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ICE BREAKER

What are the most common misconceptions?

Il just need to pay $100 & Register
1 have a Business License

d1I'm certified through the IRS

41 “partner” with an attorney

dSurety Bond -vs- Notary Bond
d




WHO IS A DOCUMENT PREPARER?

A document preparation service is a person who, for compensation and at the direction
of a client, provides assistance to the client in a legal matter, as defined in NRS
240A.040. “Legal matter” is defined as preparing or completing any pleading,
application or other document, translating the client’s answer to a question posed in
such a document and submitting a completed document on behalf of the client.

0 A document preparation service cannot provide advice, explanation, opinion or
recommendation to a client about possible legal rights, remedies, defenses, options
or the selection of documents or strategies.

0 A document preparation service cannot negotiate with another person concerning
the rights and responsibilities of a client or communicate the position of a client to
another person.

Q0 A document preparation service cannot appear on behalf of a client in a court
proceeding or other adjudicative proceeding.

Q0 A document preparation service is not a licensed attorney and cannot practice law.

WWW.NVSO0S.gOoV



"DOCUMENT PREPARATION SERVICES™

Defined (NRS 240A.030)

1. “Document preparation service” means a person who:

(a) For compensation and at the direction of a client, provides
assistance to the client in a legal matter.
(b) Holds himself or herself out as a person who provides such services

The definition includes, without limitation:

d TAX PREPARERS

O PARALEGALS**

d BANKRUPTCY PREPARERS
d IMMIGRATION PREPARERS
d DMV ONE STOPS

d MULTISERVICES

WWW.NVS0S.goV



WHY MUST A DOCUMENT PREPARATION
SERVICE BE REGISTERED?

Chapter 240A of the Nevada Revised Statutes and Nevada Administrative Code
protect consumers from individuals who would take advantage of clients who need
assistance with obtaining or transcribing or translating documents to be filed with a
court or administrative agency.

O A Registrant is required to provide a written contract for services to a client, in
English and, if different, in the language in which the document preparation
service transacts the business with the client. The contract must state the fee
that will be charged and what services will be performed. The client must be given
a receipt for payment.

O A Registrant must post in a conspicuous place at their business location their
Current Certificate of Registration with the Secretary of State and their Nevada
State Business License.

O A Registrant carries a $25K or $50K Surety Bond or Entity Bond in the
appropriate penal sum to indemnify a client who has suffered damage as a
result of an act or omission of the Registrant, or for fraud, dishonesty, negligence
or other wrongful conduct of the Registrant, or wrongful failure or refusal by the
Registrant to provide services in accordance with the contract.




INDIVIDUAL REQUIREMENTS NRS 240.100~%

d You must be a citizen or legal resident of the U.S., or
hold a valid Employment Authorization Document

d You must be at least 18 years of age

d You cannot be currently suspended or disbarred
from the practice of law

d You cannot have a criminal record as outlined by
NRS 240A.290 ...particularly involving crimes of
theft, fraud or dishonesty, within the last 10 years.

All of the requirements and details for registering as a document preparer
are covered on our website: WWW.NVSOS.GOV

WWW.NVSO0S.gOoV
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REGISTRATION PROCESS NRS 240A.100

4 Application MUST be completed online at
WWW.NVSOS.GOV

d Pay a nonrefundable application fee of $100

d You must submit fingerprints for a background
check. Fingerprints are submitted to the Department of
Public Safety (Fingerprinting process can take as long as
eight weeks)

d You must post a $25,000 or $50,000 Surety Bond or
Entity Bond in the appropriate penal sum.

If you meet all the qualifications outlined in the law, there is a specific registration process.
Details for registering as a document preparer are covered on our website: WWW.NVSOS.GOV
and in the law itself NRS240A.



http://www.nvsos.gov/
http://www.nvsos.gov/

RENEWAL PROCESS NRS 240A.110(1)

O The registration of a document preparation service is valid for
1 year after the date of issuance of the certificate of
registration, unless the registration is suspended or revoked.

d Pay a nonrefundable renewal application fee of $50

O The registration may be renewed subject to the same
conditions as the initial registration.

O You MUST provide proof that the bond previously filed by
the registrant remains on file and in effect and you hold a
current Nevada Business License.

O Pursuant to NAC 240A.050, if there are outstanding issues
not responded to by aregistrant, the renewal application
will be rejected.




New Application/Reapplication Process

Apply/Reapply Useful Checklist to use for Document

= Preparation Services Application
Pay meon-refundable

5100 fee

v |:| Create account and submit application waw.nvsos, gov

Fingerprint Process

for Inwestigation of History of Applicant Print & Sign FP request form & Fingerprint

[ ] background waiver and take to Fingerprint location —
Select an approved FP site from mail or email to NV Secretary of State Office with FP
ittpssffrocd. nagowFeesForms Fingerprintsy technician's signature

Complete and Print Fingerprint Request Form and

Lackground Walver Bring both forms to FP sive

fdail or drop off signed FP request form and FP background walwver . .
form to 2250 M. Las Viegas Blud Sulte 400 Morth Las Vegas, NV 89030 :l fingerprints results back

Start shopping for Surety Bond if you don’t have
6-8 weeks process ane

Email will be sent to applicant once we get

L

Bond Reguirements Criginal Surety Bond need to be mailed or dropped off
Purchase a Surety Bond or Cash Bond : imust have raised seal and signed by agent and applicant)
Baond must be in the correct mandatory template depending on the
wiay you hold your business ex: NTF Sole Proprietor individual 525,000
o Business Entivy 1 reglstrant 525,000 or 2-25 applicants 550,000 Application will be approved, and Certificate will be mailed to
Submit Driginal Sealed Bond - bail or drop off to 2250 M. Las Vegas applicants mailing address

Blud Sulte 400 Morth Las Viegas, MW 89030

1-2 weeks process

v

Application Approved
Docurnent Preparation Certificate will be printed and
ralled to the mailing address on application




Renewal Prn cess ;"urrllﬁ-unl af Eu"d B Farmat deplﬁnds hiow you

wald your business license and how many
registrant are under that business license

Apply for Renewal
WA MWYS 0S5 GOV

Minimum Penal Sum in nti n irgmen

The number af registrants emphayed by a Business entity to perform document preparation servioes

is the greatest number of registrants who will perfarm docwsment preparation services far the

business =ntiky at ary time dus ng I1:'.'ve-\!'_.|n:||.q:||rg'.-‘I thowt bmitstsan, an a temporary or

seasomal basis

Py non-nefisndabis
550 fesr

*if the husiness entity emphays 1 registrant ta perfarm document preparation ssreices,
£25,000; IF a business entity employs only one registrant to perfonm docwment preparation
Provide this office with proof of an active bond: seryices, the registrant must be named 25 principal in the band filed.
=If the husiness entity emplaysat least 2 but not more than 25 registrants to perform
dacument preparation services, S5000;
=If the business entity emplaysat least 26 but nat mane than 7% registrants ta perfarm
dacument preparation services, 53°5,000;
uIf the business entity emplaysat least 36 but nat mane than 125 registrants ta perfarm
_ dacurment praparation services, 5100, 000;
20 1T contimiing with the reguired surety bond curmently on File, =If the husiness entity emplaysat least 126 but nat mare than 200 registrants bo perfoom
aroyica dacurment preparation serviess, 5150, 000; snd
» Contmuation Certlflcate or =If the husiness entity emplays mare than 200registrants ta perfarm docwment
LREET] lE“':-."'ll'll 5 i I a a rard balance e and -.:.-'.:.;--.:.. . "'E- preparation servioes, }JL'\.'U_.I}.'\.'U
vl ol b and axperation/tenm date
Eniadl o Boorend a0, ay, 8 Surety Bond Language

B ) Thee Neyada ALTorn ey Genera saffice | a8 S POV e d [ paTes for & surety Dond issied 10 an

individual and o a Disiness antity, Use of one of the sppropriate templates i msn dal oy

