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Bulk Filing Directions 
In order to efficiently upload multiple Intent to Foreclose documents, a bulk upload system has been 
provided.   

 

File Format Requirements 
- The bulk file upload data file is a pipe (|) delimited text file with headers on the first line and 

details for each Intent Foreclose on the subsequent lines.  
- The suggested line separator is the standard windows carriage return (CRLF), however the 

system is configured to accept the Linux carriage return as well (LF). 
 

- Every Intent to Foreclose entry occupies its own line.  The columns require a specific name, but 
they do not need to be in any specific order. 
 

- When entering the Municipality Code, please use the DCA variant.  Using the Division of 
Taxation’s Municipality codes may result in the property being assigned to the wrong 
municipality. 
 

- Municipality Codes can be found at 
https://njdca4uat.dynamics365portals.us/a5000/municipality-reference/ 
 

- Block and Lot information can be found at  
https://tre-dotnet.state.nj.us/TYTR_TLSPS/TaxListSearch.aspx 
 

File Naming Requirements 
- The data file can have any name, however it must end with a “.txt” extension.   

 

Upload Requirements 
- During the upload process, multiple files can be selected and uploaded at once.  This is to allow 

for a data file and its accompanying documentation.  It is also possible to store all files within a 
zip archive and uploaded.  The system will automatically unpack the zip archive.   
 

- Do not upload multiple files with a “.txt” extension.  This extension is reserved for the data file 
and this requirement avoids ambiguity. 
 

- Duplicate filenames are also not allowed in a single upload.  For instance, if you have a folder 
directory structure in a zip file. 
 

- Currently, max file upload size is 100 MB. 

 

https://njdca4uat.dynamics365portals.us/a5000/municipality-reference/
https://tre-dotnet.state.nj.us/TYTR_TLSPS/TaxListSearch.aspx
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Duplicate Detection Feature 
In the case of importing errors, duplicate detection functionality has been included to determine 
whether a record is already in the database or not.  When records are successfully imported, a 
fingerprint is created based on the following fields: 

- Notice of Intent Mailing Date 
- Lender-determined Notice of Intent Import ID 
- 1st Character of Primary Owner’s First Name 
- 1st Character of Primary Owner’s Last Name 
- 1st Character of Property Address 
- 1st Character of Property City 

For example, if a Notice of Intent to Foreclose was mailed to John Doe of 123 Fake Street, Plaza 
City on the 1st  of June, and the ID was selected to be N29, the generated comparison value will 
be something like 200601N29JD1P.  Should any records generate this exact code, this record will 
be overwritten.  However, this will normally be for records that were successfully imported 
before.  While possible, unless deliberately done, mathematically the chance of a different 
record creating the exact same fingerprint is tiny. 
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1 MDATE Date  Y Mailing Date.  
Suggested format: (MM/dd/yyyy) 

2 ID Alphanumeric 3 Y Uploader selected ID per record to 
assist in distinguishing between 
records. 

3 FIRST_NAME Alphanumeric 100? Y Primary Property Owner’s First Name 
4 LAST_NAME Alphanumeric 100? Y Primary Property Owner’s Last Name 
5 ADDL_FNAME* Alphanumeric 100? N Secondary Owner’s First Name 
6 ADDL_LNAME* Alphanumeric 100? N Secondary Owner’s Last Name 
7 ADDR1 Alphanumeric 100? Y Address of the Property, Line 1 
8 ADDR2* Alphanumeric 100? N Address of the Property, Line 2 

9 CITY Alphanumeric 100? N City where Property is Located.   
10 ZIP Alphanumeric 5 N Zip Code of Property.  If the Zip Code 

exceeds the max width, it will 
automatically be truncated. 

11 MUNICIPALITY Numeric 0000 
to 
9999 

Y Municipality where Property is 
Located, By Municipality Code.  Please 
note that leading zeros are not 
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required.  Please use the NJ Taxation 
Muni Codes.  During the import 
process these will automatically be 
converted to the Muni Codes used by 
DCA.  

12 BLOCK Alphanumeric 10 Y Required. If empty, we will attempt to 
resolve based on Owner Last Name + 
County + Municipality + Addr1.  Failure 
to resolve will be noted and import 
process will fail. 

13 LOT Alphanumeric 10 Y Required. If empty, we will attempt to 
resolve based on Owner Last Name + 
County + Municipality + Addr1.  Failure 
to resolve will be noted and import 
process will fail. 

14 QUAL* Alphanumeric 10 N Part of the Block Lot Grouping.   
15 ATTACH Alphanumeric 100 Y Filename for the attached copy of the 

Notice of Intent to Foreclose.  (PDF 
only).  Not case sensitive.   
 
Please note that each attached file 
exceeding 1 MB in size will be rejected. 
 
Filename only, Folder structure 
currently not supported. 
e.g.  
OK: testfile.pdf 
Error: lender1/testfile.pdf 

 

Fields marked with (*) will not cause an error if their column is not present in the import data file. 

Example File 

 

MDATE|ID|FIRST_NAME|LAST_NAME|ADDR1|ADDR2|CITY|ZIP|MUNICIPALITY|BANK|BLOCK|LOT|QUAL|ATTACH 
1/20/2020|U01|JOHN|DOE|1 SAMPLE AVENUE||TEST CITY|10000|0201|FIRST NATIONAL|1.01|2.03|File01.pdf 





Statutory Requirements

• https://www.njleg.state.nj.us/2018/Bills/PL19/134_.PDF

C.46:10B-49.2  Notice of intention to foreclose, centralized portal for submission.  
2. a. A residential mortgage lender shall provide to the Department of Community 

Affairs the notice of intention to foreclose required pursuant to section 4 of P.L.1995, 
c.244 (C.2A:50-56) and a description of the subject property by street address, block, 
and lot as shown on the municipal tax map at the time the notice is given to the 
residential mortgage debtor. Upon receipt of the notice of intention to foreclose 
pursuant to this section, the Department of Community Affairs shall provide the 
residential mortgage lender with a written acknowledgement of the department’s 
receipt of the notice of intention to foreclose. Compliance with this section shall be set 
forth in the pleadings of any legal action referred to in section 4 of P.L.1995, c.244 
(C.2A:50-56).  

b. The Department of Community Affairs shall create a centralized portal allowing 
for electronic submittal of the notice of intention to foreclose as required pursuant to 
subsection a. of this section. 

https://www.njleg.state.nj.us/2018/Bills/PL19/134_.PDF


Registering NOI – Portal Access
• Go to the New Jersey Department of Community Affairs (DCA) website  

https://www.nj.gov/dca/

• Click the Notice of Intention to Foreclosure Online Filing System button

https://www.nj.gov/dca/


Registering NOI – Portal Access
• Select First Time User to Register as a User.

• Create a new account 
by selecting register.



Registering NOI – Portal Access
• Provide information about yourself to create a profile, and select update.



Registering NOI – Portal Access
• Once profile is updated, click on the home icon in upper right corner of the screen.
• On back on the home page, click the Request Access button. This will take you to the 

Portal Access Request page.



Registering NOI – