they reside
outside of the state marshal’s county. A state marshal also has the choice of asking a
state marshal in the other county to serve the other defendants, as long as the returns
properly reflect such action. Execution work and some designated areas allow for some
extension of the county rules. See the Out-of-County State Marshal Work subsection at
the end of this section for further information. Note that a state marshal may never
physically leave the state to serve process. Some limited types of service are permitted
by statute on out-of-state parties by certified mail, postage prepaid, return receipt
requested or publication.
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Duties

General Statutes § 6-32 provides that a state marshal shall receive each process
directed to him or her when tendered, execute it promptly, and make true return thereof.
Additionally, without added fees, a state marshal must provide receipts, when demanded,
for all civil process tendered to the state marshal, specifying the names of the parties, the
date of the writ, the time of the delivery, and the sum or thing in demand. This statute
also contains a penalty clause providing that a state marshal who does not duly and
promptly execute a return of process or creates a false or illegal return shall be liable to
pay double the amount of the damages to the aggrieved party. Violations of this
provision can also subject a state marshal to disciplinary action by the Commission.

Timing

A writ must have a return date, which is the date the court uses to calculate
procedural deadlines. The individual, attorney, or other authorized person signing the writ
picks the return date. By statute, process in civil actions must be returnable to court no
later than two months from the date of the process and must have a return date that falls
on a Tuesday. General Statutes § 52-48. A state marshal must serve the writ at least
twelve days, inclusive, before the return date. The day of service is counted and the first
court date is excluded when calculating the twelve days. The original writ, along with the
return and filing fee, must be filed in court at least six days before the return day. The
return date is excluded when calculating the six days.

Note that the timing is different for matters involving the Supreme Court,
summary process actions, and small claims. See the Major Statutes subsection at the end
of this section and other specific sections of this manual.

Statute of Limitations: A cause of action will not be lost because of the passage
of the statute of limitations if the process is personally delivered to a state marshal within
the statutory time frame and the state marshal serves the process within thirty days of the
delivery. This is known as the thirty-day rule. The phrase “personally delivered”
includes delivery by registered or certified mail, postage prepaid, return receipt requested
in certain types of matters. The state marshal “shall endorse under oath on such
marshal’s return the date of delivery of the process to such marshal.” This is generally
done by the state marshal attaching an affidavit of the date of receipt to the return. See
General Statutes § 52-593a.

Manner

The client provides the state marshal with the original writ, along with copies for
each person or entity to be served. The state marshal may charge one dollar per page for
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copies. Note that this fee is not for photocopying, but, rather, it is for the state marshal’s
confirmation that the copies are a true and accurate copy of the original document and is
not to exceed a total amount of nine hundred dollars. The state marshal serves the copy
or copies and gives back the original writ along with his or her state marshal return to
the client, or the court as noted below. A fee can be charged for each defendant as noted
below. See General Statutes § 52-261.

On each page of the copies where a signature appears that was an original
signature on the writ summons and complaint, the state marshal must place an
endorsement on that page or pages. The endorsement consists of the notation of: “A
True and Attested Copy,” the state marshal’s name and title, and the state
marshal’s signature. Some state marshals also endorse the last page to attest to the full
document. The state marshal must ensure that his or her name is legible. It is permissible
to use a stamp with such information, but the marshal must still sign his or her original
signature (endorsement) to the pages where the stamp is affixed.

When serving an individual, the statutes permit service of a writ by: 1) reading the
writ in the presence of the defendant; 2) leaving an attested copy with the defendant, in
hand, or 3) leaving an attested copy at the defendant’s usual place of abode. The return
must contain the address at which the attested copy was left.

Service is usually made in hand or abode. In hand service means that the
individual was served in person. Often, the state marshal can make arrangements with an
individual to accept in hand service by having the individual meet the state marshal at a
particular place. People may be served at their work site; however, it is important to be
sensitive to the work environment. Many employers will not allow state marshals to serve
papers at the workplace.

Whether a residence constitutes a usual place of abode for service depends on the
facts. The courts have indicated that an abode can be a temporary place of habitation,
such as a vacation home or even a hotel room under the proper circumstances, as well as
the full-time home or domicile. While a person can have more than one usual place of
abode, he or she can only have one abode at any given time. A state marshal needs to
verify the validity of the usual place of abode for the purpose of notice. A state marshal
attests to the usual place of abode in his or her return. There is a presumption of truth of
the matters stated by the state marshal in the return. Accordingly, a state marshal cannot
guess at the usual place abode. It is important for a state marshal to exercise due
diligence when assessing whether or not an address is an individual’s usual place of
abode, either asking questions of the client or other third parties, such as neighbors,
delivery people and other similar people. Third parties do not have to answer questions.
Voluntary cooperation is needed in any such investigation. See Attorney General’s
Formal Opinion 2012-003 in the References section of this manual for further
information regarding the application of the Fourth Amendment to state marshal work in
obtaining information from third parties. The state marshal may also obtain information
by running motor vehicle plates or other identifying information through the Department
of Motor Vehicles records databases. State marshals are granted access to this
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information through the License and Registration Verification Service administered by
the Commission office. Note that to access the service, the state marshal must first sign a
user agreement. Please contact the State Marshal Commission for information. See the
DMV Line section of this manual for further information.

If addresses are invalid and unworkable, the burden is on the client to provide
appropriate information. If an individual answers the door and verifies that the person
being served lives at the abode, then the papers can be left with the individual at the door.
State marshals are not permitted to open mailboxes, as mailboxes are protected under
federal postal law.

Minor amendments can be made to the writ of summons with the permission of
the client, such as correcting a house number or address. See General Statutes § 52-72.
Such actions are generally only used when there are time constraints on obtaining a
corrected writ. Any changes must be noted on the return.

When making abode service, a state marshal can slip the papers through a mail
slot into a house or under a locked door, or put the papers between a screen door and a
main door. A state marshal cannot open any main doors or breach the privacy and
property rights of an individual by entering an abode. A state marshal can enter a
house if invited, but discretion is necessary. If an apartment is part of a complex, a state
marshal may attempt to enter the complex to leave the papers on or under the door of the
actual apartment by, for example, asking the landlord or a neighbor to provide access to
the building. The state marshal may not compromise the lock in order to gain entry.
Service cannot be left at the main entrance or in the hallway of an apartment complex.

Pursuant to General Statutes § 6-38a, state marshals, when making service of
process, shall have the right of entry on private property. Note, however, that this does
not permit a state marshal to breach the threshold of the home, including the garage,
without consent.

As noted above, the state marshal serves the copy or copies and must give the
original writ, along with the state marshal return, to the client, or the court if any such
arrangement was made with the client.

Notice by Publication: In some circumstances a state marshal must prepare a
notice by publication. The state marshal should follow the procedure set forth in General
Statutes § 52-52, unless otherwise directed by the court. See the sample in the
References Section of this manual.

Fees

Service of Process: The maximum fees for civil process are set forth in General
Statutes § 52-261, as amended by Public Act 14-87, and General Statutes § 52-261a. The
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allowable fees are dictated by the type of client for whom the state marshal is serving
process, as follows:

1. Serving process for a private client (including clients with fee waivers and
restraining orders or civil protection orders that are reimbursed by the Judicial
Branch):

$40 for the initial service on a defendant;

$40 for each subsequent service on an additional defendant at a different
address; and

$20 for each subsequent service on an additional defendant at the same
address.

2. Serving process for the Judicial Branch or Division of Criminal Justice:

$30 for the initial service; and

$10 for each subsequent service on an additional defendant, regardless of
whether or not the additional defendants are at the same or different
addresses.

3. Serving process for an official of any other state agency, board or commission,
or municipality acting in his or her official capacity:

$30 for the initial service;

$30 for each subsequent service on an additional defendant at a different
address;

$10 for each subsequent service on an additional defendant at the same
address; and

$10 for service of a notice to the Attorney General in a dissolution and
post-judgment proceeding involving a party or child receiving public
assistance.

The minimum fees for service of process are designated in Regulations of
Connecticut State Agencies 8 6-38b-10, which states that a state marshal may not receive
a fee of less than five dollars for each service of process. See the References section of
this manual.

State marshals do not tender witness fees. See General Statutes § 52-260 and the
Subpoenas section of this manual.

A state marshal may not charge a fee if the state marshal does not make service.
See General Statutes § 6-38d. If a state marshal cannot make service, the state marshal
must promptly notify his or her client of the failed service and refund any fees that were
paid up-front to the marshal. Also note that, a state marshal may only charge an
additional service fee when serving the same process on the same individual more than
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once, if the additional service is required under a valid court order. See Opinion of the
Attorney General, 2015-002 in the References section of this manual.

Copies: As noted above, a state marshal may charge one dollar per page for
verified copies. This fee may not exceed a total amount of $900. See Francis v Fonfara,
303 Conn. 292, 33 A.3d 185 (2012). Note that the rate for copies of papers served on
behalf of others but paid by the Judicial Branch (i.e. fee waivers and restraining orders)
is also one dollar per page. The rate for copies for papers served for the Judicial Branch
or the Division of Criminal Justice is sixty cents per page. See General Statutes § 52-
261a.

Endorsements: The state marshal may charge forty cents per page where there is
an endorsement pursuant to statute.

Mileage: The state marshal may charge for mileage from the place where the writ
is received to the place of service. The amount that can be charged is set by statute. See
General Statutes 88 52-261 and 52-261a. This rate is communicated annually to the state
marshals by the State Marshal Commission office. The best practice is to use mileage
charts to calculate the travel, although automobile mileage gauges are also permissible.
The state marshal should keep documentation, such as logs, supporting claimed mileage.

Illegal Fees: A state marshal cannot knowingly bill for or receive fees for work
that the state marshal did not actually perform. See General Statutes 8 6-38d. In addition,
a state marshal may not charge more than the statutory fees for service. If a state marshal
demands or recovers fees in excess of what is permitted by statute or order, the party may
receive threefold the amount of the illegal fees that were paid. See General Statutes § 52-
70. Violations of this section will also subject a state marshal to disciplinary action by
the State Marshal Commission.

Returns

Under General Statutes § 6-32, it is a state marshal’s duty to both execute process
promptly and make a true return. The return is a legal document in which a state marshal
attests to the court (swears to the truth of) regarding the facts and manner of the service
of process. The court essentially obtains jurisdiction through the proof offered in the
return. It is imperative that returns are both accurate and returned to the court in a timely
manner.

The return must state that service was made in the State of Connecticut and list
the county in which the summons was served. The state marshal must then add the
notation *ss” (which means signed and sealed) followed by the town name, the date of
service, the method of service (in hand or abode) with specific details, including names,
agents for service, and any other pertinent information about the service. The address of
service must be included if abode service was made. Note that the original papers must
be returned with proper endorsements. The state marshal must attest to the truth of the
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return and state his or her title and county. The return must be signed by the state
marshal. See the samples in the References Section of this manual.

The state marshal’s fees must be itemized on the return. Fees for the service,
copies, endorsements, and mileage should be separately listed on the return if charged. If
additional items are charged, such as postage for registered or certified mail, or fees paid
to the Office of Secretary of the State, Department of Motor Vehicles, or other entities,
those items must also be listed. The state marshal should invoice his or her private
clients to collect fees due. If the fees are due from a State of Connecticut agency or
office, the state marshal must generally use the CO-17 form. However, if the fees are due
from the Judicial Branch, the state marshal must use the State Marshal Services Invoice
form. The Office of the Attorney General and other agencies may have their own
invoicing requirements. See the Invoicing section of this manual.

Attach the return to the original writ, or other civil process as relevant, and
return the documents to the client or his or her counsel. The client will then file the
documents in court and pay a filing fee to initiate the action. A state marshal may return
the documents to the court and pay the filing fee at the direction and consent of the client.
Note, however, that the court is essentially now requiring e-filing of most civil summons,
whereby the client or attorney representing the state marshal’s client e-files the papers
with the court.

E-filing: Where the plaintiff is represented by an attorney, the Judicial Branch
now requires e-filing of most civil summons, whereby the attorney must e-file the case
initiation documents (including the writ and return) with the court. In an e-filed matter,
as with a paper-filed matter, the state marshal serving the writ has two options:

1) The state marshal may return the original writ and his or her return to the attorney
for formatting and e-filing, while retaining a copy of the return for his or her
records; or

2) The marshal may e-file the case initiation documents after authorization by the
attorney as a designated filer. Under the designated filer status, the marshal is
permitted limited access to the E-Services system to e-file the case initiation
documents on the attorney’s behalf. The marshal may also pay the filing fee
using this designated filer access if authorized to do so by the attorney.

Note that it is not mandatory for a state marshal to be a designated filer and to e-
file the case initiation documents on behalf of an attorney. He or she may opt to return
the documents to the attorney for formatting and e-filing. In addition, it is not mandatory
that a marshal pay the filing fee using the E-Services system on behalf of the attorney.
The attorney or his or her employees may access the E-Services system and pay the filing
fee after the marshal has up-loaded the case initiation documents. If the marshal pays the
filing fee with his or her own funds and seeks reimbursement, this should be noted on his
or her return and on an itemized invoice sent to the attorney.
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Also note that, at this time, a self-represented party is not permitted to authorize a
state marshal to be a designated filer and, accordingly, if a self-represented party opts to
e-file the case initiation documents in a matter, the marshal must return the original writ
and his or her return to the self-represented party for formatting and e-filing. See the
Judicial Branch website at www.jud.ct.gov and the Civil E-Filing subsection of this
section of the manual for more information.

Supplemental returns: When a state marshal is directed to make service by
registered or certified mail, it is necessary to file a supplemental return to provide the
court with the receipt for the mail, or to inform the court that the envelope was returned
as unclaimed. The state marshal should send the supplemental return to the client, or to
the court directly if requested by the client.

Motor Vehicle Accidents/Service on DMV

If the writ involves a motor vehicle accident where the defendant resident
driver/owner can be located, service should be handled in the same manner as in regular
civil process.

If the writ involves a motor vehicle accident where the driver/owner cannot be
located at his or her recorded address, or his or her whereabouts are unknown, the
statutes deem the Department of Motor Vehicles as the agent for service of process. The
state marshal must make a diligent search for the defendant, then prepare an affidavit of a
diligent motor vehicle search, which must be served on the DMV along with the writ.
The state marshal must then send the writ and affidavit to the defendant by registered or
certified mail, postage prepaid, return receipt requested at the last known address on file
with the DMV, along with a return for that defendant reflecting that the DMV has been
served at least twelve days before the return date. Note that a state marshal may not
make service on the DMV unless “it is impossible to make service of process at the
operator’s last address on file in the Department of Motor Vehicles,” and the action
alleges that an injury to a person or property has occurred. See General Statutes § 52-63.

The state marshal must make good faith and diligent efforts to make service. The
courts have indicated that “impossible” means little likelihood of effective in hand or
abode service. The state marshal has to certify on the process that a diligent search
occurred, but no service could be made. Sometimes an address does not exist, an
individual is no longer there, or the state marshal cannot enter a structure to make service.
The attesting to, or affidavit of, a due diligent search is noted on the return. See the
samples in the References Section of this manual.

If a non-resident (see statute for definition) defendant is being sued over an
accident that occurred in Connecticut, the statutes automatically deem the Department of
Motor Vehicles as the agent for service. The state marshal serves the DMV and sends a
true and attested copy by registered or certified mail, postage prepaid, return receipt
requested, to the last known address of the out of state defendant, along with a

62|Page Connecticut State Marshal Manual 2017


http://www.jud.ct.gov/

defendant’s return reflecting that the DMV has been served, at least twelve days before
the return date. See General Statutes § 52-62.

For specific procedures on the above see General Statutes 88 52-62 and 52-63.
Service on the DMV can be made in a drop off box at the DMV office at 60 State Street,
Wethersfield, Connecticut. Under General Statutes § 52-62, a $20 fee is required for
service on the DMV for a non-resident, and, under General Statutes § 52-63, a $50 fee is
required for service on the DMV if the owner cannot be found. The fee is to be paid by a
check made payable to the “DMV”. The state marshal must also fill out Department of
Motor Vehicles Form J-24, which must accompany the check. See Service of Process
upon the Department of Motor Vehicles J-24 Rev. 2-2012 on the State Marshal
Commission website.

Service on Entities

In Connecticut: For service of a writ and for civil process in general, General
Statutes § 52-57 sets forth specific procedures for serving various classes of defendants,
including individuals and municipalities, including towns, school districts, boards, and
other entities. The statute also sets forth procedures for service on private corporations,
partnerships, voluntary associations, and procedures in some child support matters.
State marshals need to become familiar with these statutes.

Corporations: When dealing with service on various business entities, it is
important for the state marshal to discuss with his or her client the legal nature of the
business and the applicable statute for service. In general, service on a private
Connecticut corporation is made on authorized individuals as listed in General Statutes
8 52-57. Additionally, for Connecticut corporations, General Statutes § 33-663 permits
service on a registered agent of a stock corporation and General Statutes § 33-1053
permits service on a registered agent of a non-stock corporation. A registered agent,
normally on file with the Secretary of the State’s office, is usually an individual or some
legally authorized entity that is chosen by the corporation to accept service for the
corporation. These sections provide for in hand service on the agent or abode service, if a
natural person is the agent. If there is no registered agent, or the registered agent cannot
with reasonable diligence be served, the statutes direct that service can be made by
registered or certified mail, postage prepaid, return receipt requested to the secretary of
the corporation at the corporation’s principal office.

A necessary resource for state marshals when they are searching for information
on businesses in Connecticut is the Office of the Secretary of the State’s CONCORD
database. The state marshal may perform a business search by accessing the Secretary
of the State’s website at www.sots.ct.gov, selecting “Business Information,” and then
selecting “Search a Business.” The marshal may also call the Office of the Secretary of
the State’s Commercial Recording Corporation information department. Also note that
towns require local businesses to register with the town clerks. Check the applicable
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town clerk’s office for additional information when searching for non-corporation
business locations and owners.

Limited Liability Companies or Registered Foreign Limited Liability
Companies: Public Act 16-97 (now codified in General Statutes § 34-243r) made
significant changes to the way limited liability companies and registered foreign limited
liability companies are served with process. Under the Act, service of process may be
made on a limited liability company or registered foreign limited liability company
(hereinafter “company”) by serving its registered agent. General Statutes § 34-243r (a).
If the Secretary of State has been appointed as the agent for service of process for a
foreign limited liability company, that company may be served by either (1) leaving two
true and attested copies of such process together with the required fee at the office of the
Secretary of the State or (2) depositing the same in the United States mail, by registered
or certified mail, postage prepaid, addressed to said office. General Statutes § 34-243r

(b).

If process cannot be served on a company’s registered agent, service may be
made by handing a copy to the individual in charge of any regular place of business or
activity of the company or foreign company if the individual served is not a plaintiff in
the action. General Statutes § 34-243r (d).