“lndivintial 525 000 Surety Bond - Mevoede Businets Lissnae Sois Proprister vae
ey, Individieal is ta be nemed as principsl and mist indude any Betiticus name undar
vehich the busneds cwner b conducting or sdusriing document preéparation Ierissd

1) 1f a WEW hond has besan purchased for the uptoming vear,
send the DRIGINAL SEALED signed sunety bond (o 2250 (os
Vagas @ivg Morth Suite £00 Morth Las Veges, NV 20030

1-2 weeks process

Par MRS 2404015 , A “Business srbity® mesrs & corparation, sssocistion, partnership, limited-

linbility company, Bmited-liakility partnership or other antity crganized and existing under the
Renewal Approved lawa ol this State.

Dscument Preparation Certificate will be printed e —

and madled tothe mailing address on application




NT7 Business License
Sole Proprietor

A Sole Proprietorship in Nevada is an informal structure with ONE business owner

l

Must have

Individual $25,000 Surety
Bond

Sole Prop may be under Individual & Spouse
Each need to present
$25,000 Individual
Surety Bond

Bond No. 999999

DOCUMENT PREPARATION SERVICE
INDIVIDUAL $265,000 SURETY BOND

s principal

surety,
.28 in the State of Nevada (hereinafter “Su
Nevada, as obligee (hereinafter “Obligee”).




Business owner MUST provide registrants with Surety Bond

Business Entity:

Corporation,
Limited-Liability Company,
Limited Partnership,
Limited-Liability
Partnership, Limited-
Liability Limited
Partnership

l

Business Entity Surety Bond

1 Registrant - $25,000

2-25 Registrants - $50,000

26-75 Registrants - $75,000

76-125 Registrants - $100,000
126-200 Registrants - $150,000

More than 200 Registrants - $200,000

Bond No.
DOCUMENT PREPARATION SERVICE BUSINESS ENTITY SURETY BOND

$25,000 Bond for 1 Registrant

This surety bond is by [name of business entity] BUSINES C and
ANE DOE ively as principal (hereinafter
1 place of business at .
company qualified and

to do business in the State of Nevada (hereinafter “Surety”), to the State of Nevada, as

obligee (hereinafter “Obligee”).

Bond No
DOCUMENT PREPARATION SERVICE BUSINESS ENTITY SURETY BOND

$50,000 Bond for at least 2 but not more than 25 Registrants

This surety bond is hy_BUSI

. surety company qualified and
authorized to do business in the State of Nevada (hereinafter “Surety”), to the State of Nevada, as

obligee (hereinafter “Obligee”).

as principal (hereinafter



WHAT CONSUMERS CAN EXPECT

Chapter 240A of the Nevada Revised Statutes and Nevada Administrative Code protects consumers from
individuals who would take advantage of customers or clients who need assistance with obtaining,
transcribing or translating documents to be filed with a court or administrative agency. NRS240A provides
consumers that utilize document preparation services protections such as:

a
a

EVIDENCE that a Document Preparation Service is registered in the State of Nevada

Public posted NOTICES including Certificate of Registration, Business License and Disclosure
Notices.
SURETY BOND that a Registrant must carry to indemnify a client who has suffered damage as a

result of an act or omission of the Registrant, or for fraud, dishonesty, negligence or other wrongful
conduct of the Registrant, or wrongful failure or refusal by the Registrant to provide services in
accordance with the contract.

DISCLOSURE of specific information such as that the person serving as a document preparation
service.

A written CONTRACT in English and if different, the language in which the document preparation
services transacts the business with the client for the services to be provided. The Contract covers
all of the previously mentioned including the explanation of the fees to be charged for services, a
receipt for payment and a complaint process for violations

A PUBLIC SEARCH FUNCTION available on the Secretary of State’s website, www.nvsos.gov, to
verify that a document preparation service is registered with the State of Nevada.



