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Consumer Affairs Notice Response Checklist

A practical preservation and intake checklist for Suffolk County contractors responding to a consumer complaint,
investigator request, notice of violation, hearing notice, license issue, or related project dispute.

Preserve the notice, license record, complete contract file, payment record, project
communications, and photographs before sending an explanation. Identify every deadline and
avoid informal admissions that may affect the hearing, license, payment claim, or related litigation.

BEFORE

RESPONDING

1. Identify the notice, forum, and deadline
Start with the document that created the immediate problem and a dated response calendar.
] Complaint, investigator letter, information request, notice of violation, hearing notice, summons, appearance ticket, settlement
proposal, renewal issue, or suspension notice.

Date received, method of service, written-response deadline, hearing date, settlement date, renewal date, and any preservation
or production deadline.

Investigator, hearing officer, complainant, homeowner counsel, building department, District Attorney, insurer, surety, and other
involved agency contacts.

Every code section, contract requirement, licensing allegation, factual allegation, and requested document identified in the notice.

oo o o

All prior oral or written responses, admissions, promises, settlement discussions, and documents already provided by the
contractor or its personnel.

2. Confirm thelicense, entity, and businessrecord
Licensing and trade-name issues can affect the defense, contract enforcement, renewal, and future work.

[ ] current and historical Suffolk County licenses, applications, renewals, test records, supplementary licenses, salesperson
identification cards, and correspondence.
Legal entity name, assumed names, ownership and management history, business addresses, tax identification, insurance,
workers' compensation, and license display records.

Advertising, website pages, social media, proposals, invoices, vehicles, yard signs, and other materials showing the business
name and license number used.

Subcontractor licenses, business names, insurance, project agreements, employee and salesperson roles, and any required
written license information given to the consumer.

O 0O o O

Prior complaints, violations, hearings, settlements, fines, license conditions, renewal issues, or agency determinations involving
the entity or responsible individuals.

3. Preserve the complete project file
The project record should be preserved in its original form and organized chronologically.

] Signed contract, estimates, scope, plans, specifications, allowances, start and completion dates, payment schedule, cancellation
notice, lien and deposit disclosures, and insurance disclosure.
Signed change orders, field directives, substitutions, additional-work requests, credits, punch lists, warranty communications, and
claimed completion or abandonment dates.
Invoices, payment applications, deposits, checks, credit-card records, receipts, escrow records, trust accounting, subcontractor
payments, refunds, and settlement payments.

Permits, inspections, certificates, violations, approvals, architect or engineer records, manufacturer instructions, and code
correspondence.

O 0O o O

Photographs, videos, daily reports, schedules, delivery records, texts, email, homeowner communications, salesperson notes,
subcontractor communications, and social-media messages.
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Defense evidence and hearing preparation

Organize the record by allegation. A technical contract issue, workmanship dispute, deceptive-practice allegation,
and unlicensed-work charge may require different proof and different business decisions.

4. Test each alleged violation
Do not assume that a homeowner complaint proves the cited legal violation or the claimed damages.

[] License coverage: work performed, property type, exemptions, entity and trade name, license dates, renewal history, and who
contracted or performed the work.

Contract compliance: signatures, scope, materials, dates, payment schedule, lien notice, deposit disclosure, cancellation rights,
insurance disclosure, and delivery of a signed copy.

Performance: contract scope, owner changes, access, selections, permits, inspections, delays, completion, corrective work,
punch list, warranty, and alleged abandonment.

Payment: amount earned, work in place, approved extras, credits, deposits, escrow or bond compliance, owner nonpayment,
refunds, subcontractor claims, and claimed restitution.

O 0O o O

Advertising and representations: license number, business name, pricing, promised schedule, materials, approvals, affiliations,
warranties, and alleged omissions or misleading statements.

5. Preparefor the hearing record
The contractor should be ready to address both liability and the practical consequence of any proposed resolution.

] Chronology of contract formation, payments, work, change orders, complaints, cure efforts, inspections, correspondence, and
agency contacts.

[] witness list with a short statement of each witness's personal knowledge, including owners, salespeople, project managers,
trades, inspectors, architects, engineers, and vendors.

Organized exhibit set with readable contracts, photographs, messages, invoices, proof of service, license records, and
documents responding to each allegation.

|:| Defense and settlement positions separating dismissal issues, disputed facts, technical corrections, restitution, civil penalties,
license conditions, and collateral project claims.

Potential review issues, including preservation of objections, the hearing record, the written determination, and the deadline for
any further administrative or judicial review.

6. Protect related construction and payment rights
A Consumer Affairs matter can affect a separate contract, lien, defect, insurance, or business dispute.

[ ] Evaluate contract enforceability, unpaid balance, mechanic's lien timing, trust-fund issues, change-order claims, setoff,
completion cost, and homeowner counterclaims.

] Identify insurance notice, defense, indemnity, additional-insured, surety, or subcontractor rights that should be preserved without
waiting for the agency matter to end.

] coordinate agency communications with pending litigation, arbitration, mediation, collection efforts, settlement discussions, and
public statements.

|:| Do not alter, recreate, backdate, delete, or supplement project records without preserving the original and consulting counsel
about the recordkeeping issue.
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Counsa Iintake and business decisions

Use this page to identify the immediate business objective and the information counsel needs to coordinate the
regulatory and construction-law response.

7. Immediate business questions
A legally defensible position should also account for licensing continuity and the active project.

] Is the contractor currently working, bidding, renewing, pulling permits, collecting payment, or relying on the affected license for
another project?

Could the matter affect a lender, insurer, surety, supplier, subcontractor, customer reference, government agency, business
partner, or pending transaction?

|:| Is corrective work possible and appropriate, and can it be offered without admitting disputed allegations or impairing insurance,
payment, or litigation rights?

What outcome is required: dismissal, narrowed charges, time to cure, settlement, reduced penalty, protection of the license,
renewal, reinstatement, or a review challenge?

Matter summary

Complete only what is presently known. Preserve the underlying documents rather than relying on this summary as the project
record.

Contractor / licensed entity

License number, trade name, and
expiration

Primary contact and decision-maker

Investigator, complainant, or hearing
officer

Date received and response / hearing
deadline

Project address and contract amount

Immediate business concern

This checklist is for general informational purposes only and is not legal advice. It does not identify

every defense, document, deadline, or consequence. Reading or using it does not create an
IMPORTANT

attorney-client relationship. Consult counsel promptly about the specific notice, project, license,
hearing, and governing law.

Kushnick Pallaci PLLC represents New York contractors and construction businesses in Consumer Affairs matters, licensing disputes, contract claims,
payment disputes, mechanic's lien matters, construction defects, and construction litigation.
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