Note that, if a limited liability company or registered foreign limited liability
company ceases to have a registered agent, or if its registered agent cannot be served
with reasonable diligence, the company may be served by registered or certified mail,
return receipt requested, or by similar commercial delivery service, addressed to the
company or foreign company at its principal office. The address of the principal office
will be that listed on the company’s most recent annual report filed by the Secretary of
the State. General Statutes 8 34-243r (c). For service sent to the company’s principal
address, service is effected the earliest of the following: (1) The date the company or
foreign company receives the mail or delivery by the commercial delivery service; (2) the
date shown on the return receipt, if signed by the company or foreign company; or (3)
five days after its deposit with the United States Postal Service, or with the commercial
delivery service, if correctly addressed and with sufficient postage or payment. General
Statutes § 34-243r (c).

Nonresident Individuals, Foreign Partnerships, and Foreign Voluntary
Associations: “Foreign” in the context of business entities refers to business entities
created under laws other than that of the state of Connecticut. General Statutes 8 52-59b
outlines procedures for service on nonresident individuals, foreign partnerships, and
foreign voluntary associations. If certain statutory tests are met, then the Office of the
Secretary of the State can be deemed an agent for service. Such service is done by
leaving one true and attested copy of the papers with the Office of the Secretary of the
State at 30 Trinity Street, Hartford, Connecticut, at least twelve days before the return
date, and by sending to the defendant’s last known address, by registered or certified
mail, postage prepaid, return receipt requested, a true and attested copy of the papers with
an endorsement thereon of the service upon the Secretary of the State. The state marshal
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must also tender a $50 check to the Office of the Secretary of the State. There is a drop
box at the Office of the Secretary of the State used for any such service.

Foreign Corporations: General Statutes § 33-929 (stock) and General Statutes §
33-1219 (non-stock) outline the procedures for service on foreign corporations. These
sections allow for service on a registered agent. A registered agent, normally on file with
the Office of the Secretary of the State, is generally an individual or some legally
authorized entity that is chosen by the corporation to accept service for the corporation.
These sections provide for in-hand service on the agent of abode service, if a natural
person is the agent. Effective dates of service are calculated as noted in the statutes.

If there is no registered agent, a state marshal can make service by sending service
by registered or certified mail, return receipt requested, addressed to the secretary of the
foreign corporation at its principal office shown in its application for a certificate of
authority or in its most recent annual report. If the state marshal cannot locate any valid
information and cannot find the registered agent after reasonable diligence (as well as
other reasons listed), the state marshal can prepare an affidavit of due diligence and serve
the Office of the Secretary of the State.

If the Secretary of the State is chosen as a registered agent, then the state marshal
makes service by leaving two true and attested copies of the papers with the Office of the
Secretary of the State, or by sending to the Office of the Secretary of the State, by
registered or certified mail, postage prepaid, return receipt requested, two true and
attested copies with endorsements thereon. The Office of the Secretary of the State will
then send the paperwork to the foreign corporation at its last known address. The state
marshal must also tender a $50 check to the Office of the Secretary of the State. There is
a drop box at the Office of the Secretary of the State used for any such service.

If the agent of a foreign corporation is involved in an automobile accident in
Connecticut, the state marshal should first serve the registered agent. If there is no agent,
it is possible to serve the DMV pursuant to General Statutes § 52-62 with an affidavit of
diligent search and mail the service out with the affidavit to the last known address on the
accident report.

Note: It is very important for the state marshal to communicate with his or her
client to clarify what type of business entity is being served so the appropriate statutory
procedures can be followed. The above-noted statutes are only the most basic. There are
different procedures for other entities, such as limited partnerships and statutory trusts.
Additionally, there are several statutes that provide for the involvement of the Office of
the Secretary of the State under specified circumstances. State marshals must follow the
procedures in the statute that is appropriate for the particular type of service. For more
information, please reference the Review Guidelines for Writs (Effective July 1, 2017),
published by the Office of the Secretary of the State and provided in the Supplemental
Materials subsection of this section. As noted above, there have been significant changes
to the laws involving service on the Secretary of the State when a matter involves a
limited liability company. When making service at the Office of the Secretary of the
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State, the state marshal must note on the papers which statute(s) under which the
marshal is making service of process.

Insurance Commissioner: There are times when the Insurance Commissioner is
an agent for service of process. The circumstances under which the Insurance
Commissioner would be served and the procedures for such service of process can be
found in General Statutes 88§ 38a-25 and 38a-26. The state marshal should serve two
copies to the Insurance Commissioner, along with a check in the amount of $50 for each
person or insurer to be served. Proof of service will be evidenced by a certificate signed
by the Commissioner or by the official designated to receive service of process that
shows service was made on him or her and that he or she mailed the service to the
appropriate person. The Insurance Commissioner will keep a record of the service in his
or her files.

Service in lawsuits against the State: State marshals can find the general
procedures for service of process in civil actions against the state and its various entities
(e.g. institutions, boards, commissions, departments, or administrative tribunals thereof,
or against any officer, servant, agent, or employee of the state) in General Statutes § 52-
64. Service in these matters should be served on the Office of the Attorney General at
55 Elm Street, Hartford, Connecticut, in person or by registered or certified mail, postage
prepaid, return receipt requested. Note that when serving the Office of the Attorney
General, a state marshal should only serve one copy of the writ with the office (even if
there are multiple defendants). Accordingly, the state marshal will also charge only one
service fee, as opposed to the typical “per defendant” service fees.

Where the defendant is an individual, civil process may only be served at the
Office of the Attorney General if the defendant is being sued in his or her official
capacity. If the individual is being sued in his or her individual capacity, he or she must
be served either in-hand or abode and the Attorney General will not accept such service.
The state marshal should review the face of the writ to determine whether or not the
defendant is being sued in his or her official or individual capacity. If the status is
unclear from the face of the writ, the state marshal should seek clarification from his or
her client. Also note that the Office of the Attorney General does not accept service for
quasi-public agencies.

Service on Incarcerated Persons: General Statutes § 52-56 permits a state
marshal to serve papers on any person confined in a correctional institution located
anywhere in the state even if that correctional institution is located outside of his or her
county of appointment. See General Statutes 8§ 52-56. For service requests received
from incarcerated persons to be served against the State, please see the preceding
subsection regarding Service against the State.
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Special Deputation

Pursuant to General Statutes § 52-53, a state marshal may, “on any special
occasion,” depute any proper person to serve process. This authority is “extremely
limited” and a state marshal may only depute another in situations of absolute necessity.
See Opinion of the Attorney General, 2009-009 in the References section of this manual.
A state marshal is not permitted to depute another in the “ordinary course of business.”
See id. For example, a state marshal cannot depute another individual because he or she
is too busy to take a particular service. In addition, should a state marshal depute
another, he or she may be exposed to liability due to the deputed individual’s actions.
Unauthorized or non-emergent deputation may subject the state marshal to disciplinary
action by the State Marshal Commission. A state marshal should contact the
Commission prior to deputing anyone under this provision.

The above review covers the general area of civil process. However, there are
numerous statutes that set forth specific service requirements, or refer back to the general
provisions as noted above. A state marshal should always check the statutory authority
under which he or she is operating to ensure proper procedures are followed in any given
service of process.

Major Statutes

There are many statutes that touch on the service of civil process. The state
marshal should always check with his or her client, attorney (if applicable), and the
statutes if he or she has any questions about a particular service. The following reference
list is not exhaustive and sets forth only the most important and commonly used statutes
covering civil process:

52-45a Commencement of civil actions.
6-32 State marshal duty to serve and make prompt and true return; liability.
6-38a Authority for a state marshal to serve process and make legal executions;

authority for right of entry/not personally liable for damages.

6-38d Illegal billing (state marshals cannot bill for work they did not actually
perform - they may not charge a fee if they did not complete service).

52-46 Timing of service (30 days - Supreme Court; 12 days - Superior Court).
52-46a Timing of return (20 days - Supreme Court; 6 days - Superior Court).
52-48 Return date (Tuesday - except summary process; returnable not later than

two months after date of process).
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52-593a Statute of limitations (30 day rule - action not lost if delivered to state
marshal and served within thirty days of delivery).

52-50 Persons to whom process shall be directed.

52-54 Methods of service - summons.

52-261 State marshal fees for serving process.

52-261a State marshal fees for work conducted for the Judicial Branch or the

Division of Criminal Justice.

52-70 Penalty for charging illegal fees (state marshal cannot receive more than
his or her legal fees on civil process).

52-52 Orders of Notice (notice by publication); See also General Statutes § 1-2.
1-2a Definition of the term “postmark.”
52-53 Special deputation by state marshal (Extraordinary circumstances-

See Special Deputation subsection above).
52-55 Completion of service by another state marshal.

52-56 Service outside of a state marshal’s county. See also Capias Warrants and
Civil Process sections of this manual.

51-15 Small claims matters. See also Connecticut Practice Book § 24 and the
applicable Small Claims section of this manual.

52-57 Manner of service upon individuals, municipalities, corporations,
partnerships and voluntary associations.

52-57a Service upon a person in another state on someone who has a Connecticut
domicile or is subject to the jurisdiction of the court.

52-59b Service upon nonresident individuals, foreign partnerships, and foreign
voluntary associations (service upon the Office of the Secretary of the
State). See Review Guidelines for Writs at the end of this section for
additional statutory citations regarding writs served on the Office of the
Secretary of the State.

52-62 Non-resident; motor vehicle accident (DMV).
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52-63 Connecticut operator/owner, not found at recorded address; motor vehicle

accident (DMV).

52-64 Service in actions against the State (service on the Office of the Attorney
General).

52-72 Amendment of process (defective service; amended process shall be

served in same manner and shall have same effect, from the date of
service, as if originally proper in form).

34-243r Service of process on a Limited Liability Company (LLC) or registered
foreign limited liability company.

33-663 Service of process on a corporation (Connecticut stock).

33-1053 Service of process on a corporation (Connecticut non-stock).

33-929 Service of process on a foreign corporation (created under the laws of

another state or foreign country; stock).

33-1229 Service of process on a foreign corporation (created under the laws of
another state or foreign country; non-stock).

38a-25 & Insurance Commissioner as agent for service circumstances and procedure
38a-26 for service.
52-583 Statute of limitations on actions against state marshal (two years for claim

of state marshal’s neglect or default of state marshal’s office or duty).

Connecticut Practice Book: The Judicial Branch issues a Connecticut Practice Book
annually. The Practice Book sets forth the rules governing lawyers and judges and the
procedures for the Judicial Branch. It is important that state marshals are familiar with
the Practice Book, as it contains information regarding service of process.

Forms

The following is a list of the common forms utilized for civil process. Note that
these forms are updated frequently by the Judicial Branch. Accordingly, it is important to
verify that the most current form has been utilized. These forms are available at the
Forms section of the Judicial Branch website located at: http://www.jud.ct.gov/webforms

JD-CV-001 Summons - Civil

JD-CV-120 Application For Waiver of Fees - Civil, Housing, Small Claims

69|Page Connecticut State Marshal Manual 2017


http://www.jud.ct.gov/
http://www.jud.ct.gov/

JD-FM-003 Summons, Family Actions

JD-FM-075 Application For Waiver of Fees/Appointment of Counsel, Family
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Civil E-Filing

For most civil matters, certain family matters (dissolution of marriage, legal
separation, annulment, and civil union - dissolution, legal separation and annulment), and
housing matters filed after October 1, 2015 or March 1, 2016 (depending on the relevant
courthouse) e-filing is mandatory for parties represented by attorneys and optional for
self-represented parties. There are some types of matters for which e-filing is not
available. For instance, e-filing is not available in certain family matters or in any civil
matter where a fee waiver has been granted. Please see the Judicial Branch website at
https://www.jud.ct.gov/external/super/E-Services/efile/ for more information about the
types of cases that are able to be e-filed at this time.

The Chief Court Administrator for the Judicial Branch has issued E-Services
Procedures and Technical Standards for electronic services offered by the Branch.
These services include facsimile filing, e-filing, short calendar markings, small claims
and electronic citations. The E-Services system is limited to the following enrolled users:

1) Attorneys: enrolled attorneys, law firms, and employees of the law firm under the
supervision of an enrolled attorney. E-filing is mandatory for this category of
filers for cases where e-filing is available;

2) Designated filers: state marshals authorized by an attorney to be a designated
filer. Access to the E-Services system for designated filers is limited to e-filing
case initiation documents and paying the filing fee on the attorney’s behalf; and

3) Self-represented parties: self-represented parties may enroll and participate in e-
filing where it is available, however it is optional. Self-represented parties may
not authorize a state marshal to be a designated filer in order to e-file case
initiation documents.

The Judicial Branch has created a designated filer status for state marshals to use
when e-filing case initiation documents and/or when paying the filing fee on behalf of an
attorney. Note that it is not mandatory for a state marshal to be an authorized designated
filer for an attorney. Accordingly, a marshal may opt to return the original writ and his or
her return to the attorney for formatting and e-filing. As noted above, a self-represented
party is not permitted to authorize a state marshal to be a designated filer and,
accordingly, if the self-represented party opts to use the e-filing system in a matter, the
marshal must return the original writ and his or her return to the self-represented party for
formatting and e-filing.

If a marshal has been authorized by an attorney as a designated filer, he or she
must register with E-Services and obtain his or her own login credentials (User ID and
password) independent of the attorney’s login credentials. In addition, the attorney must
login to the E-Services system and authorize the designated filer to e-file the case
initiation documents for a particular matter. Any electronic transactions conducted by a
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designated filer are presumed to be authorized by the attorney/law firm whose juris
number was used by the designated filer.

Only PDF documents may be e-filed. Accordingly, if a state marshal is a
designated filer, he or she must first scan and format the case initiation documents as a
PDF document in order to file them. In addition, there are size restrictions for e-filed
documents. Please see the Judicial Branch website for more information. After filing,
you will receive an e-filing confirmation page which confirms that the e-filing was
successfully uploaded. You should keep a copy of this page for your records. Note that
documents that are e-filed are not screened by the court for content, legibility or other
issues. You must review the documents upon filing to confirm that the document
contains the correct case caption and is complete, properly formatted and legible. Note
that, if mistakes are made during the e-filing process, such as uploading the incorrect
document, uploading an illegible document, or incorrectly data entering case information,
they may be corrected by the attorney by filing the relevant motion or request.

Note that, for all e-filed cases initiated with a return date of January 1, 2010 and
later, with the exception of a bond filed in any action, the attorney is not required by the
court to keep the original signed paper case initiation documents. A state marshal who is
acting as a designated filer should send the original signed documents back to the
attorney after filing, along with a copy of his or her return and the e-filing confirmation
page. The marshal should also retain a copy of these documents for his or her records.
The marshal may wish to keep a copy of the e-filed writ.

Attorneys and self-represented parties enrolled in the E-Services system may
access the entire content of a file online. State marshals who are designated filers have
limited access to the E-Services system and may only view the case initiation documents
that he or she has filed. If you wish to view the entire contents of an e-filed matter,
public access to all non-sealed electronic documents in matters pending statewide is
available at public access computers in every Judicial District courthouse. You do not
have to be in the specific Judicial District courthouse in which the matter is pending to
view e-filed items from one of the public access computers. Public access from a
location other than a judicial district courthouse is more limited.

The information in this Manual represents a summary and is not a substitute for
information available directly from the Judicial Branch. Information about the E-
Services system is available on the Judicial Branch website at:
https://www.jud.ct.gov/external/super/E-Services/efile/. State marshals who are
designated filers should review this webpage periodically to see if there are any changes
or updates regarding e-filing policies and procedures.
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Out-of-County State Marshal Work

State marshals hold power and authority by virtue of their appointment in one of
eight counties in Connecticut. The general rule is that a state marshal may exercise his or
her powers only within his or her county of appointment (also known as a precinct).
There are some limited instances where a marshal has statutory authority to act outside of
his or her county of appointment. General Statutes § 52-56 sets forth certain instances
where a state marshal may conduct service of process or executions outside of his or her
county of appointment as summarized below. Other statutes authorize service by
publication or certified mail or, in the case of wage executions, service at an out-of-
county address designated by an employer.

Actions with Multiple Defendants/Garnishees: Where there are two or more
defendants/garnishees in a civil action, and at least one of the defendants/garnishees
resides in the state marshal’s county, the state marshal may serve the defendant/garnishee
in his or her county and then may go out of his or her county to serve the remaining
defendants/garnishees. See General Statutes § 52-56 (b). Note that if a state marshal
utilizes this extension of precinct, the returns for the out of county defendants/garnishees
should note this extension and state the name and address of the in-county
defendant/garnishee served. A state marshal who exercises this authority to work out of
his or her county of appointment should keep a copy of his or her return or other
documentation showing that the state marshal served at least one defendant/garnishee in
his or her county. Note that, in this scenario, the state marshal may also serve the in-
county defendants/garnishees and then deliver the process to a marshal in the other
county for service on defendants/garnishees in that county. If this option is exercised, all
serving marshals must endorse their actions as to the service on the process and the
marshal who completes the service shall return the process to court.

Please note that, when a state marshal is commencing a civil action, he or she may
not go out of his or her county unless at least one of the defendants/garnishees resides in
his or her county. This means that if all of the defendants/garnishees reside in another
county, the marshal may not serve the summons. Please note, however, that service of a
summons on the Secretary of the State, the Commissioner of Motor Vehicles, the
Attorney General, or the Insurance Commissioner is deemed to be commencing the
action in the serving marshal’s county. See General Statutes 8 52-56 (c). Accordingly, if
a state marshal serves the summons on one of these articulated state offices, then that
state marshal would be permitted to serve any remaining out of county
defendants/garnishees.

Actions Commenced in County: Where a state marshal has commenced a civil
action by serving the writ, summons and complaint on at least one defendant within his or
her county of appointment, he or she may go out of county to secure property on
prejudgment attachments or garnishments. See General Statutes 8 52-56 (a). In
addition, the marshal who commenced the action may later go out of county to execute
post-judgment wage executions, financial institution executions, and property executions
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ordered in the matter. Note that if a state marshal utilizes this extension of precinct, the
return should indicate that the state marshal initiated the action in his or her county and
list the in-county address where the process was initially served. A state marshal who
exercises this authority to work out of his or her county of appointment should keep a
copy of his or her return or other documentation showing that the state marshal
commenced the underlying civil action by serving the initial process.

Service on Certain State Offices: In any action where process is permitted to be
served upon the Secretary of the State, the Commissioner of Motor Vehicles, the
Attorney General, or the Insurance Commissioner, a state marshal appointed in any
county may make such service. See General Statutes § 52-56 (c). In addition, as noted
above, service on one of these state offices constitutes commencement of service in that
state marshal’s county such that he or she may complete service on other
defendants/garnishees residing out of his or her county.

Capias Warrants: A state marshal appointed in any county may execute a capias
warrant issued by a court or family support magistrate statewide. See General Statutes §
52-56 (d).

Service on Inmates in Correctional Centers: A state marshal appointed in any
county may serve a person confined in any correctional institution or community
correctional center located in Connecticut. See General Statutes § 52-56 (e).

Service of Wage Executions on Designated Out-of-County Office: A
Connecticut employer may specifically designate an out of county or out of state office
(e.g. a payroll office/or executive headquarters) to receive service of wage executions. In
such instances, the state marshal may serve the wage execution on the employer by
certified mail, return receipt requested, sent to the designated out of county or out of state
office. See General Statutes § 52-361a (d), as amended by Public Act 16-64. Note that if
a state marshal serves an employer under this provision, the return should so indicate.
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State of Connecticut
Department of Administrative Services
State Marshal Commission

Peter J. Martin, Esquire Douglas Rinaldi
Chairperson Administrative Director
DATE: January 11,2012

TO:  State Marshals

FROM: < ouglas Rinaldi, Administrative Manager

SUBJECT: DMV Drop Box Relocation and Form JV24

Administrative Bulletin
12-02

I am pleased to announce that the DMV Drop Box has been relocated to a
more convenient location. The new location is located at the west entrance
(public parking lot) inside the second set of doors on the right wall. Please
note that you may use the newly renovated cafeteria for any form
completion work you may need to do onsite.

Efforts are being made to convert form J24 to a writable PDF that will
become part of the State Marshal Commission web page. This will allow
you to print the completed form prior to your visit to the DMV. I will
announce when the new form is posted online.

Please contact my office with any questions you may have on this
administrative bulletin.

Thank you for your attention in this matter.

165 Capitol Avenue, Room 483
Hartford, Connecticut 06106
Tel..(860) 713-5372 Fax. (860) 713-5377
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State of Connecticut
Department of Administrative Services
State Marshal Commission
das.ct.gov/statemarshal

Peter J. Martin, Esq. Douglas Rinaldi
Chairperson Administrative Manager
DATE: May 8, 2012

TO: State Marshals
@/}_F\ROM: Douglas Rinaldi, Administrative Manager

SUBJECT: Service of Process upon the Department of Motor Vehicles
Form J24

ADMINISTRATIVE BULLETIN
12-12

T am pleased to announce that form J24, Service of Process upon the Department of
Motor Vehicles, has been converted into a writable PDF document and is posted at the
bottom of the State Marshal Commission web page. You do not need to print three
copies for the DMV drop box. You are now allowed to drop one J24 if you utilize the
writable PDF. I hope this helps with completing Service of Process upon the DMV.

Thank you for your attention to this matter,

165 Capitol Avenue, Room 483
Hartford, Connecticut 06106
Tel. (860) 713-5372 Fax. (860) 713-5377
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U.S. Postal Service: 5-2 Requests for Employee or
Customer Information

UNITED STATES
POSTAL SERVICE.

Guide to Privacy, the Freedom of Information Act, and
Records Management

Handbook AS-353 March 2016
Transrnitbal Letter

A Introduction. Key siralegles of the Postal Senvice's Transformation Plan are 10 achieve
growth by sdding value for customens and 1o imarove the workplace emdronmeant. The
proper colection, wse, and protection of customer and employes information ane key
paris of that value proposition.

B. Instructions. This handbeok reglaces tha original publication dated Septermier 2005,

C. Explanation. This handbook provides direction and guidance for Postal Service™
employess, suppliers, of ciher authonized users with access 1o Postal Sendce records
and informatkon resources. The handbook alss provides direction and guidance for
customers, empliyees, supphers, or other indivicusls aboul how teis information is
collacted, masntained, vsed, disclosed, and safeguarded. This version of the handbook
includes a completely revised appendix of Privacy Act syslems of moords, a5 |ast
pubiished in their entirety in the Faders! Register. In addition, chaplers 1 through 4 ware
rvigad 1o clarify cummant procedures. For ease of use, rules involving special categonos
of records, such a5 customer names and eddrasses, ware ralocated from chapter 4 10 a8
new chaptar 8,

D. Distribution. This handbook is avadabie onfine on both the USPS® Intanet
g, 0. govicoim) and the FOIA Dage Ot usos.conT (DWW LS8 COM o).
E. Commants. Submil gueslions, comments, or :.umﬁ:ns aboul this handbaok to:

THOMAS J MARSHALL

GEMERAL COUNSEL AMD EXECUTIVE VICE PRESIDENT
S POBTAL SERVICE

475 L'ENFANT PLE 5W RM 8004
WIASHINGTON DO 20a60

PHONE: 202-288- 5555

F. Etfective Date. This handbook ks effective March 2016,

Thomas J, Marshal
Geweral Cowrsl and Exacutive Vice President
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5 Requests for Special Categories of
Records o

5-1 General

The following procedures apply when responding to requests for certain
categories of records that are frequently requested and involve special
processing rules. This chapter concerns requests for three special categories

of records:

m Employes or customer records, such as customer name and address

data

[ Records requested on behalf of Congress
[ Records subject to litigation

Custodians must follow the timetables, fee schedules, reparting
requirements, and other administrative requirements set forth in chapter 4.

5-2 Requests for Employee or Customer Information

March 2016

a  General

(1)

@)

If requesters s=ek records about themsealves, the records must
be released subject to the following exceptions. If the records are
contained in a system of records, the requester is generally
entitled 1o access Lo the records under the Privacy Act. However,
the records should be withheld if they are exempt from
disclosure under both the Privacy Act and the FOIA (see sections
there is a FOIA exemption that will apply as well. If the records
are not contained in a system of records, then the requester is
entitled to access the records under the FOIA. The records must
be released unless a FOIA exemplion applies.

If the requester seeks records about another customer,
employes, or other individual, privacy rules apply. If the
information Is contained In a system of records, It may only be
released as allowed under the Privacy Act as described in
section 3-5. Even if not so protected, records about individuals
may be exempt from disclosure under one or more FOIA
examptions, particularly Exemption 6 (see section 4-5.6).

49
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52 Guide o Privacy, the Freedom of Information Act, and Records Management

MNanpublic or cenfidential information about business customers
or the Postal Service should not be disclosed if exempt, such as
under FOLA Exemplions 3 or 4 (ses sactions 4-5.3 and 4-5.4).

b.  Employee Information. The following Information about amployess may
ba disclosed. Gther informaticn may cnly be disclosed under the
gencral rule above,

{1}  Empioyment Dala. The following data is considered putslic
mformation: the name, job title, grada, currant salary, duty
station, and dales of employment of any current or former Postal
Service employes.

2} Release of Employee Records for Credit or Job References.
Public information about a current or former employas may be
given 1o prospective emplovers, or to credit bureaus, banks,
faderal cradit unions, and other commercial firms from which an
employee is seeking credit. For former employees, prospective
employers may also ba givan thae date and reason for an
employes’s separation from the Postal Service, but the reason
for separation must be limitad 1o one of the following terms:
retired, resigned, or separated, Other terms or vaniations of these
terms (2.q., retired — disability) may not be used. If a credit firm
or prospective emplover requests more infermation, it must
submit a rebease form signed by the individual,

(3} Employee Listings. On written request, the Postal Servics
provides, to the extent required by law, a listing of employees
working at a particular Postal Service faclity (but not their home
addrasses or Social Sacurity numbers).

¢ Third Party Busingss information. A custodian may only release
nonpublic third party business information in aceordance with these
procedures.

(1)  Ganeral, Under FOIA Exemption 4, any person or enfity who
submits bisiness information to the Postal Sarvice (“submitter™)
is entitled to reguest that the information not be disclosed. The
submitter may request that information be withheld: (1) when
subimitting the information, by designating all or part of the
infermation as not releasabla {a.g., by marking dasignated
Information as privileged or not releasable) or (2) in response o
notice of a FOIA request. If infermation ks supplied on a recurring
basis, a simplified means of identifying non-releasable
Information may be agreed upon by the submitter and the
custodian. Protective dasignations expire 10 vears after the
records were submitted unless the submitter provides a
reasonable justification for a longer pericd. Mo action is needed
by the custodian unless a request for the submitter's information
Is raceivad.

50 . Handbook AS-353
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Requests for Special Categornes of Records 52

(2]  Notification:
(ay  General Unless an exceplion applias, the custodian muest
notify a submitter within 5 days {excluding weekends and
federal holidays) after a FOWA request is received for the
submitter's business information if:
= Thie submitter has designaled tha information as
pruleched from disclosure; or

] In the opinion of the custodian, or the general counse|
in the case of an appeal, disclosure of the infarmation
could resull in compelitive harm to the submittar,

The notification must cither describa the exact nature of the
business information requested, or provide copies of the
records or portions of records containing the business
nformation. The custodian must notily the reguester that
natice and an opportunity to object are being provided o the
submitter.

(b}  Exceptions. Motification does not need to be made il
= The custodian determines that the information will
not be disclosed,
] The information lawiully has been published or has
been officially made available to the public.
] Disclosura of the information is required by law {other
than FOLA).

] Disclosure of the particular kind of information is
requirad by a Pastal Service regulation. In such
caces, the custodian must provide advancea written
noftification to the submitter if the submitter had
designated the information as protected.

(3) Submitter Objactions to Disclcsure. Tha custodian must giva the
submitter a reasonabla time to provide a detailad writtan
staternent of any objection o disclosure. The objection must
specify the grounds for withholding any of the information under
any FOIA exemption, Spesifically, under FCIA Exemption 4, the
submitter must demonstrate why the information is a trade secret
or commescial or financial information that i privileged or
confidential, When possible, the objection should be supported
by a statement or cartification by an officer or authorized
reprasentative of the submitter that the information in question is
confidential, has not been disclosed 1o the public by the
submilter, and is not routinely available to the public from other
sowrces. The gbjection and any accompanying information may
also be subject to disclosure under FOLA,

(4)  Disciosura. if planning to disclose records over the submitter's
objection, the custodian must furnish the submitter a written
notice that includes:

{fa) A description of the business information to be disclosed,

March 2076 5
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5-2 Guide to Privacy, the Freedom of Infermation Act, and Records Management

(o) A statement of the reasons the submitter’s objections weara
not sustained,

{c)  The specific date on which disclosure is to occur. The
notice of intent to disclosa must ba provided to the
submitter in a reasonable number of days bafore the
specified disclosure date, and the requester must be
notified that the notice of intent has been provided 1o the
subimitter.

18]  Nondisclosure. If the custodian determines that any part of the
requested records should not be disclosed, the custodian must
notily the requester in writing, and include the right to appeal the
decislon. See section 4-3.6. A copy of the letter of denial must
alao ba providad to the submittar in any casa in which the
submitter had besn nolified of the request. If a requaster brings a
lanwsuit seeking to compel disclosure of business information, the
gencral counsel or designes must promptly notify the submitter.

d. Customer Namas and Addrassas. The procedures related to tha
disclosure of customer names and addresses are as follows:

(1) Customer or Mml'.[rrg Lizts, Mailimg lists or other lists of names or
addreszes (past or present) of Postal Service cuslomers or other
parsons may not be made available to the public by any means
or for any purpose,

(2} Address Location. If the location of an address is known, a Postal
Servica employes may disclose the location or give diractions to
ther address.

(3} Release of Address information;

(a) General. Information relating to boxholders, permanent and
temporary change of address, and commercial mail
receiving agencies may only be disclosed as permitted by
the Privacy Act and routine uses for tha applicable systam
of racords. Sea the Appendix, additional instructions in
saction 5-2d(3}b). and Exhibit 5-2a, Addrass Disclosure
Chart.

(b} Additfonal nstructions. The following additional
instructions must ba followed relating to requests for
change of address or boxholder information.

i  General. Disclosures must ba limited to the addrass
of the spacilic individual about whom infarmalion is
requested, not other family members or individuais
whose name may apgear on the change of address
form. The address of an individual may be withheld to
protect the individual's personal safety, If an
individual has filed for a protective order, the addrass
may nol be disclosed except pursuant 1o a court
order and on the advice of counsel,

{iy To persons sarving fegal procass, This includas
persons empowered by law, the attornay for a party

52 Handbook AS-353
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Requests for Special Categories of Records _ 5-2

on whose behall service 12 to be made, or a panty

whio is acting pro se (the ferm pro se means that a

party is self-represented, and is not represented by

an attermey). When responding, do not provide a

copy of PS Form 3575, Change-of-Address Order, or

PS Form 1093, Appiication for Post Office Box ar

Catler Servica, to the requestar. The USPS does not

have a standard form for use when requesting

addrass information. Requesters are encouraged to

e the standard format in Exhibit 5-26. If the

requester uses the standard format on its own

letterhead, the standard format must be used in its
entirety, and the waming statement and certification
must appear immediately bafore the signature block.

If the request lacks any of the required information or

a proper signature, the custodian must retum it to the

requester specifying the deficiency. Raequests via

faczimile from process servers are acceptable. Each
recuest must specify all of the following Information:

- A cerification that the name or address is
needed and will be used solely for service of
legal process in connection with actual or
prospective litigation.

L] A citation to the statute or regulation that
empowars the requester to sanve process, if the
requestar is anyaones other than a party acling
pro se of the attomey for a party for whoem
sarvice will ba made.

The names of all known parties to the hitigation.
The court in which the case has been or will be
commencead.

s The docket or other identifying number, if one
has been issued.

®  The capacity in which the individual is to be
served (e.g., defendant or witness).

) Toa federal, state, or local government agency.
Address verification |2 provided to govemnment
agencies that provide written cerlification that the
information is needed to perform their duties.
Address verification may alzo extend to a
government contractor if its request is submitted on
the agency's letterhaad and contains a cartification
signed by a duly authorizad agency official that the
contractor requires the information to perform official
agency business pursuant 1o the contract with the
agency. The contraclor's request may also be on its
own letterhead if accompanied by the agency
cartification. Verification means advising the agency

March 2018 53
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5-2

Exhibit 5-2a
Address Disclosure Chart

Guide to Frivacy, the Freedom of Information Act, and Records Management

v}

as to whether the address provided is one at which
mail for that customer is currently being deliverad. It
does not mean or imply knowledge on the part of the
Postal Service about the actual residence of the
customer or the actual receipt of mail delivered to
that address. Agencies must use the standard format
in Exhibit 5-2¢ when requesting addrass verification.
If the request lacks any of the required information or
a proper signature, the custodian must return the
request to the agensy specifying the deficiency in the
space marked “cther.” Requests via facsimile from
government agencies are-acceptable.

For jury service, The known mailing address of any
customer sought for jury service is provided without
charge to a court official, such as a judge, court clark,
or jury commissioner, upan prior written request.

Handbook AS-353
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Manual

Connecticut State Marshal

(7))
o REVIEW GUIDELINES FOR WRITS (Eifective July 1, 2017)
(- Cerporation , i
Domestic 33-663 NO SERVICE oo iy i E 5 S
W Foreign Corporation 33-929 .S0S agent . 2 copies $50.00
" Nonstock Domestic 33-1053 | NO SERVICE 1
S Nonstock Foreign 33-1219 | SOS agent 2 copies $50.00
o
wn 34-243r 1508 agent 2 copies $50.00
(eb] { 34-243r Foreign Unauthorized {SOTS agent pursuant to 2 copies $50.00
cC | 34-275a)
% | Domestic 34-13b | Only with affidavit of due diligent mmmwn_._ 1 1 copy $50.00 ..
. — | Forelan '34-38g SOS agent 2 copies | $50.00
- 134-38q " (If SOS not agent, only E\mmwn_ms_n of due a___mm:n 1 copy . $50.00
L sedrch) - ;
G | 34-38Kd} Foreign Unauthorized 1 2 copies $50.00
W . {individuals
<)) - 1'Non-resident - ] 52-59b. ] : .  1copy. | $50.00
. W 1 Connecticut’ .,mm_mm:.“ 5257 . _Only with_affidavit of due diligent search -1 copy $50.00
D [ Statutory Trusts . ~ ,
R | Domestic 134-508(c).._|: Only.with affidavit of due diligent search 1copy | $50.00._
-Foreign: g 34-533° 1 S0OS agent/OR.. 2 copies $50.00
. ] ] Affidavit of dua a__ﬁm:ﬁ mmm:ns 1 copy. 4 $50.00
._n_l-w 34-539(c) Foreign Unauthorized _| 2 copies . | $50.00.
._nm 147-244b | Only with affidavit | 1copy ~ |$50.00
) ) i
L Chartered in h@:nmﬂ_n:w 52-57 i AS APPLICABLE 1 copy :$50.00
= Insurance Company. ] Only if 38a-273. is specitied on writ 2 copies . | $50.00
.._m Service on any State mommﬂ. Refer to Attornéy General's Office -
y This chart is meant as a quick reference and does not represent the only means of service of process.
Z CHECKS SHOULD BE MADE PAYABLE TO THE SECRETARY OF THE STATE
o] Clearly indicate the defendant being served through this office.
— Statutory citation must be indicated on process.
@D Revised 7/1/2017
| -
(&
D
p)
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V. DMV CALL-IN LINE
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Summary

The Department of Administrative Services (DAS), the Department of Emergency
Services and Public Protection (DESPP), and the Department of Motor Vehicles (DMV)
entered a Memorandum of Understanding (MOU) enabling state marshals to obtain DMV
license and registration verification information from DAS via a dedicated telephone line.

Any state marshal who wishes to utilize the License and Registration Verification
Service (“DMV Call-In Line”) must first complete, sign and submit a License
Verification Service User Agreement to the Commission office. State marshals who
attempt to use the DMV Call-In Line without a current User Agreement on file will not
be provided with information and may be subject to discipline.

Dedicated DMV Call-In Line Telephone Number: There is a dedicated
telephone number for the DMV Call-In Line which is provided to state marshals once
they sign a user agreement. State marshals may make license verification requests only
to this dedicated telephone number. In addition, state marshals should not call this
dedicated line for any other purpose. Hours of operation for the DMV Call-In Line will
vary depending on staff availability and are only during regularly scheduled business
days for DAS. Although call volume and staff availability dictate hours and response
times, staff will make every effort to return voicemails within 48 hours of receipt.

State marshals shall adhere to the following procedures when utilizing the DMV
Call-In Line:

1. A state marshal must have a signed User Agreement on file with the
Commission office in order to utilize the DMV Call-In Line.

2. The state marshal may only call the dedicated telephone number for the DMV
Call-In Line when requesting license information. The state marshal may not
call any other telephone number when requesting license information
including the main telephone number for the Commission or the telephone
number of any staff member.

3. When the marshal calls for service, he or she must provide his or her badge
number. A state marshal seeking to verify a Connecticut address must
provide either (1) a subject’s name and driver’s license number; (2) a subject’s
name and date of birth; (3) a vehicle identification number (VIN); or (4) a
vehicle registration number and class code. These information options are the
basis of the search of the DMV database.

4. The state marshal will receive verbal address verification based upon
information in driver and vehicle records contained within the DMV database.
DAS cannot provide written documents or copies of DMV records. Only
verbal information will be provided.
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5. This is not an emergency hotline answered by a dispatcher or operator.
Accordingly, should a state marshal call the designated telephone number and
the call is sent to voicemail, the marshal must leave a voice message. As
noted above, staff will make every effort to return voicemails within 48 hours
of receipt.

6. The DMV Call-In Line is not monitored during the evenings, on weekends, or
during state holidays. State marshals should limit their calls to business hours
only unless utilizing the emergency after-hours verification service provided
by DESPP described below.

DESPP Emergency After-Hours Verification Service: Under the MOU, state
marshals may contact DESPP for address verification information in very limited
circumstances where they have a need for such information on an emergency basis for
capias warrants or restraining orders, and only when DAS is not open for business. Note
that, as with the DAS DMV Call-In Line, marshals may only call DESPP for information
if they have a user agreement on file with the Commission.

Authorized Use: DAS, DESPP, and DMV provide this license verification
information to state marshals solely for use in the performance of their statutory duties.
Each call made to the DMV Call-In Line is logged. The license verification information
provided is confidential personal information which may not be wrongfully disclosed or
used for an unauthorized purpose. If a state marshal wrongfully discloses or uses
information received from the DMV Call-In Line, he or she may be subject to sanctions
under both state and federal law as well as discipline by the Commission including but
not limited to the revocation of his or her appointment as a state marshal.

The DMV Call-In Line provides essential information to state marshals in the

performance of their statutory duties. All state marshals should follow the above
procedures and guidelines and be adaptable to any changes that may be required.
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VI. EVICTIONS (SUMMARY PROCESS)
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Summary

Definitions

The first step in the Summary Process (eviction) process is the notice to quit
possession. A notice to quit possession is a formal request that a tenant (lessee) or
occupant vacate any land, building, house or dwelling unit, apartment, trailer, or trailer
land. Essentially, the tenant or occupant has three full days to resolve the condition
outlined in the notice to quit, or vacate the premises before formal eviction proceedings
are filed in court. Note that the notice to quit is a request that the tenant vacate the
property and not a court order requiring the tenant to do so.

A summary process summons and complaint is the document filed by the
landlord or owner in court which formally initiates the eviction action. In the writ,
summons and complaint the landlord or owner sets forth facts justifying a judgment for
immediate possession or occupancy of specific premises and makes a claim for
possession or occupancy of that premises. Generally, a service of a notice to quit must be
done before the complaint process can be initiated. The General Statutes provide a few
exceptions to this rule for where there is illegal use of the premises or a waiver of the
notice.

A judgment for immediate possession is entered by the court as the final order
after the tenant or occupant fails to appear or plead, or after a trial. There is an automatic
stay of a summary process execution for five days, not counting Sundays, legal holidays
or the date of the judgment. The tenant or occupant may apply for other stays of
execution under statute. See General Statutes 8§ 47a-37.

A summary process execution for possession (eviction) goes into effect after
the five day stay period following the judgment or later if other stays are requested
and granted. The execution permits the landlord or owner to take possession of a
premises by hiring a state marshal to execute the eviction by removing individuals and
their property from the premises. After a clerk signs the execution, the landlord or owner
must give the original to a state marshal for service. The state marshal is authorized to
serve and execute the eviction in accordance with the statutes.

Authority

State marshals are empowered under statute to complete the service of the notice
to quit, the summary process summons and complaint and the summary process
execution. In addition, they are empowered to conduct the summary process execution
(eviction). Note that a notice to quit possession can be served by an indifferent person
anywhere in the state, a constable in his or her town, or a state marshal in his or her
county. The summary process summons and complaint may only be served by a
constable or a state marshal within his or her jurisdiction. Likewise, the summary
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process execution for possession may only be served and executed by a constable or a
state marshal within his or her jurisdiction.

Manner

Notice to quit possession: The landlord or owner must sign the notice and list the
name and address of all of the tenants (lessees) and/or occupants living in the premises.
If the landlord or owner knows that there are adults living in the premises, but does not
know their names, he or she may list “Jane Doe” or “John Doe” on the notice. See the
Major Statutes subsection of this section regarding service on unknown individuals. The
landlord or owner may leave off his or her own address from the notice and supply that
information separately to the marshal. Note that each person listed on the notice must be
served separately by the marshal with a verified true and attested copy of the notice to
quit. For residential matters, service may be made in hand or abode. In non-residential
matters the notice may be left at a commercial establishment, or with an officer, owner,
or person in charge of an office or principal place of business. There must be at least
three full days between the date of service and the date on which the occupants must
vacate the premises. For example, if the notice specifies a May 20th move out date,
service must be made by May 16th. The individual has until midnight of the last date
specified to vacate the property.

The landlord or owner must list a reason for the eviction in the notice to quit.
While there are several reasons that may be utilized, the most common are for the
nonpayment of rent or the termination of a lease for lapse of time. There are special rules
regarding timing for service of the notice to quit for certain types of leases. The Judicial
Branch has published a guide which outlines specific examples, entitled A Landlord’s
Guide to Summary Process (Eviction) and available at: http://www.jud.ct.gov/pub.htm.
For more information about this Guide or questions about the process, you should call the
Housing Court directly.

The notice to quit form has a section at the bottom where the marshal may fill in
his or her return of service. See the Forms subsection at the end of this section. A
marshal may also create his or her own return. See the samples in the References section
of this manual. The marshal must return the original notice to quit with his or her return
to the landlord or owner. The endorsement process and fee is the same as for civil
process.

Summary process writ, summons and complaint: A summary process writ,
summons and complaint is served in the same way as a regular civil summons. The
landlord or owner must attach the original notice to quit along with the marshal’s return
to the summons and complaint. He or she may also attach a copy of the written lease (if
applicable). For residential property, the marshal may make in hand or abode service.
For commercial property, the marshal must leave a copy in hand with the person in
charge at the commercial premises, the leaseholder, or a registered agent for service, or at
the usual place of abode of the leaseholder. Service must be made six days before the

QO|Page Connecticut State Marshal Manual 2017


http://www.jud.ct.gov/pub.htm

return day, and the landlord or owner must file the return with the court at least three full
business days before the return day. State marshal service fees are as in civil service.

Motion and order for payments for use and occupancy: A state marshal may
be asked to serve a motion and order for payment for use and occupancy with the
summary process complaint, wherein the court orders the defendant to deposit money
with the court pending the housing court proceedings. See General Statutes § 47a-26b. If
this motion is served with the complaint, the defendant has five days from the date the
defendant appears in court to file an objection.

Summary process execution for possession (eviction): The execution (eviction)
occurs after judgment is entered and the statutory stays are over. The execution must be
completed within 60 days of the date the order is signed by the court (clerk). State
marshals have considerable responsibilities and authority while conducting an eviction.
The following list provides an overview of the process, however note that it is important
for marshals to familiarize themselves with the applicable statutes. Note that the state
marshal fee for the service of the execution on a summary process judgment is not more
than $50. In addition, the marshal may charge up to $100 per hour for the removal of
property under the execution. See General Statutes § 52-261 (b). A marshal may not
charge additional fees beyond those provided for in the statute. The marshal may collect
the mover’s fees upfront from the landlord or owner or invoice for the fees.
Alternatively, the landlord or owner may contract with the movers independently.

Eviction of tenants — residential property: The eviction of tenants (lessees) and
occupants from residential property is outlined in General Statutes § 47a-42. The
eviction must be completed within 60 days of the signature on the order.

a) At least 24 hours before the eviction, the state marshal must give the chief
executive office of the town where the eviction will occur notice of the
eviction, stating the date, time and location of the eviction and a general
description, if known, of the types and amount of property to be removed
from the premises and delivered to the designated place of storage. Some
towns will only do a set number of evictions a week.

b) Before giving the 24-hour notice to the chief executive officer of the town,
the state marshal shall use reasonable efforts to locate and notify the
defendants (tenants, lessees or occupants) of the date and time of the eviction
and the removal and possible sale of their property. The marshal must serve
a true and attested copy of the summary process execution on each
defendant or other persons in occupancy, in hand or at the place of residence.
The notice must advise the defendants that if they claim a right to remain on
the premises, they should contact an attorney. The notice must also provide
clear instructions as to how and where the defendant may reclaim any
possessions and personal effects removed and stored at the designated place
of storage, including a telephone number that may be called to arrange
release of such possessions and personal effects.
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d)
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The state marshal must arrange for movers. The marshal is advised to use
only bonded, licensed movers for the protection of the marshals, their clients,
the town and the defendants. The movers will transport the property to the
storage facility designated by the chief executive officer of the town or city.
Note that the chief executive officer may delegate that authority to the public
works division, or another official of the town or city. The state marshal is
required to stay on the premises during the course of the eviction and stay
with the goods and the movers until they are delivered to the storage
facility. The goods are stored for fifteen days at the defendant’s expense at
the storage facility. The tenant can come and claim the goods and pay any
storage expenses. At the end of fifteen days, the town is authorized to sell
the goods at an auction. It is good professional practice for the marshal to
create a detailed inventory of all items transported to the town storage
facility. The marshal may also want to take pictures of expensive items that
were transported (i.e. televisions or electronics). Such an inventory or
pictures may be helpful if the marshal is faced with a claim of lost, stolen, or
damaged items. As noted above, the state marshal is responsible for
informing the tenant how and where he or she may reclaim the possessions,
including providing a telephone number for the facility. The state marshal
should provide this information on the execution form.

Once an eviction is properly noticed, tenants are subject to a criminal
trespass charge if they remain on the premises. The state marshal may
exercise discretion when determining whether or not to permit the tenant
take critical items such as medicine and personal papers or other essential
items. The marshal should not interfere with the efficient flow of the
eviction and may not allow the tenant on the property against the landlord’s
wishes. The marshal must direct the movers to take the property to the
storage facility designated by the town or city. The marshal may not permit
the movers to take the goods to a place directed by the tenant, even if the
tenant wants to pay for that action. The storage facility may not take items
which pose a health hazard or items that are broken or trash. The marshal
should contact each storage facility directly to determine its rules regarding
storage and the items that are not permitted. The state marshal must exercise
reasonable discretion in determining which items to take. It is also advisable
that the marshal create a general list of the items which are not taken.

If there are animals present on the property, the state marshal should contact
the animal control officer in the town or city. If there are cars or boats or
other large unusual items, the marshal should contact the town or city to
determine where they should be transported for storage.

While the statute authorizes marshals to remove individuals from the

premises, such action is inadvisable. The best professional practice is to seek
the assistance of the police in cases involving the removal of an individual.
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9)

Subsequent to the eviction, the police may charge the individual with
criminal trespass.

General Statutes § 52-261(b), sets maximum fees for the service of process
and an hourly rate for the eviction. The movers may be paid by the marshal
who will then invoice his or her client. In the alternative, the client can pay
the movers directly. Marshals should work with their clients before the
eviction to determine how the movers will be paid.

Subsequent to conducting the eviction, the state marshal must provide a return.
There is space for the marshal’s return on the bottom portion of the Summary Process
Execution for Possession. Eviction of tenants — commercial property: The eviction of
tenants (lessees or occupants) from commercial property is outlined in General Statutes §
47a-42a. This action needs to be done within 60 days of the order signature date.

a)

b)
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The state marshal must make reasonable efforts, at least 24 hours before the
eviction, to locate and notify the defendants (tenants, lessees or occupants) of
the date and time of the eviction and the removal and possible forfeiture
property to the landlord or owner. The documents give notice to the individual
that if they claim a right to remain on the property they should contact an
attorney. The marshal must serve a true and attested copy of the summary
process execution on each defendant or other persons in occupancy, in hand,
abode or at the commercial property. For particular situations always check
with the client and the statutes. See the Major Statutes subsection below.

If the defendants (tenants, lessees or occupants) have not vacated, the
plaintiff (landlord or owner) in the presence of the state marshal shall
prepare, sign and date, an inventory of such possessions and personal
effects and provide a copy of the inventory to the marshal. The marshal will
then attach the inventory to the original eviction papers. The plaintiff must
make arrangements to store the goods on the premises or hire movers to
remove and store such possessions at the expense of the defendant. Fifteen
days after the eviction, if the defendant does not claim the goods and pay
storage costs, the defendant forfeits the goods to the plaintiff, who may
dispose of the possessions. After fifteen days, the marshal should return the
original papers and inventory list to the plaintiff.

While the statute authorizes marshals to remove individuals from the
premises, such action is inadvisable. The best professional practice is to seek
the assistance of the police in cases involving the removal of an individual.
Subsequent to the eviction, the police may charge the individual with criminal
trespass.
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d) Subsequent to conducting the eviction, the state marshal must provide a
return. There is space for the marshal’s return on the bottom portion of the
Summary Process Execution for Possession (nonresidential).

Entry and Detainer procedures: In general, these procedures apply when someone has
made forcible entry onto property or otherwise takes possession of the property thus
putting a party out of possession. See General Statutes § 47a-43. The court will direct to
a proper officer a hearing notice to be served on the party who has taken possession of
the property.

Appointment of Receiver of Rents: There are special procedures for service in matters
where the court deems it necessary to appoint a receiver because of a noncompliant
landlord or owner. See General Statutes § 47a-56b.

Ejectment: In matters involving the foreclosure of a mortgage or lien upon land,
plaintiffs can seek an execution for ejectment. State marshals are charged with putting
the plaintiff into possession of the property in the same manner as with a residential
property summary process execution. See General Statutes § 49-22. Note that if a tenant
takes possession after a lis pendens is filed, that tenant needs to be joined as a party to the
foreclosure action in order to be ejected pursuant to General Statutes § 49-22 (a). See
Tappin v. Homecomings Financial Network, 265 Conn. 741 (2003).

Major Statutes

There are many statutes/regulations that touch on evictions and ejectments. The
state marshal should always check with his or her client, attorney (if applicable), and the
statutes if he or she has any questions about a particular eviction. The following reference
list is not exhaustive and sets forth only the most important and commonly used statutes
covering evictions and ejectments:

47a-21 (f) Nonresident landlord must appoint in writing the Secretary of the State as
his/her attorney upon whom all process in any action or proceeding
against the landlord may be served.

473-23 Notice to quit possession.

47a-23a Summary process summons and complaint.

94 |Page Connecticut State Marshal Manual 2017



47a-23b

47a-23c

47a-26b
52-261 (b)
47a-26h
47a-31

47a-35

47a-41a

47a-42
47a-42a
47a-25
47a-11b
47a-11d
47a-26a
47a-14d
47a-14h
47a-15
52-48

49-22

95 |Page

Service on tenant (lessee/occupant) who is a nonresident or whose
whereabouts are unknown. Note deadlines and notice by publication
sections.

Prohibition on eviction of certain tenants without cause (disabled
individuals or those sixty-two years of age or older).

Motion for order of payments for use and occupancy.
State marshal fees.

Persons bound by summary process judgment/exemptions.
Illegal use of the premises.

Stays of execution. See also General Statutes §8 47a-26i (motion to set
aside stay), 47a-37 (applications for stay) and 47a-39 (grounds for stay).

Execution (eviction) on a judgment cannot be issued more that six months
after the entry of judgment on the matter; periods of stays excluded.

Eviction procedures for residential property.

Eviction procedures for commercial property.

Waiver of notice to quit.

Abandoned property; landlord’s remedies.

Death of tenant; landlord’s remedies.

Service of Judgment for Failure to Plead.

Service procedure for judgment of tenement receivership.
Action by tenant to enforce landlord’s responsibilities.
Breach by tenant; landlord’s remedies.

Return day.

Foreclosure ejectment.
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Forms

The following is a list of the common forms utilized for the eviction process and
mortgage foreclosure ejectments. Note that these forms are updated frequently by the
Judicial Branch. Accordingly, it is important to verify that the most recent form has been
utilized. These forms are available at the Forms section of the Judicial Branch website
located at: http://www.jud.ct.gov/webforms

JD-HM-007
JD-HM-008
JD-HM-003
JD-HM-032
JD-HM-002
JD-HM-034

JD-CV-030

9% |Page

Notice To Quit (End) Possession

Summary Process (Eviction) Complaint, Nonpayment of Rent
Claim of Exemption - Summary Process (Eviction)

Summons - Summary Process (Eviction)

Summary Process Execution For Possession

Summary Process Execution for Possession- Nonresidential

Execution for Ejectment, Mortgage Foreclosure
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VII. INACTIVE STATUS/RESIGNATION

97|Page Connecticut State Marshal Manual 2017



Summary

Inactive Status

A marshal who requires a sizeable leave of absence, but who wishes to eventually
return to active duty, may apply to the State Marshal Commission to go on Voluntary
Temporary Removal (VTR) (or “inactive status”) from his or her appointment in lieu of
resignation. Such requests are granted for substantial personal cause (illness, injury,
military service, etc.).

Substantial personal cause includes, but is not limited to illness (either the
marshal’s or that of a family member), military duty, temporary political positions,
temporary disability, and similar circumstances. Inactive status is not available for
marshals who wish to go on an extended vacation or live out of state for a portion of the
year. As noted below, inactive status is granted in one year blocks of time, with the
option of earlier reinstatement.

To apply for inactive status, the marshal must submit his or her request in writing
to the Administrative Office of the Commission, stating the reason for the request.
Unless additional material is required, or a hearing is needed, the office will mail the
marshal an Affidavit for Inactive Status. The marshal must sign the affidavit, have it
notarized, and return it to the Commission office. Once the affidavit is returned to the
office, the request will be considered by the Commission at its next meeting. The
marshal will be notified in writing of the Commission’s decision.

Inactive status is granted in one-year blocks of time. Near the end of this one-
year block, the Commission will notify the marshal that the Commission is reviewing the
marshal’s status, which may or may not be renewed, depending on the circumstances.
Given the voluntary nature of inactive status, the Commission may reinstate a marshal
before the one year time period has elapsed, if the marshal requests such early
reinstatement in writing.

Once on inactive status, a marshal may not complete any state marshal work and
is taken off the list of active state marshals. In addition, during inactive status, annual
fees are stayed. Absent unusual circumstances, the marshal must pay any outstanding
annual fees prior to reinstatement to active duty. A marshal need not carry personal
liability insurance while on inactive status, however, the marshal must provide proof of
liability insurance before the Commission will grant reinstatement to active duty.

Resignation

If a marshal wishes to voluntarily retire and resign from his or her appointment as
a state marshal, he or she may do so by sending a written request to the Commission
office. The office will then mail an Affidavit to Resign State Marshal Appointment to the
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requester. The marshal must sign the affidavit, have it notarized, and return it to the
Commission office. Once the affidavit is returned to the office, the request will be
considered by the Commission at its next meeting. The marshal will be notified in
writing of the Commission’s decision. There may be certain instances in which further
action must be taken, such as the Commission’s review and final determination of
pending complaints, prior to granting resignation. Unlike with requests for inactive
status, requests to resign may be granted for any reason and there is no need to establish
substantial personal cause. Note that resignation of appointment constitutes final removal
from appointment and cannot be reversed. Once the effective date of the resignation
passes, a marshal’s appointment is terminated and the individual may not complete any
state marshal work (including collecting under executions) and is taken off the state
marshal list.
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Sample Affidavit for Inactive Status (VTR)
State Marshal Appointment

I, the undersigned duly depose and say:
1. I am over the age of eighteen and believe in the obligation of an oath.