http://www.nvsos.gov/

Looking Up A Document Preparation Service

NEVADA SECRETARY OF STAJI ‘

Franc;scn V. Agullar

Document Preparation Service Registration

Search

506 Information | Blechions | Businesses | Licensey | Dmvestor Enformation | Onlne Services | Contadt Us | Slemap

101 W Carsen Street Sube 3 Carsen City, MV 59701 | [775) 6545708
£ 2008 All Faghis Resered. Tenms of Use | Privacy Policy and Disclames | About This St

https://www.nvsos.qgov/SOSDocumentPrep/AnonymousAccess/Search.asp



https://www.nvsos.gov/SOSDocumentPrep/AnonymousAccess/Search.aspx
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Required Guidelines
~SAMPLES~

ant trans

REGISTRANT NOTICE

REGISTRANT: XENA ZOOM DOCPREP REGS#: NVDP202001020304
(o JOHN SMITH

SURETY BOND#: 123456 BOND AMOUNT: $25,000 / $50,000

cument Translation $25.00
Tax preparation $100.00
Notary Service $15.00
File Copies $15.00
Pictures $12.00
Mailing Service (Priority) $20.00

I AM NOT AN ATTORNEY IN THE STATE OF NEVADA. I'AM NOT AUTHORIZED TO GIVE LEGAL ADVICE
OR LEGAL REPRESENTATION. | MAY MOT ACCEPT FEES FOR GIVING LEGAL ADVICEOR LEGAL
REPRESENTATION. |

NRS 2404:160 - REQUIRED NOTICE 10O BE CONSPICUOUSLY DISPLAYED
[Must be 12x20)

7]

antain a s
Full name of e

[ERN T




2020 NEVADA LANE

XYIDOCUMENT PREPARATION SERVICES FLKO. HEVADA RO

(775) 987-6543

WRITTEN DISCL

REGISTRANT: XENA ¥ ZOOM DOCPREP REGS#: NVDP2
NV BUSINES LICENSE#: NV20201212132 EXP: 1/21/2021
SURETY BOND#: BOND AMOUNT: 525,000 / 550,000

1AM NOT AN ATTORNEY IN THE STATE OF NEVADA. | AM NOT AUTHORIZED TO GIVE LEGAL
ADVICE OR LEGAL REPRESENTATION. | MAY MOT ACCEPT FEES FOR GIVING LEGAL ADVICE OR
LEGAL REPRESENTATION. | J

ANY COMMUNICATION BETWEEN THE CLIENT AND THE REGISTRANT IS NOT PROTECTED FROM
DISCLOSURE BY ANY PRIVILEGE.

CustomerSignature

Registrant Signature

e meeting the reguirements of this
ign the disclo

Furnish the client with
with a copy for the
ackno




itract must be written in En

(F

2020 MEVADALAME

XYTDOCUMENT PREPARATION SERVICES FLKo. NEvADA S8l

|775) 987-6543

CLIENT WRITTEN CONTRAM

1. This Agreement made this, day 2023, in Las
and between hereinafter designated as “CLIENT" and
[Document Preparer Name) hereinafter designated as“REGISTRAR

2. CLIENT is to pay REGIS 1o prepare the follo

b

TGTALS

3. The above listed decuments are to be completed byz[date
4. The decuments are to be filed with COURTORAGERCY:
DEADLINES or HEARING DATES
.
.

5. This agreement contains the entire agreement of the parties.

& contract between a registrant and a client that does not comply with any requirement of this section
roidable by the client.
omplaint concerning the regi iolation of MRS 2404 may be directed to, The Secretary
of State at 1-E00-450-8594 (Option 6] or www. NVSD5.Eov
8. any complaint that involves an allegation that the registrant is engaged in the unauthorized practice
law to, the State Bar of Nevada, 1-B00-254-2797 or www.NVBAR.0rg

1 &M NOT AM ATTORMNEY IN THE STATE OF NEVADA. | AM NOT AUTHORIZED TO GIVE LEGAL ADVICE OR LEGAL
REPRESENTATION. | MAY NOT ACCEPT FEES FOR GIVING LEGAL ADVICE OR LEGAL REPRESENTATION. (BOLD)

Customer Signature: RegistrantSignature:
Registrant Name:
Registrations,

Date:

he requirgments of




2020 NEVADA LANE

XYI DOCUMENT PREPARATION SERVICES ELKO. NEVADA 89801

(775) 987-6543

has paid:

for services provided:

Dated this day of

PREP REGSH#: NVDP202001020304

it meeting the requirement:
. if different, the e hi




“Most Common Complaints”

e Unlicensed practice of law

e Services not performed

e Failure to provide a written contract or
written disclosures to the consumer

e FRAUD



FILING A COMPLAINT

dFile online at www.NVSOS.gov.

dEmail: DocPrep@sos.nv.gov

dCall 1-800-450-8594, option 6.