2. I am requesting Inactive Status (voluntary temporary removal VTR) for
substantial personal reasons effective [date].

3. I am seeking Inactive Status (voluntary temporary removal VTR) at this time,
but I intend to return to my marshal duties in the future, if circumstances permit.

4. I understand that if my request for voluntary temporary Inactive Status (VTR)
is accepted by the State Marshal Commission, the Commission will, for a period of one
year, unless | petition to return earlier, take my name off the active list of state marshals
and I will no longer be authorized to do state marshal work.

5. I understand that my Inactive Status (VTR) will be in effect for one year from
the effective date after the Commission approves such status. In one year, unless |
petition for reinstatement sooner, the Commission will reconsider whether to continue
such status for another year depending on the circumstances.

6. As of the effective date of this request, | will have completed or transferred all
of my state marshal work.

7. During the time | am on Inactive Status (VTR) I will not engage in any work
as a state marshal, including but not limited to performing service of process, executing
tax warrants, bank executions or wage or property executions.

8. I waive my right to have a hearing on my Inactive Status (VTR) and wish the
matter to be resolved on the papers.

I hereby certify that the foregoing statements are true to the best of my knowledge and belief:

XXXXXXXXXX / /
SIGNED (Affiant’s Signature) Print Name of Affiant County

SUBSCRIBED AND SWORN TO BEFORE ME ON:
/
DATE SIGNED (Comm. of Superior Court/

Notary Public) -- My Commission Expires
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Sample Affidavit to Resign
State Marshal Appointment

I, the undersigned duly depose and say:
2. I am over the age of eighteen and believe in the obligation of an oath.

2. I understand that if my resignation is accepted by the State Marshal
Commission, that the Commission will permanently take my name off the official list of
state marshals and I will no longer be authorized to do state marshal work.

3. I have chosen not to request a voluntary temporary inactive status (VTR)
status based on disability or other substantial personal cause.

4, I will return my state marshal badge and identification card to the
Administrative Office of the State Marshal Commission at 450 Columbus Blvd., Suite
1504, Hartford, Connecticut 06103, by [date].

5. I have completed all of my civil process state marshal work, or will have by
the effective date of my resignation which will be [date].

6. I will not engage in the future in any work as a state marshal, including but
not limited to performing service of process, executing tax warrants, bank executions or
wage or property executions.

7. I do not have any client fund account work and have closed my client fund
account.
8. I waive my right to have a hearing on my resignation and wish the matter to be

resolved on the papers. I understand that I or the Commission can still seek a hearing if
the resignation is not resolved on the papers.

Q. I would/would not like (circle one) to have a replacement retirement badge
sent to me.

I hereby certify that the foregoing statements are true to the best of my knowledge and belief:

XAXAKAXXXXXXX / /
SIGNED (Affiant’s Signature) Print Name of Affiant County

SUBSCRIBED AND SWORN TO BEFORE ME ON:
/
DATE SIGNED (Comm. of Superior Court/

Notary Public) -- My Commission Expires
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VII. INVOICING
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Summary

State marshals are independent contractors who must create their own invoices to
bill private citizens. When a state marshal does work for a state agency, however, there
are specific invoice forms that must be used. If the marshal has questions about a
particular agency’s forms or procedures, he or she must contact the agency directly.

Judicial Branch: When invoicing the state for fee waiver services, service of
restraining orders, execution of capias warrants, or other work done for the Judicial
Branch, the marshal should use the State Marshal Services Invoice For Service of
Process. See the Supplemental Materials subsection at the end of this section. The state
marshal should contact the Judicial Branch directly with questions about filling out the
invoice or the appropriate form for his or her claims for reimbursement. The failure to
follow the state’s requirements for reimbursement claims may lead to rejected claims or
delayed reimbursement.

Please Note: The State Marshal Services Invoice for Service of Process is
updated periodically due to mileage rate changes and other changes to the law. The State
Marshal Commission will work in conjunction with the Judicial Branch to circulate these
updated invoices when changes are made. It is important that the state marshal utilize the
most current version of the invoice or his or her claim for reimbursement may be rejected
by the Judicial Branch.

Most Other State Agencies: Most other state agencies utilize the CO-17 form
for invoicing. Contact the agency directly about the correct invoice or form to use for
reimbursement claims.

Probate Courts: For reimbursement by a probate court, you should utilize the

Probate Court Invoice. See the Supplemental Materials subsection at the end of this
section.
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State of Connecticut
State Marshal Commission

Dennis F. Kerrigan, Jr., Esquire James E. Neil, Esquire
Chairman Director of Operations
DATE: October 19, 2007

TO: State Marshals

FROM: James E. Neil, Esquire, Director of Operation:

SUBJECT: Judicial Branch Invoicing

ADMINISTRATIVE BULLETIN
07-13

Enclosed is correspondence this office received from the Office of the Chief
Court Administrator, Judicial Branch Fiscal Administration office. Please note that the
Judicial Branch has specific policies on how invoices should be submitted to the Judicial
Branch. For efficiency and for maintaining a good working relationship with the Branch,
please establish procedures that are in accordance with the enclosed directive.

Thank you for your cooperation in this matter.

765 Asylum Avenue
Hartford, Connecticut 06105
Tel. (860) 566-7109 Fax. 566-3743
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JUDICIAL BRANCH
FISCAL ADMINISTRATION
90 WASHINGTON STREET
HARTFORD, CT 06106
Telephone: (860) 706-5230
Fax: (860) 706-5097

Web Page: www.jud.ct.gov

Office of the Chief Court Administrator

Thomas N, Sitare, Director of Fiscal Administration E-Mail: Thomas.Sitaro@jud.ct.gov

September 26, 2007

Mr. Dennis F. Kerrigan, Jr., Esquire, Chairman
State Marshal Commission

765 Asylum Avenue

Hartford, CT 06105

Dear Mr. Kerrigan,

~ The Accounts Payabie division of the Judicial Branch endeavors to review and process the State Marshal
Services Invoices for Service of Process as quickly and efficiently as possible. We recognize that as
independent contractors, the State Marshals should reccive compensation for their services in a timely
fashion. To that end, the cooperation of the State Marshals is necessary regarding preparation of their
invoices. Submission of incomplete or incorrect invoices impedes the process and results in payment
delays. It is also time consuming to the Accounts Payable division that must continue to process the huge
volume of invoices despite a staffing shortage.

In general, all State Marshals should be using the current version of the State Marshal Services Invoice for
Service of Process, revised to 3-1-2007 (file attached). Effective with dates of service beginning October
15, 2007, modified or older versions of the form will be returned unprocessed to the court clerks. The
current invoice, when prepared in Excel format, provides the most efficient presentation of the
information and results in fewer computation errors. We encourage the use of this form in Excel, though
legible, handwritten invoices will be accepted.

Several common errors on the invoices have been identified. They are discussed below and are grouped
by the corresponding section of the Marshal Services Invoice.

Marshal Information

Missing or Incorrect Social Security Numbers/FEIN Numbers

Marshal’s address on invoice does not match address on file (Please notify the Accounts Payable
department in writing of address changes - fax to 860-706-5097)

Case Information

Missing Docket Numbers / Case Numbers

Missing or Inconsistent Date of Service (Date of Service on invoice should agree with Marshal’s return of
service)
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Name(s) of Persons Served (In cases where several persons are served, all names should be listed on the
invoice or the inveice should reference the attached return of service where the information can be found.)

Mileage Record

As you may be aware, the mileage section of the invoice has come under greater scrutiny by the Auditors
of Public Accounts. C.G.S. §52-261(a), in pertinent part, provides that mileage is “to be computed from
the place where such officer or person received the process to the place of service, and thence in the case
of civil process to the place of return. If more than one process is served on one person at one time by
any such officer or person, the fotal cost of travel Jor the service shall be the same as for the service of
one process only.” Online mapping tools are now utilized to verify mileage, and excessive mileage must
be questioned. State Marshals can avoid payment delays when their travel for the service is accurately
described in the mileage record section of the invoice. This includes supplying clear and complete street
and city addresses and indicating when multiple trips were required in order to complete the service,
Terms in the mileage record such as “home”, “to office”, “to post office” are not acceptable as they do not
provide for mapping verification without a street and city address.

Fees

The invoice is formatted with the detailed fee structure allowed by statute. Note that witness fees and
postage expenses are NOT covered by the statute (C.G.S. §52-261). Postage cxpenses can be paid only
when specified on the fee waiver (JD-F M-75) or court order to pay AND when accompanied by a receipt,

Certification

The State Marshal’s signature is required because it completes the request for payment and allows the
marshal to certify that “the services have been performed and the expenses incurred as stated were
recessary and proper and that the amounts claimed are those allowed by statute”,

It is our hepe that the information offered above will be communicated to the State Marshals in order to
improve the accuracy of the invoices, resultin g in the return of fewer invoices and quicker processing.
Please contact me should you have any questions.

Sincerely,

Thomas N, Sitaro

c: Nancy L. Kierstead, Director of Court Operations
James R. Maher, Director of Administration, Superior Court Operations
George Dombroski, Deputy Director, Supetior Court Operations, Audit and Compliance
Lori Macsata, Manager, Fiscal Administration
Luanne Griswold, Program Manager, Fiscal Administration
Michele Piotrowski, Fiscal Administration Supervisor, Accounts Payable
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STATE MARSHAL SERVICES INVOICE

STATE OF CONNECTICUT
FOR SERVICE OF PROCESS JUDICIAL BRANCH
dugiial Use Only Rev, 31-2007 ACCOUNTS PAYABLE DIVISION
BUSINESS UNIT NAME CONTROL GROUP VOUCHER # ’Wvulce AMOUNT
G JUDM1
IMENT DATE INVOICE DATE ACCOUNTING DATE }vmjoa FEIN

MARSHAL INFORMATION

MARSHAL'S TELEPHONE NUMBER
MARSHAL'S NAME
TITLE
MARSHAL'S FAX HUMBER
|ADCRESS
CITY

STATE COUNTRY i ZiP CODE
VENDOR BILLING IDENTIFICATION (E.G. SERVICE DATE, CASE NAME)

V8.

CASE INFORMATION

'COURT INFORMATION. COURT TYPE (D f JUV / HOUSING / Ga)

COQURT LOCATION

at

COURT ADDRESS:

DOCKET NUMBER: DATE OF SERVICE:

CASE NAME:

NAME OF PERSON(S)
SERVED:

© VS,

iy
ETYPE OF

JMENT SERVED:

MILEAGE RECORD

TOTAL MILES RATE

AMOUNT

$0.485
$0.485
$0.485
$0.485
© $0.485

DESCRIPTION GF FEE

QUANTITY UNIT PRICE AMOUNT
SERVICE $30.00
2ND AND SUBSEQUENT SERVICES - DIFFERENT ADDRESS $30.00
2ND AND SUBSEQUENT SERVICES - SAME ADDRESS $10.00
SERVICE NOTIFICATION TO ATTORNEY GENERAL'S OFFICE $10.00
COPY FEES $1.00
ENDORSEMENT FEES $0.40

TOTAL FEES

TOTAL MILEAGE + TOTAL FEES

INVOICE AMOUKT.

SLUNIT

STATE

PRGSF:AM
22003

CATION

PROJECT / GRANT BUDGET REFERENCE

JUD_NONPROJECT

10020

CERTIF#

| GERTIFY THAT THE SERVICES HAVE BEEN PEI
INECESSARY AND PROPER, AND THAT THE AMOUNTS CLAI

Ul
ARE THOSE ALLOWED BY STATUTE.

MARSHAL'S SIGNATURE

DATE

DeTE

Note: This Form is Not Updated - Do Not Use. Use the Version of this Invoice from the
State Marshal Commission website only.
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State Marshal Services Invoice

T FEES INCREASED PEI P... 1457 P S
[Judicial Use Only - Revised 2-1-2017 EFFECTIVE OCTOBER 1, 2014 ACCOUNTS PAYABLE DEPT

[PAYEE'S FAX NUMBER
ZIP CODE

[COURT INFORMATION: COURT TYPE (J0 / JUV | HOUSING | GA) COURT LOCATION

VOUCHER #

[ACCOUNTING DATE

[COURT ADDRESS:

DOCKET NUMBER: DATE OF SERVICE:

|CASE NAME:
NAME OF PERSON(S)
SERVED!

NAME/TYPE OF
DOCUMENT SERVED:

INFORMATION

FROM: (STREET ADDRESS. CITY/TOWN) TC: (STREET ADDRESS, CITY/TOWN) RATE AMOUNT
$0.535
$0.535
$0.535
$0.535
$0.535

OTAL MILEAGE

RIECORD

SERVICE Zxamples: st ining C ler, Servic Auth izec yF :Waive or( jurt Order)

2ND AND Co oo QUENT SEi....cS - SAME /.ODRESS

NOTIFICATION OF SERVICE TO ATTORNEY GENERAL'S OFFICE

COPY FEES

ENDORSEMENT FEES

POSTAGE (Not a statutory fee; paid only with judge's approval and with postal receipt included)

C.G.S. § 52-261(a)(2)

SERVICE FOR OTIHERS
PAID BY JUDICIAL

DESCRIPTION OF FEE
SERVICE (Examples: Service for Judicial Branch Offices or Service Ordered from the Bench)
2ND AND SUBSEQUENT SERVICES - DIFFERENT ADDRESS
2ND AND SUBSEQUENT SERVICES - SAME ADDRESS
COPY FEES
ENDORSEMENT FEES

C.G.S. § 52-261a

POSTAGE (Not a statutory fee; paid only with judge's approval and with postal receipt included)

JUDICIAL BRANCH

SERVICE FOR TII

TOTAL FEES

INVOICE AMOUNT GLUNIT DEPARTMENT FUND SID AGGOUNT PROGRAM

STATE 11000 10020 | 21930 1 20003 InvoIcE
51931 TOTAL

| CERTIFY THAT THE SERVICES HAVE BEEN PERFORMED AND THE EXPENSES INCURRED AS STATED WERE NECESSARY AND
PROPER, AND THAT THE AMOUNTS CLAIMED ARE THOSE ALLOWED BY STATUTE

CERTIFY

MARSHAL'S SIGNATURE

Note: This Form is current as of February 1, 2017 and will not be updated. Do not use
this version of the Invoice. Instead use the invoice posted on the State Marshal
Commission website only.
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Probate Court State Marshal Invoice

STATE OF CONNECTICUT
Probate Court Administration

Invoice for Marshal Services

Payee Information INVOICE No.
State of CT Vendor Number: INVOICE DATE
Marshal’s Name INVOICE AMOUNT
Address
Address
City St Zip
Case Number:
Case Name:
Name of Person(s) Served:
Name/Type of Document(s) Served:
MILEAGE RECORD
FROM: (Street =222 City/Town) TO:“treet addr-3s, City/Town) * MILES $ RATE AMOUNT
o i A - - __$0535|
& 9 | BN B F B | 055
| | - || 7533 |
4 0B | B S 6 a0 1 B 0558 0 |
To AT WLEACE "
** Please attach a copy of Citation and Return **
FEES
DESCRIPTION OF FEES QUANTITY | UNIT PRICE AMOUNT
Service $40.00
2™ and subsequent service-DIFFERENT address 40.00
2" and subsequent service-SAME address 20.00
Service notification to Attorney General’s Office 10.00
Copy Fees 1.00
Endorsement Fees 0.40
TOTAL FEES
TOTAL MILEAGE
AND FEES

CERTIFICATION:

| CERTIFY THAT THE SERVICES HAVE BEEN PERFORMED, THE EXPENSES INCURRED AS STATED WERE
NECESSARY AND PROPER, AND THAT THE AMOUNTS CLAIMED ARE THOSE ALLOWED BY STATUTE.

Marshal's Signature

Telephone No

Date

Reset Form

FOR ADMINISTRATIVE USE

VOUCHER #

Rev. 01/04/2017
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IX. JUDICIAL MARSHALYS/
COURTHOUSE PROTOCOL
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State of Connecticut
Department of Administrative Services
State Marshal Commission

W. Martyn Philpot, Jr, Esq. Robert Giuditta
Chairperson Interim Administrative Director

August 11,2015

TO: State Marshals
FROM: Robert Giuditta, Interim Administrative Manag 4
SUBJECT: Judicial Branch Policies Concerning Judicial Marshal Services” Interaction with

State Marshals

ADMINISTRATIVE BULLETIN
15-14

There have recently been several inquiries by state marshals regarding Connecticut Judicial
Branch policies concerning sereening and other procedures at state courthouses. Enclosed is set of
policies and procedures adopted by the Judicial Branch entitled “Summary of Judicial Branch Policies
Concerning Judicial Marshal Services’ Interaction with State Marshals.” Note that this policy is not new
and has been in place since May 25, 2011. Also note that this policy statement differs slightly from the
version in the 2012 State Marshal Manual. 1t adds Section 1. B. Expedited Entry For State Marshals
which states as follows:

State Marshals, by presenting an active Connecticut State Marshal identification card and
State Marshal badge and giving due courtesy to individuals waiting in line, may proceed to
the front of the existing line where State Marshals will be properly screened through the
metal detector according to Judicial Marshal policy and procedure..

Thank you for your atiention in this matter.

Ene.

165 Capitol Avenue, Room 279
Hartford, Connecticut 06106
Tel. (860) 713-5372 Fax. (860) 713-7458
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STATE OF CONNECTICUT
JUDICIAL BRANCH

SUMMARY OF JUDICTAL BRANCH POLICIES CONCERNING JUDICIAL
MARSHAL SERVICES’ INTERACTION WITH STATE MARSHALS

Metal Detector
A Judicial Marshal Policy and Procedure
¢ Pursuant to Judicial Marshal Policy and Procedure, all individuals
entering a public entrance of a courthouse are to be properly screened by a
metal detector or X-ray machine. There are no exceptions to this policy.
B, Expedited Entry for State Marshals
e State Marshals, by presenting an active Connecticut State Marshal
identification card and State Marshal badge and giving due courtesy o
individuals wailing in line, may proceed to the front of the existing line
where State Marshals will be properly screened through the metal detector
according to Judicial Marshal policy and procedure.

Firearms
A, Policy of the Superior Court Judges
¢ Peace officers, except Judicial Marshals, State Marshals and adult
probation officers, are permitted to carry exposed firearms in the
courthouse, when engaged in the performance of their official duties.
¢ Unless waived by the judge, firearms must be concealed in the courtroom.
* Armored car personnel under contract with the Judicial Branch may carry
firearms into a courthouse while transporting funds. Such personnel must
be accompanied at all times by a Judicial Marshal,

B. Judicial Marshal Policy Concerning Law Enforcement Sign In Sheet
* This form is to be signed by law enforcement personnel who are carrying
firearms in a courthouse,
¢ Since State Marshals are not permitted to carry firearms in a courthouse,
State Marshals are not to sign this form.

C.'  Storage
e Judicial Marshal Services will not store firearms for State Marshals.

Other Weapons :
A, Judicial Marshal Policy and Procedure
« State Marshals are not permitted to carry into a courthouse any weapons or
handcuffs that State Marshals are otherwise authorized to carry (including,
but not limited to, conducted energy weapons, pepper spray and batons).

1
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B. Storage
* Judicial Marshal Services will not store weapons (including, but not
limited to, conducted energy weapons, pepper spray and batons) or
handcuffs for State Marshals.

4, Chief Court Administrator Pelicy Concerning Capias Arrestees
A. Delivery to Courthouse
» Capias arrestees are to be delivered to the courthouse via the lockup area.
*  State Marshals are advised to call Judicial Marshal Services in the specific
location of delivery to pre-arrange for drop off,

B. Firearms and/or other weapons

e All areas of a courthouse, including but not limited to a courthouse lock-
up, sally-port or any other secure area of the courthouse are also subject to
the superior court judges’ policy concerning firearms.

¢ State Marshals delivering capias arrestees are not permitted te carry
firearms and/or other weapons into the courthouse lock-up or sallyport.

¢ State Marshal firearms and/or other weapons will not be stored in the lock-
up or sallyport areas.

5. Chief Court Administrator Policy Concerning the Service of Capias, Process,
Restraining Order, Etc.
A, Inside a Courthouse
1. Appropriate Areas
- Service will only be permitted in public areas of the courthouse.
Service will not be permitted in areas (including but not limited to,
courtrooms and jury assembly areas) where such service may result
in the disruption of Judicial Branch functions.
2. Call Ahead
- State Marshals wishing to make service inside the courthouse are
advised to call Judicial Marshal Services in the specific location to
coordinate their efforts with Judicial Marshal Services.
3. Firearms
- State Marshals serving capias are not permitted to carry a fircarm
while actively engaged in serving a capias inside a courthouse.

B. Inside a Judicial Branch Facility Other Than a Courthouse
1. Appropriate Areas
= Service will only be permitted in areas where such service will not
result in the disruption of Judicial Branch functions.
2. Call Ahead
- State Marshals wishing to make service inside a Judicial Branch
facility other than a courthouse are advised to call the Chief
Judicial Marshal for the district covering the facility to coordinate
their efforts with Judicial Marshal Services.
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X. RECORDKEEPING/AUDIT POLICY
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State of Connecticut
Department of Administrative Services
State Marshal Commission
Das.ct.gov/statemarshal

W. Martyn Philpot, Jr., Esq. Douglas Rinaldi
Chairperson : Administrative Manager
DATE: October 28, 2014

TO: State Marshals

FRO@) _~Douglas Rinaldi, Administrative Manager

SUBJECT New Audit Policy

ADMINISTRATIVE BULLITIN
14-15

The State Marshal Commission, after receiving input from the State Treasurer’s Office, voted October 15,
2014 to amend the State Marshal Commission’s Audit Policy. This new policy incorporates into one
document the changes that have been made to the Audit Policy over the years.

A copy of the amended policy is enclosed. It is effective immediately. The new policy replaces the
policy issued on October 19, 2006, as amended by Administrative Bulletin 09-09.

Please review the new policy. It is very similar to the old policy however note that there is a new annual
reporting requirement for state marshals who maintain Client Fund/Trust Accounts. Each state marshal
who maintains a Client Fund/Trust Account must submit to the State Marshal Commission an annual
account reconciliation complete though December 31st of the previous year within 45 days after the elose
of the year. The first such reconciliation under this audit policy will be due by February 16, 2015. Note
that our office will make every effort to assist you as you complete the initial submissien under this new
requirement. Please do not hesitate to call with questions or concerns about the policy or the new
reporting requirement, We will send further information about the reporting requirement as the date
grows nearer.

Thank you for your attention to this matter.

165 Capitol Avenue, Room 279
Hartferd, Connecticut 066106
Tel. (860) 713-5372 Fax. (860) 713-7458
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State Marshal Commission
Client Fund/Trust Account and Audit Policy

Purpose

State marshals, as public officers, are empowered to collect funds under court and statutory
authority. These collection actions generally involve financial institution executions, wage
executions, property sales and tax warrants. State marshals who engage in execution work must
maintain a Client Fund/Trust Account. The State Marshal Commission has adopted this policy
to establish uniform procedures for state marshals in the management of their trust accounts that
is consistent with laws, regulations, procedures and the professional standards of the
Commission.

State marshals are required to follow this Client Fund/Trust Account and Audit Palicy to perform
execution work and to safeguard, document and process any sums they collect under statutory or

court authority, All state marshals who perform execution work under the terms of stale statutes

and this policy are subject to the audit and review of their records and accounts under Conn.

Gen, Stat. §§ 6-38¢ and 2-90a.

Policies and Procedures for the administration of a Client Fund/Trust Aecount

General Requirements:

e Be a state marshal in good standing with the State Marshal Commission.

« Notify the State Marshal Commission of the intent to perform collection work prior to
engaging in the work,

o Completing a Client Fund/Trust Account Intent form satisfies this general
requirement.

s Provide the name of the financial institution and Client Fund/Trust Account number to
the State Marshal Commission.

o Completing a Client Fund/Trust Account Intent form satisfies this general
requirement.

e Client Fund/Trust Account:

o The Client Fund/Trust Account must be a specific noninterest bearing account
opened under only the state marshal’s name and title to handle the collected sums.
No other names or signatories are allowed on the account. The checks and
account must include fiduciary language such as “trustee”, “client fund” or
“oarnishment”, Each statc marshal that performs executions should only have one
Client Fund/Trust Account. With good cause shown, more than one account may
be permitted.
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o Notify the State Marshal Commission of any opening or closing of or any changes to

your Client Fund/Trust Account. You must provide the Commission with the name and
address of the bank along with the name and number of the account. Additionatly, you
must notify the State Marshal Commission of any overdrafts to the Client Fund/Trust
Account. For overdrafts, please inform the State Marshal Commission in writing with
the date and amount of the overdraft and the reason for the occurrence. You must notify
the State Marshal Commission of any changes to or overdrafts of your account within
five business days.

A state marshal may keep up to $5,000 of earned execution fees in the trustee account for

bauk fees, insufficient fund checks and other incidental errors. The $5,000 maximum
amount must be calculated at the end of each month.

You may not deposit or commingle non-client funds in the account, with the exception of

authorized marshal fees that are subject to the $5,000 maximum,

o Ifasum of $1,000 or more is collected and immediately disbursed as required,
then the fees associated with that collection would be deducted upon the
immediate disbursement to stay below the $5,000 maxinum.

State marshals must complete a periodic questionnaire from the State Marshal
Commission 1o inform the Commission if and how they are engaged in collection work.

Administration within the Client Fund/Trust Account:
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Receipts, Deposits & Disbursements;

It is the responsibility of the state matshal to disburse trust funds within 30 days of
receipt or upon collection of $1,000.00 whichever occurs first or in accordance with the
agreed upon delivery time between the state marshal and the person for whom he is
collecting money. For the purpose of this policy section the term “receipt” will be
defined as collected/received deposited and cleared. To properly execute this
responsibility it is necessary to record the dates the trust funds are received, deposited
and disbursed.

Regeipts:

The state marshal must maintain a record of date of receipt of elient’s funds supported by
timely deposit into the trust bank account. Documentation shall include:

¢ Date check/cash received (collected and cleared).

¢ Date check/cash deposited.

e Source from whom the funds were received.

s Name of the individual/entity from whom the check was collected.
¢ Amount of the check.

o Authorized party’s name and due date of payment.
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Upon receipt, checks should be immediately endorsed for deposit only.

Deposits:

All funds, by cash, check or otherwise collected by the state marshal on an execution or
other statutory authority must be deposited into the Client Fund/Trust Account. Deposits
into the trust account must be on a timely basis. The ideal situation would be daily
deposits. Daily deposits assist in preventing the threat of a lost or stolen check. Ata
minimum, deposits shall be made not less than on a weekly basis for checks or
collections over $100.00 and not less than on a monthly basis for checks or collections
under $100.00. Checks that are not deposited daily should be kept in a secure place until
deposited. Since the Client Fund/Trust Account acts as a clearing house for execution
dollars, timely deposits provide time for the check to clear. .

Each deposit into the trust account requires documentation of where the funds came from.

The source documentation shall consist of any one of the following:

The bank deposit slip, with source notation.

Copies of the checks received,

Computer listing.

Source documentation from whom the funds were received, which can include,
but is not limited, to a log detailing the source of the deposit(s).

e & ¢ @

Disbursements:

Disbursements from the trust account are only permitted for: payment to the authorized
party, the state marshal’s expenses and {ees related to the execution. Payments to the
authorized party shall be disbursed within 30 calendar days from the date of receipt of the
money, or upon the collection of $1,000.00, whichever first occurs or in accordance with
the agreed upon delivery time between the state marshal and the person for whom he/she
is collecting money. For the purpose of this policy section the term “receipt” will be
defined as collected/received, deposited and cleared. This will alleviate problems with
bank errors, checks returned for insufficient funds and other similar problems so the
marshal will not be in the position of having to distribute funds the marshal never
actually acquired within their Client Fund/Trust Account. The state marshal’s fee is to be
paid when the money is actually collected and paid to the authorized party, or upon
collection, even if the client wishes later distribution of his or her funds. Except for an
amount not to exceed $5,000.00, marshal’s fees are not to accumulate in the trustee
account in excess of one month from the time of receipt or in accordance with the agreed
upon delivery time between the state marshal and the person for whom he or she is
collecting money. In very exceptional circumstances, a check may be cashed rather than
deposited, as long as proper tracing recards of the transaction are kept and disbursement
to the authorized party is immediate, or in accordance with the agreed upon delivery time
between the authorized party and the state marshal,

To timely disburse funds, records must be maintained documenting amounts received by
the date of receipt and from whom collected with a tickler date to be disbursed.
Documentation shall include the following:
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¢ Date of receipt.

e From whom collected.

e Amount collected.

¢ Date due for disbursement.

e Agreed upon delivery time from the person for whom the state marshal is
collecting money if funds are not to be distributed within 30 days, or immediately
if $1,000.00 or more is involved. The presumption will be that the statutory time
frames apply. If your distribution timeframe differs from the statutory
requirement, to assist you in rebuiting the presumption and to protect yoursell, the
Commission recommends that you put your agreement with your clients in
writing.

¢ Date of disbursement.

¢ Check number of disbursement

s  Amount of disbursement.

e The state marshal’s fee should be the total amounts received multiplied by the
appropriate state marshal fee percentage.

You must maintain cash disbursement documentation for each disbursement from the
frustee’s account. All checks are to be written in a sequential order and paid to a specific
payee. All voided checks should be defaced with the signature portion of the check
removed and the defaced check retained and accounted for in numerical sequence. You
may not write checks to cash from the Client Fund/Trust Account.

Prior to the payment for the state marshal’s expenses, source documentation should
indicate the following: 1) for which execution the expense was incurred, 2) a description
of the expense, and 3) the amount of the expense with applicable receipts. Upon payment,
all documentation should be annotated as “paid” with the check number, the amount, and
the date of payment. This disbursement should correlate with the date the autherized
party received the funds.

Book and Bank Reconciliation:
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The state marshal is responsible for maintaining up-to-date and complete records of all
receipts and disbursements from the client fund account. The state marshals’ fees
collected, but not yet disbursed, in addition to all other receipts shall be reconciled to the
book balance of the Client Fund/Trust Account. At least monthly, the state marshal
should prepare a record of funds received but not yet disbursed to support the book
balance of the account.

To account for cash receipts and cash disbursements from the Client Fund/Trust Account,
the account should be reconciled monthly. Note that under this policy a reconciliation
must be done at least on a quarterly basis. You should prepare a reconciliation starting
from the bank statement balance and annotating individual deposits in transits with dates
and individual outstanding checks to anrive at the book balance.
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Record Retention and Unelaimed Property:

All supporting documentation used in the collection and disbursement of Client
Fund/Trust Accounts must be retained for a minimum of 3 years after the state marshal’s
business year end or for any additional period requested by the state marshal
Commission. Tf the state marshal’s records are being contested, an inquiry should be
made (o the State Marshal Commission for guidance on the retention of the records prior
to destroying any.

Through the regular reconciliation process of the Client Fund/Trust Account,
identification of disbursed but not cashed checks from the client fund account will occur
and could remain unclaimed. The State of Connecticut Office of the State Treasurer has
a division dedicated to Unclaimed Property. There are requirements for identifying and
declaring unclaimed property and its transfer to the Office of the State Treasurer. The
following link is to the State Treasurer’s division of Unclaimed Property and is provided
as a reference material if you have unclaimed funds within your Client Fund/Trust
Account that requires action within this category.
hitp://www.olt.cl.goviunclaimed_overview html

Reporting Requirement;
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State marshals who engage in Client Fund/Trust Account activity are required to submit

to the State Marshal Commission Office their trust account recenciliation as of December

31% of each year. The reconciliation should be submitted within 45 days after the close
of the year, and include a listing of the owners of the monies being held and the total
marshal fees remaining in the account, reconciled to the account balance, A copy of the
December 31% bank statement must be part of this submittal package. The reconciliation
summary reports will be reviewed for compliance and may lead to follow up audit
activity if required.

Bank Statement Client Fund/Trust Owners of Monies | Marshal Fees held
Balance as of 12/31 | Account Checkbook | received, deposited | in account
Balance as of 12/31 | and not yet
] ) disbursed
100.00 100.00 25.00 Jane Doe 25.00 outline
25,00 John Smith origin of fees
25.00 ABC Law
Firm
100.00 100.00 75.00 25.00
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Please note your bank statement balance does not need to reconcile exactly to the book
balance of your account. For example, these balances may differ due to checkbook
activity that is in transit, e.g. disbursed checks that have not cleared your bank account.
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State of Connecticut
Department of Administrative Services
State Marshal Commission
das.ct.gov/statemarshal

W. Martyn Philpot, Jr., Esq. Jeffrey Beckham
Chairperson Staff Director
DATE: January 4, 2017

TO: State Marshals

FROM: Jelfrey Beckham%_

SUBJECT: 2017 Annual Client Fund/Trust Account Reporting Requirement

ADMINISTRATIVE BULLETIN 17-01

Please be advised, pursuant to the State Marshal Commission Audit Policy (rev. 10/15/2014), all
state marshals who maintained a Client Fund/Trust Account during all or part of 2016 are
required to complete an annual account reconciliation due on Wednesday, February 15, 2017.

1) We have not provided a form for this reporting requirement; however, you may utilize
the chart provided on page 6 of the Audit Policy as a template (attached hereto).

2) Each filing must include a copy of the December 2016 bank statement for the account.
This statement must accompany your {iling in order for it to be considered complete.

3) While the Audit Policy states the reconciliation should be complete as of December 31,
2016, it is sufficient to reconcile the account according to the closing date of your
December 2016 bank statement. This date likely falls on an earlier date than December
31,2016.

4) You must complete this reporting requirement if you maintained a Client Fund/Trust
Account at any time during the 2016 Calendar Year, This is true even if there was no
account activity during 2016. If you hold a Client Fund/Trust Account, but had no
activity during the 2016 Calendar Year, please submit a copy of your December 2016
bank statement and a written statement that there was no account activity. If your
account has a balance, pleasc provide the bank statement with a written statement
indicating to whom the money in the account belongs (i.e. $75.00 - marshal fees
generated from Smith Jones Execution).

450 Columbus Boulevard, Suite 1504
Hartford, Connecticut 06103
Tel. (860) 713-5372 Fax (860) 622-2938
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5) Please submit your filing via regular mail or fax only. Our email system is not equipped
for the volume generated by this filing requirement. Thank you for your compliance with
this matter. ‘

6) If you cannot complete the reporting requirement by February 15, 2017 for any reason,
please contact our office as soon as possible and send a written request for an extension
of time for our records.

Please contact this office with any questions concerning this matter.

Encl.

123 |Page Connecticut State Marshal Manual 2017



XI. RESTRAINING ORDERS AND CIVIL
PROTECTION ORDERS
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Summary

Definitions

A restraining order is a civil order of protection issued by the family court to
any family or household member who has been subject to a continuous threat of present
physical pain or physical injury, stalking, or a pattern of threatening by another family or
household member, as defined by General Statutes § 46b-38a (2).

The Applicant is the person who has applied for the restraining order and the
Respondent is the subject of the restraining order who must be served. Under General
Statutes § 46b-15, if an Applicant alleges an immediate and present physical danger to
himself or herself or his or her minor children, then the court may order an ex-parte
restraining order, which is a temporary restraining order ordered prior to a hearing. At
the hearing, the court will determine whether to extend or deny the restraining order post
hearing. There are instances where the court does not order an ex-parte restraining order
based on the allegations in the application affidavit. In those cases, the court will
schedule a hearing to decide whether or not to order a restraining order and will issue an
Order and Notice of Court Hearing which must be served on the Respondent. For all
applications for a restraining order there is a hearing scheduled.

A civil protection order is a civil order of protection issued by the civil court to
an Applicant who is a victim of sexual abuse, sexual assault, or stalking, as defined by
General Statutes 8§ 53a-181c, 53a-181d, and 53a-181e, who has not obtained any other
order of protection arising out of the abuse, assault, or stalking, and who does not
qualify for a restraining order because the Respondent is not a family or household
member. See General Statutes § 46b-16a. Such civil protection orders are ordered by
the civil court and are served in the same manner as restraining orders. Note, however,
the different timing requirements for service described below.

Timing

Service of a restraining order must be made at least three days before the
hearing date. See General Statutes § 46b-15 (h) (1), as amended by Public Act 16-34.
Service of a civil protection order must be made at least five days before the hearing
date. See General Statutes § 46b-16a (d). If an ex-parte restraining order has been
issued, the hearing date will be set no later than fourteen days from the date of the order,
unless the application indicates that the Respondent holds a permit or eligibility
certificate for a firearm or ammunition or possesses a firearm or ammunition, in which
case the hearing date will be set no later than seven days from the date of the ex-parte
order. See General Statutes § 46b-15, as amended by Public Act 16-34. The expedited
hearing date in these instances will mean that such orders must be served within four
days of issuance.
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The original papers and a return of service must be returned to the court prior to
the hearing so that the court has proof that the Respondent has been served. Preferably,
the papers should be returned at least two days prior to the hearing to provide for the
proper administration of the restraining order or civil protection order. If service has
been made close to the hearing date, it is strongly advisable that the state marshal email
or fax a copy of his or her return to the court in addition to sending/delivering the original
return to the court. This ensures that the hearing moves forward subsequent to proper
service. Also, as noted below, if service is unsuccessful, the state marshal must input this
information into the Protection Order Registry prior to the date of the hearing. In
addition, prior to the hearing date, the marshal should contact the Applicant and inform
him or her regarding whether or not service was made. If service was unsuccessful, the
Applicant may file a request on or before the hearing date for an extension of time for
service. In addition, as discussed below, if there has been an ex-parte restraining order
issued, and service has not been made, the Applicant can request an extension of the ex-
parte restraining order.