The Secretary of State’s office has a toll-free telephone number for anyone wishing to file a complaint
about a registrant or an alleged violation. Anyone who has been harmed or believes a document
preparer has committed a violation is encouraged to call and we will guide them on the steps for filing
a complaint.

WWW.NVSO0S.goVv


http://www.nvsos.gov/

Please complete this form to report an alleged violation against a document
preparation service, individual or business.

Preparation Service
NRSz240 {

1. Submitter Information *

First Name*

Daytime Phone

2. Primary language, if other than English

Complaint is Against:

3. Contact information *

Individuals First and Last Name* Business Mame

Street Address

State/Province Yostal Code
Phone

ext.

Nevada State Business License Number

Tell Us About Your Complaint

https://www.nvsos.gov/sos/licensing/document-
preparation-services/complaint-filing-process


https://www.nvsos.gov/sos/licensing/document-preparation-services/complaint-filing-process

WHAT HAPPENS WITH A COMPLAINT

O Reviewed for Jurisdiction**

O Case # issued and assigned to Investigator

O Letter to Complainant indicating Case opened and case #

U Notice to Respondent advising of complaint received and
response required to Investigator.

O Conduct Investigation

The law provides the Secretary of State’s office, along with the Attorney
General’s office, with statutory authority for enforcement. If a violation is found,
the Secretary of State’s office can revoke or suspend an individual’s registration,
and/or impose civil and/or criminal penalties.



Legislative Updates to NRS240A SB 349 (Effective July 1, 2023)

Senate Bill 349: Document Preparation Services cleanup bill to streamline
compliance of the program.

O Allows our office to issue civil fines, suspend registration for no less than
a year, revoke registration after a third or subsequent offense for any
violations of prohibited acts under NRS 240A.240.

O Allows our office to suspend the registration or refuse to renew the
registration of Document Preparation Services who fails to provide
information during an investigation of an alleged violation

L Any person who violates a provision of this chapter NRS 240A, is liable
for a penalty of no more than $1,000 for each violation, plus reasonable
iInvestigative fees, and costs.

O Sets timeline for informing registrants of alleged violations and required
response time.



Legislative Updates to NRS240A
SB 349 (Effective July 1, 2023)

Senate Bill 349: Document Preparation Services clean up bill to streamline
compliance of the program.

0 Requires Document Preparation Services to update the SOS when their
information changes (i.e., address, business name, contact information)

O Allows our office to issue civil fines for unregistered activity and asses a
fine of up to $1,000 for each violation

O Updates two Disclosure statements to:

“I'AM NOT AN ATTORNEY IN THE STATE OF NEVADA. | AM NOT
AUTHORIZED TO GIVE LEGAL ADVICE OR LEGAL REPRESENTATION.
| MAY NOT ACCEPT FEES FOR GIVING LEGAL ADVICE OR LEGAL
REPRESENTATION”

“THIS DOCUMENT PREPARATION SERVICE IS A THIRD-PARTY BUSINESS
NOT AFFILIATED WITH THE NEVADA DEPARTMENT OF MOTOR
VEHICLES”

O Allows our office to issue civil fines, suspend registration for no less than
a year, revoke registration after a third or subsequent offense or assess a
penalty of not more than $1,000 for each violation.



Q & A TIME

ANY
QUESTIONS?



Document Preparation Services

Antonio Cortes Irene Jimenez-Muir
Compliance Investigator Il Compliance Investigator |l
(702) 486-2886 (702) 486-2637
acortes@sos.nv.qov IHHmenez-muir@sos.nv.gov
HOTLINES
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