Extension of Ex-Parte Restraining Orders: Where proper service of an ex-
parte restraining order has not been made, the court may extend the order for up to
fourteen days from the original hearing date. In those instances, the court will issue a
new Order For and Notice of Court Hearing containing the new hearing date which must
be served at least three days prior to the new hearing date. See General Statutes 8 46b-15
(c), as amended by Public Act 16-34.

Manner

With restraining orders, the Applicant will provide the state marshal with the
original Application for Relief From Abuse, the Applicant’s Affidavit (and, if relevant,
an Affidavit Concerning Children), the Order of Protection (if one has been ordered), and
the Order and Notice of Court Hearing. The clerk should provide the Applicant with two
copies of the Order of Protection. With civil protection orders, the Applicant will provide
the state marshal with the original Application for Civil Protection Order, the Applicant’s
Affidavit, the Order of Protection (if one has been ordered), and the Order For and Notice
of Court Hearing. In addition, Applicants should have received a Respondent Profile
Form from the clerk which provides service information for the Respondent (i.e. address,
employment, physical characteristics) as well as the Applicant’s contact information. At
the outset of their meeting, the state marshal should identify himself or herself to the
Applicant and provide the Applicant with his or her name and telephone number(s),
preferably on a business card. If possible, the marshal should review the Respondent
Profile Form with the Applicant and clarify service details. It is essential that the state
marshal safeguard confidential information on the Respondent Profile Form. In addition,
Applicants may obtain specific court orders protecting certain information.

It is very important for the state marshal to review the entire package of papers
prior to service. If the court has issued an ex-parte restraining order and the application
indicates that the Respondent holds a permit or eligibility certificate for a firearm or
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ammunition or possesses a firearm or ammunition, there are special rules regarding the
timing of the hearing and related service as well as an obligation that the state marshal
notify law enforcement, as is detailed below. Furthermore, if the court has not ordered an
ex-parte restraining order, then the marshal will be serving only an Order for Notice of
Hearing and there is no authority under which the Respondent may be removed from his
or her home prior to the hearing. If it is unclear from the face of the papers whether or
not an ex-parte order has been issued, the state marshal should clarify this with the court
prior to service.

In-Hand Service Preference: Although in-hand service is not mandatory, it is
the best professional practice for the marshal to make in-hand service of a restraining
order or civil protection order on the Respondent. If a restraining order application
indicates that the Respondent holds a permit or eligibility certificate for a firearm or
ammunition or possesses a firearm or ammunition, and the court has issued an ex-parte
order, the law provides that the state marshal shall, whenever possible, provide in-hand
service of the order. See General Statutes 8§ 46b-15 (h) (2), as amended by Public Act
16-34.

Out-of-County Service: As is detailed below, state marshals are required to
serve restraining order duty as assigned by the State Marshal Commission. If an order is
issued by the court for service on a Respondent who resides in another county, it is the
responsibility of the state marshal on duty in the issuing county to promptly transfer
the papers to the on-duty marshal in the service county on that date. Due to the time
sensitivity inherent with the service of restraining orders and civil protection orders, the
state marshal transferring the paperwork must make prompt, direct contact with the
appropriate state marshal in the service county via telephone to make arrangements to
transfer the papers expediently in person, by facsimile, or by mail. The marshal in the
issuing county may not return the restraining order or civil protection order to the
Applicant nor may they task the Applicant with calling the marshal in the service county.
Once the marshal in the issuing county has notified and made arrangements to transfer
the papers, he or she should immediately notify the Applicant of the name and contact
information for the state marshal who will be handling service.

Service of Orders Issued by Other States: If a restraining order or civil
protection order is issued by another state for service on a Respondent residing in
Connecticut, then the state marshal on duty has the same obligation to serve the
restraining order or civil protection order. As with Connecticut orders, the service fee for
such out-of-state orders is paid for by the Judicial Branch. Note that reimbursement for
out-of-state orders is processed by a different office than other reimbursement requests.
To receive reimbursement, a state marshal who serves an out-of-state order must send 1)
a completed and signed State Marshal Invoice form, 2) the return of service, and 3) the
Foreign Protection Order to the Judicial Branch at the following address: Toby
Padegenis, Court Planner, Superior Court Operations, 225 Spring Street, Second Floor,
Wethersfield, CT 06109. Note that this payment procedure is ONLY for service of out-
of-state orders and NOT service of restraining orders or civil protection orders
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issued by a Connecticut Court. See the Fees subsection below for further information
about seeking reimbursement for service of Connecticut orders.

Out-of-State Service of Connecticut Orders: If a state marshal is given a
Connecticut-issued restraining order or civil protection order requiring service in another
state, he or she should return the order to the Applicant and inform the Applicant that he
or she must directly contact the appropriate person or entity to complete service in the
service state. Often this is a county sheriff or local law enforcement. The state marshal
may direct the Applicant to contact the local member organization of the Connecticut
Coalition Against Domestic Violence (CCADV), as they can assist the Applicant in
determining the correct entity to contact for out-of-state service. See the CCADV Agency
Listing attached to Administrative Bulletin 17-08 at the end of this section.

General Service Guidelines: The circumstances surrounding restraining orders
and civil protection orders are necessarily volatile. A state marshal should contact local
law enforcement if a situation becomes threatening or if there is reason to suspect the
Respondent will become violent during service. Prior to service, the state marshal must
review the application to identify whether the Respondent possesses a firearm or firearm
permit. As noted below, if the application indicates that the Respondent possesses a
firearm or permit and an ex-parte restraining order has been issued, the marshal must
notify local law enforcement and request their presence during service.

The state marshal should make himself or herself aware of the Applicant’s
location (and the location of the Applicant’s children, if applicable) during the time of
service to ensure the safest service possible for all parties. It is extremely important to
identify whether or not the Respondent is still residing with the Applicant.

As noted above, the Applicant should have received a Respondent Profile Form
from the clerk. The Respondent Profile Form is an extremely useful tool for locating and
identifying the Respondent to complete service. If possible, the state marshal should
review the Respondent Profile Form with the Applicant during their initial meeting. If
the Applicant has not filled out a Respondent Profile Form, the state marshal should
assist the Applicant in obtaining one from the clerk and filling it out.

It is extremely important that the state marshal inform the Applicant of the status
of service prior to the hearing date. This notification informs the Applicant of whether or
not the Respondent has notice of the order and also confirms that the hearing date is
valid. This notification also permits the Applicant to request an extension of time for
service in the event that the service was unsuccessful.

Mandatory Restraining Order Duty

Pursuant to General Statutes 8§ 6-38b (f), the State Marshal Commission is
responsible for the equitable assignment of service of restraining orders to the state
marshals in each county. The Commission administers a Restraining Order Rotation
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system for assignment of state marshals to restraining order duty shifts at each courthouse
at which restraining orders are issued. All state marshals are assigned to restraining order
duty. Each state marshal is required to attend his or her shifts. The failure to attend
mandatory restraining order duty as assigned may be the basis for disciplinary action
including revocation of the state marshal’s badge. The State Marshal Commission
generally sends out the Restraining Order Rotation schedule every six months.

Restraining Order Rotation duty assignments rotate daily or weekly, depending on
the courthouse. There are two daily shifts at each applicable courthouse from 12:30 p.m.
to 1:00 p.m. and 4:30 p.m. to 5:00 p.m. Note that if, during his or her shift, the on-duty
marshal has been notified that there is a pending restraining order application under
review by the court, the marshal must stay at the courthouse until the order has been
issued.

Certain courthouses are participating in a call-in pilot program administered by
the Judicial Branch. If assigned to restraining order duty in one of these courthouses, the
marshal may call in to the courthouse prior to his or her shift to determine whether or not
there are restraining orders requiring service necessitating that the marshal physically
report for the shift. See the Restraining Order Call-In Pilot Program Protocol subsection
at the end of this section for more information on the call-in procedure and the
courthouses participating in the pilot program. This pilot program is subject to change by
the Judicial Branch.

Upon arrival at the courthouse for his or her assigned shift, the state marshal
should check in with the clerk’s office. This ensures that the clerk’s office is aware of
which marshal is on duty for a given shift and when the marshal is present in the
courthouse. The Chief Court Administrator is required to, where feasible, allocate space
in each courthouse for the state marshal to meet with applicants to discuss service. See
General Statutes § 46b-15d. State marshals should contact the clerk at each courthouse
directly for information about the location of the allocated meeting space, if such space
has been designated.

The state marshal on duty is required to accept and serve papers provided to him
or her for service. This is true even if the order was not issued on the day of his or her
shift. Note that the Applicant is not required to utilize the marshal on duty at the
courthouse and may choose any state marshal in the county where the restraining or civil
protection order is to be served. Accordingly, a state marshal may be contacted and
asked to serve a restraining order or civil protection order outside of his or her scheduled
restraining order duty shifts. If the marshal is unable to serve it for any reason, he or she
should arrange for another state marshal to serve the order. A marshal may not return a
restraining order to an Applicant or require that the Applicant find another marshal for
service.

Also note that restraining orders are generated by the family court and civil

protection orders are generated by the civil court. Accordingly, during his or her
restraining order duty shift, a state marshal may be approached by a civil protection order
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Applicant to serve a civil protection order that was issued by a different court. In
addition, as is described above, restraining orders and civil protection orders must be
served by a marshal in the county where the Respondent resides. Accordingly, the on-
duty marshal may be contacted by a marshal in another county to arrange transfer and
service of a restraining order or civil protection order on a Respondent in his or her
county.

Coverage: A state marshal is required to fulfill his or her assigned duty shifts and
is fully responsible for the service of those restraining orders and civil protection orders
received during his or her shift. If a state marshal is unable to fulfill his or her assigned
shifts, it is his or her responsibility to obtain coverage from another state marshal. If a
marshal has obtained coverage for his or her shift by another marshal, he or she must
notify both the appropriate clerk’s office in the courthouse where the marshal is assigned
and the State Marshal Commission Office. This notification should be made prior to the
shift and at least 48 hours in advance of any change. Notification to the Commission
office should be in writing and sent to: marshal.commission@ct.gov.

If a state marshal, on the day of his or her shift, discovers that he or she will not
be able to attend his shift for any reason, he or she must immediately call the clerk and
the Commission office. Note that it is the marshal’s responsibility to find coverage
for his or her shifts and not the clerk or the Commission office.

Fees

The fees for service of restraining orders or civil protection orders are calculated
using the fee schedule for civil process. See General Statutes § 52-261. The fees for
such service are paid for by the Judicial Branch after service is completed. General
Statutes § 46b-15 (h) (1). The Applicant is not required to pay the fee for service of a
restraining order or civil protection order. To request reimbursement for the fee, the
state marshal should submit a State Marshal Service Invoice For Service of Process. See
the Invoicing section of this manual. This invoice should be submitted to the clerk’s
office, along with the original papers and the marshal’s return of service. The Judicial
Branch will remit payment to the state marshal directly. Note that the Judicial Branch
will pay the fee for successful services only.

Mandatory Protection Order Registry

The Judicial Branch maintains an online Protection Order Registry Service
Tracking System (“Registry”) for use in conjunction with the service of restraining orders
and civil protection orders. The Registry is a web-based application that allows state
marshals to record service information regarding restraining and civil protection orders
through the use of electronic devices (i.e. smart phones, tablets, PCs, and laptops). Once
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service information is entered, the Registry automatically sends notification to the
applicable law enforcement agencies.

As soon as possible, but not later than two hours after making service, the state
marshal must input the date, time, and method of service into the Registry. See General
Statutes § 46b-15 (h), as amended by Public Act 16-34. The Registry will automatically
notify the applicable law enforcement agencies of the service information. If, prior to the
date of the scheduled hearing, service has not been made, the marshal must input that
service was unsuccessful into the Registry. See General Statutes § 46b-15 (h), as
amended by Public Act 16-34.

Note that use of the Registry is mandatory and marshals are required to utilize the
Registry to notify both the court and the applicable law enforcement agencies about
service information. For further information concerning the Protection Order Registry,
please contact Toby Padegenis, Court Planner, Superior Court Operations, 225 Spring
Street, Third Floor, Wethersfield, CT 06109, Phone: (860) 263-2708.

Additional Firearms Notification Requirements: In addition to utilizing the
Protection Order Registry subsequent to service, there are special law enforcement
notification requirements where the court has issued an ex-parte restraining order and the
restraining order application indicates that the Respondent possesses a firearm or
ammunition or holds a permit or eligibility certificate for a firearm or ammunition. In
those instances, the state marshal shall, prior to service:

1) Provide notice to the law enforcement agency in the town of service concerning
when and where the service will take place;

2) Send a copy of the papers by facsimile or other means to such law enforcement
agency; and

3) Make a request that a police officer from the law enforcement agency be present
when service is executed.

Note that while the requested law enforcement agency may designate a police officer to
be present during service, it is not mandatory that the agency assign an officer. See
General Statutes 8§ 46b-15 (h) (2), as amended by Public Act 16-34.

Major Statutes

The following list is a guide to some of the important and relevant statutes in the
area of restraining and civil protection orders. Always check particular statutes in any
given area if you have questions about service. The following reference list is not
exhaustive and sets forth only the most important and commonly used statutes covering
service of restraining and civil protection orders:
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46b-15

46b-15 (b) (3)
46b-15 (h)
46b-16 (a) and
54-1k.

52-261
6-38 ()

51-5¢
52-259 (a) (3)

53a-217 and
53a-217c

29-28 (b) (6) and
29-36f (b) ()

Forms

Primary restraining order statute. See also General Statutes 8§
46b-38c and 54-1k.

Protection of animals owned or kept by Applicant.

Service of restraining orders/hearing notices; payment of service
fees by the Judicial Branch.

Primary civil protection order statutes.

State marshal fees for serving process.

State Marshal Commission mandate to provide equitable
assignment of service of restraining orders to the state marshals in
each county.

Protection Order Registry.
Waiver of court entry fees for restraining order matters.

Criminal possession of a firearm when person is subject of a state
or foreign restraining or protective order.

Issuing a permit to carry handguns or gun eligibility certificate to
acquire firearms to anyone under a restraining or protective order
issued for the use, attempted use, or threatened use of physical
force against someone.

The following is a list of the common forms utilized for restraining orders and civil
protection orders. Note that these forms are updated frequently by the Judicial Branch.
Accordingly, it is important to verify that the most current form has been utilized. These
forms are available at the Forms section of the Judicial Branch website located at:
http://www.jud.ct.gov/webforms

JD-FM-137 Application For Relief From Abuse

JD-FM-138 Affidavit — Relief From Abuse

JD-CV-143 Application for Civil Protection Order

JD-CV-144 Affidavit — Civil Protection Order
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Restraining Order Call-In Pilot Program Protocol

The State Marshal Commission, in conjunction with the Judicial Branch, has
developed a call-in pilot program for state marshals serving restraining order duty in the
following locations: Ansonia-Milford, Litchfield*, Middletown, New London, Norwich,
Rockville, and Putnam. The state marshals assigned to restraining order duty at these
courthouses remain bound by the overall policies of restraining order assignment and
service. The following sets forth the call-in protocol for these courthouses only:

The restraining order duty shifts for participating courthouses, if a state marshal is
needed, are the same as for other courthouses - 12:30 p.m. to 1:00 p.m. and 4:30
p.m. to 5:00 p.m. As with the non-pilot program courthouses, if a state marshal is
notified that an order will be issued, the state marshal is required to remain at the
courthouse until after the order is issued, even if this occurs after his or her shift.

All state marshals assigned to the above-noted courthouses must provide and
maintain an accurate cell phone number to the Commission. The Commission
will provide the cell phone numbers to each Judicial District Chief Clerk for those
state marshals assigned to restraining order duty in that Judicial District. These
cell phone numbers are for the clerk’s use only and will not to be given to the
public.

The on-call state marshal must call the clerk at the applicable courthouse each
day at 12:00 p.m. and at 4:00 p.m. to inquire if there will be any applicants at the
courthouse in need of service of a restraining order.

If the clerk notifies the state marshal that one or more applicants will be present
and will need the service of a restraining order or hearing notice, the state marshal
must arrive at the courthouse at the appointed time (12:30 p.m. or 4:30 p.m.) and
must remain at the courthouse for the duration of the shift.

If the clerk is not aware of any applicant in need of the state marshal for the
designated shift (12:30 p.m. or 4:30 p.m.), the clerk will so inform the state
marshal during the call and the state marshal will not be required to physically
report to the courthouse for his or her shift. However, if between 12:00 p.m. and
1:00 p.m. or between 4:00 p.m. and 5:00 p.m., the clerk becomes aware of an
applicant who needs state marshal service, the clerk will call the on-call state
marshal’s cell phone to so inform the marshal. The marshal is then required to
report to the courthouse as soon as is possible.

! Note that, the Litchfield Judicial District moved to a new courthouse location in Torrington in August of
2017. This did not impact this courthouse’s participation in the call-in pilot program and the state marshals
serving restraining order duty at this courthouse may utilize the call-in procedures outlined in this section
of the Manual.
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If the on-call state marshal does not call at the appointed time or does not appear
at the courthouse when expected, the clerk will attempt to call the state marshal.
If the state marshal is unavailable by cell phone, the clerk will notify the
Commission office as well as the Court Operations Unit.

The above call-in procedure will not apply to any state marshal who has not
provided his or her cell phone number to the Commission. If a state marshal has
not provided his or her cell phone number to the Commission, that state marshal
must report in-person to the applicable courthouse for his or her assigned
restraining order duty shifts.
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State Marshal Commission
Restraining Order Rotation System

Courthouse County Daily Asgmt ~ WKkly Asgmt  Shift Details Call-In

Ansonia/ NH Yes 1 SM both shift Yes

Milford

Bridgeport F Yes 1 SM at 12:30; No
1SM at 4:30

Danbury F Yes 1 SM both shifts No

Hartford H Yes 1 SM both shifts No

Litchfield? L Yes 1 SM both shifts Yes

Meriden NH Yes 1 SM both shifts No

Middletown M Yes 1 SM both shifts Yes

New Britain H Yes 1 SM both shifts No

New Haven NH Yes 1 SM both shifts No

New London NL Yes 1 SM at 12:30; Yes
1SM at 4:30

Norwich NL Yes 1 SM at 12:30; Yes
1SM at 4:30

Stamford F Yes 1 SM at 12:30; No
1SM at 4:30

Waterbury NH Yes 1 SM both shifts No

Rockville T Yes 1 SM at 12:30; Yes
1SM at 4:30

Putnam W Yes 1 S M both shifts Yes

% The Litchfield Judicial District moved to its new location in Torrington in August of 2017. The move did
not impact the participation in the call-in pilot program. The courthouse is known as the Litchfield Judicial
District Courthouse at Torrington.
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State of Connecticut
Department of Administrative Services
State Marshal Commission
das.ct.gov/statemarshal

W. Martyn Philpot, Jr., Esq. Jeffrey Beckham
Chairperson ' Staff Director
- DATE: April 28, 2017
TO: State Marshals
FROM: Jeffrey Beckham, Staff Director

SUBJECT: Information Regarding Out of Staté Restraining Order Service

ADMINISTRATIVE BULLETIN
17-08

The Comnecticut Coalition Against Domestic Vielence (CCADV) has indicated that its

-local domestic violence organizations are a resource for restraining order applicants seeking to
serve restraining orders in other states, including helping applicants identify the appropriate
agent for service in those states. To facilitate this, the CCADYV has provided a list of the contact
information for jts member organizations and the supervisors of these organizations listed by JD.
These lists are attached to this bulletin. If, during restraining order duty, you encounter an
applicant who requires service of a restraining order out of state, you may wish to refer them to
these lists.

In addition, attached please find a chart provided by the CCADYV containing information
regarding agents of service for restraining orders in the New England states as well as contact
information for each state domestic violence coalition. This information may also be helpful for
restraining order applicants who must identify the appropriate agent for service of a restraining
order out of state. Note that this information was compiled by the CCADV and the Commission
has not verified and will not updaie this information.

Thank you for your attention to this matter.

450 Columbus Bouievard, Suite 1504
Hartford, Connecticut 06103
Tel. (860) 713-5372 Fax (860) 622-2938
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24 Hour Hotline Number

DV
888.774.2900 English

Agency Listing 844.831.9200 Espairiol

|  Ansonia | | Hartford | | Norwalk

The Umbrella Center for Interval House Domestic Violence Crisis Center
Domestic Viclence Services P.O. Box 340207 16 River Street, First Floor

158 Main Street* Hartford, CT 06134-0207 Norwalk, CT 06850

Ansonia, CT 06401 HOTLINE: (860) 527-0550 HOTLINE: (203) 852-1980
HOTLINE: (203) 736-9944 Office: (860) 246-9149 Office: (203) 853-0418
Office: (203) 736-2601 Fax: (860) 247-2042 Fax: (203) 852-6729

Fax: (203) 736-2910

*mail to PO Box 148, Ansonia 06401

|__Bridgeport | | Meriden | | Sharon
The Center for Family Justice Chrysalis Domestic Violence Services Women's Support Services
14 West Main Street 158 Gay Street
753 Fairfield Avenue Meriden, CT 08451 P.O. Box 341
Bridgeport, CT 06604 HOTLINE: (203) 238-1501 Sharon, CT 06069
HOTLINE: (203) 384-9559 Office: (203) 630-1638 HOTLINE: (860) 364-1900
Office: (203) 334-6154 Fax: (203) 237-1097 Office: (860) 364-1080
Fax: (203) 579-8882 Fax: (860) 364-5767
| Danbury | Middletown | Stamford
Women's Center New Horizons Domestic Violence Crisis Center
2 West Street P.O. Box 1036 777 Summer Street, Ste. 400
Danbury, CT 06810 Middletown, CT 06457-1036 Stamford, CT 06201
HOTLINE: (203) 731-5206 HOTLINE: (860) 347-3044 HOTLINE: (203) 588-9096
Office: (203) 731-5200 Office: (860) 344-9599 Office: (203) 588-9100
Fax: (203) 731-5207 Fax: (860) 344-9953 Fax: (203) 588-9101
| Dayville | New Britain | [_Torrington
Domestic Violence Program Prudence Crandall Center, Inc. Susan B. Anthony Project
United Services, Inc. P.O. Box 895 179 Water Street
1007 N. Main Street New Britian, CT 06050-0895 Torrington, CT 06790
Dayville, CT 06241 HOTLINE: (860) 225-6357 HOTLINE: (860) 482-7133
HOTLINE: (860) 774-8648 Office: (860) 225-5187 Office: (860) 489-3798
Office: (860) 457-4751 Fax: (860) 826-4994 Fax: (860) 482-6268
Fax: (860) 779-1694
| Enfield | New Haven | | waterbury
The Network The Umbrella Center for Safe Haven Grt. Waterbury
139 Hazard Avenue, Bldg. #3-9 Domestic Violence Services P.O. Box 1503
Enfield, CT 06082-4583 127 Washington Avenue East Building 2nd Fir.” Waterbury, CT 06721-1503
HOTLINE: (860) 763-4542 North Haven, CT 06473 HOTLINE: (203) 575-0036
Office: (860) 763-7430 HOTLINE: (203) 789-8104 Office: (203) 575-0388
Fax: (860) 763-7436 Office: (203) 736-2601 Fax: (203) 574-3306
Fax: (203) 562-9450

*mail to PO Box 148, Ansonia 06401

| Greenwich | | New London | | Willimantic 1
Domestic Abuse Service Safe Futures Domestic Violence Program
Greenwich YWCA 16 Jay Street United Services, Inc.

259 E. Putnam Avenue New London, CT 06320-5910 132 Mansfield Avenue
Greenwich, CT 06830 HOTLINE: (860) 701-6000 Willimantic, CT 06226
HOTLINE: (203) 622-0003 Office: (860) 447-0366 HOTLINE: (860) 456-9476
Office: (203) 869-8501 x170 Fax: (860) 440-3327 Office (860) 942-5751
Fax: (203) 618-9464 Fax: (860) 450-7262

domesticviolenceagencies.xis 9.23.14

CCADV, 912 Silas Deane Hwy, Lower Level, Wethersfield, CT 06109 Office: (860) 282-7899 Fax: (860) 282-7892
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XIl. SMALL CLAIMS
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Summary

Writs

Small claims court has somewhat different rules from the Superior Court
regarding the service of writs. Small claims matters involve suits for money damages of
up to $5,000, with the exception of suits for the return of a security deposit which may
exceed $5,000 depending on the value of the security deposit. The plaintiff is allowed to
serve the writ by using one of four methods:

priority mail with delivery confirmation;

certified mail, return receipt requested,

a nationally recognized courier service with delivery confirmation; or
a proper officer, such as a state marshal.

Note that, as a general rule, the plaintiff does not have to hire a proper officer to
make service and may utilize one of the first three service options. An exception to this
rule exists if the person being sued is an out-of-state business, corporation or limited
liability company (LLC). In such cases, the writ must be served by a proper officer.

Also note, generally a person may not sue a non-resident individual in small claims court.
There is an exception where the individual does not live in Connecticut but owns real or
personal property in Connecticut and the writ contains a statement that the out-of-state
individual owns property in the state.

State marshals should receive from their client the original writ and notice of suit
and any documents attached to the writ, along with the Instructions to the Defendant,
form JD-CV-121, with enough copies for service. Service is made in the same manner as
in any other civil action. The state marshal must then file the originals and his or her
return with the court not later than one month after the date of service. Once the clerk
receives the Small Claims Writ and Notice of Suit, the clerk will set an answer date and
send notice to the plaintiff and an answer form to the defendants.

Application for Examination of Judgment Debtor

The judgment creditor in a small claims matter may also hire a state marshal to
serve an Application for Examination of Judgment Debtor in relation to an execution
ordered post judgment in a small claims matter. The state marshal should serve the
application, order, notice of hearing, and subpoena on the judgment debtor at least 12
days before the hearing date. Once service is made, the marshal must provide the client
with the original petition and his or her return of service. The petition and return of
service must be filed at least 6 days before the hearing date.

For more information, please read the Small Claims section, Chapter 24, in the
Connecticut Practice Book. Also the Judicial Branch has drafted a publication regarding
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small claims matters entitled: “How Small Claims Courts Work” JDP-CV-45, available at
http://www.jud.ct.gov/pub.htm.

Forms

The following is a list of the common forms utilized for small claims matters.
Note that these forms are updated frequently by the Judicial Branch. Accordingly, it is
important to verify that the most current form has been utilized. These forms are
available at the Forms section of the Judicial Branch website located at:
http://www.jud.ct.gov/webforms

JD-CV-040 Small Claims Writ and Notice of Suit

JD-CL-043 Subpoena - Civil/Housing/Small Claims/Family/Family Support
Magistrate/Criminal/Motor Vehicle
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Summary

Definitions

A subpoena is a writ commanding a person to appear at a specified time and
place (hearing, deposition, etc.) to give testimony about the particulars of a matter.

A subpoena duces tecum (Latin for “bring with thee”) is a subpoena with an
additional command to the witness to produce and bring with them papers, records or
other documentary material sought in a matter.

Power

A subpoena can be issued by an attorney (i.e. Commissioners of the
Superior Court), a clerk of the court, and a wide range of administrative boards and
adjudicatory bodies.

In general a subpoena can be served by an individual (indifferent person, which
can include a state marshal) anywhere in the state, by a constable in his or her town, and
by a state marshal in his or her county. Doing the work as a marshal, when possible, may
be preferable, since marshals have liability insurance to cover their work.

Manner

The state marshal should receive a signed subpoena and a copy from the client.
He or she should endorse the copy on the signature page with a notation of “A True and
Attested Copy” and the marshal’s title of “State Marshal.” Note that, if a state marshal is
serving a subpoena as an indifferent person, he or she should not state on the signature
page that he or she is a state marshal and should instead state the words “Indifferent
person.” He or she should serve the copy and send the original back to the issuer with his
or her signed return attached and an invoice. The state marshal may wish to supply a file
copy for the client. If serving a subpoena for the State or a state agency, the state marshal
should use the CO-17 Invoice Form. If serving a subpoena for the Judicial Branch, the
state marshal should use the State Marshal Services Invoice Form. Other state agencies
may require a specific form. Note that, each subpoena served represents a separate
service and requires a separate return.

The Office of the Attorney General does not accept service of subpoenas for state
employees, unless the employee actually works for the Office of the Attorney General.

The return must reflect the State of Connecticut and the town and county where
the subpoena was served. The marshal should include the notation “ss” (which stands for
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signed and sealed) followed by the town name and the date of service. The marshal must
also include a statement describing how service was made (i.e. reading the same in the
presence and hearing of, leaving a true and attested copy thereof in the hand of, or
leaving a true and attested copy thereof at the usual place of abode or with a particular
agent). The statutes and your client will determine the specific service needed. In-hand
service is the preferred form of service for subpoenas, as the court will not issue a capias
warrant to enforce the subpoena and arrest a non-appearing witness unless the court is
satisfied about actual notice.

As in civil service of process, the state marshal should list as part of his or her
return the standard fees for service, travel, endorsements, and copies. Note that witness
fees are no longer tendered by the marshal. They are paid by the party on the day of
the hearing or appearance for which the witness was summoned. If the subpoena was
issued by the Judicial Branch, witness fees will be paid by the clerk of the court.

Major Statutes

There are many statutes that touch on the service of subpoenas, especially in the
area of civil litigation and administrative agencies. The state marshal should always
check with his or her client, attorney (if applicable), and the statutes if he or she has any
questions about a particular service. The following reference list is not exhaustive and
sets forth only the most important and commonly used statutes covering service of
subpoenas:

52-143 Witnesses (covers witnesses in general, service must be not less than 18
hours prior to the appearance date of the person summoned. Note specific
rules for police, state witnesses, doctors and others).

52-260 Witness fees (state marshals no longer tender these fees; they are paid
directly to the witness by the party on the day of the appearance).

52-57 Manner of service of process (lists specific categories).
52-261 State marshal fees for serving process.
52-144 Statutory form of subpoena.

52-400b Discovery orders.

4-104 Hospital records (requires service 24 hours before appearance date, with
an exception if written notice is given by the party of an intent to serve).
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36a-43 Bank records (requires service 10 days before appearance date and service
on the customer of the account; allows regular service or certified mail
service on the customer).

4-151 Subpoenas issued by Claims Commissioner; capias power.
52-397 Judgment debtors.

Depositions: See General Statutes 88 52-148a - 52-148e for the subpoena process used
for depositions. A deposition is a type of discovery where a party obtains the oral
testimony of another party or a witness outside of court. A deposition notice will state
the time and place of the deposition. Subpoenas and subpoenas duces tecum are
commonly used for depositions to summon the party to be questioned.

Capias: A capias or capias mittimus is a court order to take an individual into custody
for failure of that person to appear in court. The court will not issue a capias warrant to
arrest an individual for the failure to appear unless that individual was first served in-
hand with a valid subpoena ordering the appearance. See General Statutes 88 1-3b, 52-
143, 52-400b and the Capias Warrants section of this manual.

Forms

The following is a list of the common forms utilized for subpoenas. Note that these
forms are updated frequently by the Judicial Branch. Accordingly, it is important to
verify that the most current form has been utilized. These forms are available at the
Forms section of the Judicial Branch website located at: http://www.jud.ct.gov/webforms

JD-CL-043 Subpoena - Civil/Housing/Small Claims/Family/Family Support
Magistrate/Criminal/Motor Vehicle

JD-CL-136 (Formerly JD-CV-062) Application for Issuance of Subpoena
JD-CL-137 Request for Hearing, Denied Application for Issuance of Subpoena

JD-JM-150 Application For Issuance of Subpoena, Juvenile Matters
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XIV. USE OF FORCE POLICY
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State of Connecticut
Department of Administrative Services
State Marshal Commission
das.ct.gov/statemarshal

W. Martyn Philpot, Jr., Esq. Jeffrey Beckham
Chairperson Staff Director
DATE: December 16, 2016

TO: State Marshals

FROM:  Jeffrey Beckham, Staff Direcun%

SUBJECT:  Revised Use of Force Policy

ADMINISTRATIVE BULLETIN
16-26

At its December 15, 2016 meeting, the State Marshal Commission voted to adopt a revised Use
of Force Policy. (See attached Use of Force Policy rev. 12/15/2016). This revised policy
replaces the previous Use of Force Policy adopted on April 30, 2013. Previous versions of this
policy should be discarded.

Summary of Revisions:

Additional Training

The revised Use of Force Policy makes additions to the training requirements for both 1) state
marshals seeking or maintaining membership on the Capias Unit (See attached Use of Force
Policy, Section H); and 2) state marshals seeking or maintaining authorization to carry a firearm
during the course of their official duties (See Use of Force Policy, Section G). In addition, the
training for both of these categories of marshals will now be held at the Police Officer Standards
and Training Council (POSTC) Training Academy. Commission staff is currently working with
officials at the Academy to develop training modules to meet these training requirements. The
Commission will establish a date by which marshals must come into compliance with these
training requirements and Commission staff will advise you of this deadline when it is set.

450 Columbus Blvd., Suite 1504
Hartford, Connecticut 06103
Tel. (860) 713-5372 Fax (860) 622-2938
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Under this policy, state marshals who carry firearms while conducting their official duties are
now required to carry, while carrying a firearm, one or more less-than-lethal weapon options (i.c.
pepper spray or baton) (Sec Use of Force Policy, Section G.1.¢).

fF ical Aid 72~

State marshals must report certain uses of force to the Commission within 72 hours, (Sce
attached Use of Force Palicy, Section F). In addition, marshals must also report medical aid
rendered to a person as a result of the marshal’s use of force 1o the Commission within 72 hours.
{See attached Use of Force Policy, Section E). Note thal these reporting requirements are not
new and existed in the previous Use of Force Policy. This policy simply mandates that such
reporting oceur within a set timeframe. The Commission has developed a form for making such
mandatory reports (Attached hereto). This form will be available on the State Marshal
Commission website. Reports can be made by filling out and signing this form and sending it
via email to Marshal. Commissionficl. gov or fax to (860) 622-2938. You may attach any
additional relevant documents (i.e. a police report}) to this form that you wish 1o be considered by
the Commission as part of your report.

Handeuffs

Under this policy, only marshals who are on the Capias Unit may carry or utilize handeulTs
during the course of their official duties. Mote that the only use of handeuffs authorized by the
Commission is use while making a civil capias arrest under a valid capias warrant.

Under this policy, marshals who are not on the Capias Unit or authorized to carry a firearm, in
order to obtain authorization to carry pepper spray or a baton during the course of their official
duties, must complete the applicable POSTC-approved Less than Lethal (OC or Baton) training
course under the supervision of a Connecticut POST certified law enforcement instrugtor every
three years and submit a certificate of completion to the State Marshal Commission. Only those
marshals who have submitted the requisite training certificate and have subsequently received
written authorization from the Commission are authorized to carry pepper spray or a baton
during the course of their official duties.
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Rev. 12-15-16

STATE MARSHAL COMMISSION

POLICY STATEMENT & IMPLEMENTING PROCEDURES FOR USE OF FORCE BY
STATE MARSHALS EXERCISING THE POWERS OF A PEACE OFFICER

PURPOSE:

When acting in the course of their official duties, stale marshals may use physical force as
provided in chapters 950 and 951 of the General Statutes and, in doing so, are considered peace
officers, as defined by Connecticut General Statutes § 53a-3 (9). Accordingly, marshals have the
legal authority to use reasonable force in the execulion of their official duties and
responsibilities. The use of force is a power that must be exercised in accordance with both Taw
and policy. The law recognizes that, when arresting a person on a civil capias warrant, one shall
use no more force than is objectively reasonable to overcome any resistance that may be offered,
and with which to defend oneself, or others, from harm. The reasonableness of a particular use
of force will be judged from the perspective of a reasonable marshal on the scene, taking into
account all of the facts and circumstances with which that marshal was conironted. State
marshals who use excessive force in light of this standard violate the law. Whether or not the
force used by a marshal is found o be legally excessive, a marshal’s actions may still violate this
policy.

State marshals who use force in the performance of their dutics must answer for their actions and
the consequences to the law and 1o the State Marshal Commission. Their legal responsibility
may become a question for the courts and for the Commission. Accordingly, this Use of Force
Policy applics to any state marshal who uses force or carries a firearm during the course of his or
her official duties, and the failure to adhere to any provisions of this policy may subject the
marshal to discipline.

It is important that each marshal be familiar with Attorney General Formal Opinion 2001-017
(on peace officer status/criminal warrants) and Attorney General Formal Opinion 2012-03. The
latter has scetions on the law governing entering homes only with consent and how to interact
with individuals who are not the subject of capias warrams. The State Marshal Commission does
not certify or authorize state marshals to enforce the criminal laws of the State of Connecticut.

POLICY:
A. GENERAL REQUIREMENTS FOR STATE MARSHALS
. Knowledge of the law must be current. Staie marshals should be knowledgeable

about state and federal law, as well as State Marshal Commission policy,
concerning the application of physical force.
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2. Do not exceed legal authority. State marshals shall not exceed the scope and
authority of applicable laws and policies relevant to the use of foree.

3. Duty to carry a badge and state marshal identification. State marshals shall carry
a badge and identification card at all times when executing their official duties.

3, USE OF PHYSICAL FORCE
I. Appropriate uses of physical force (General Statutes § 53a-22).

a. A state marshal acting in the capacity of a peace officer is justified in using
physical force upon another person when and to the extent that he or she
reasonabl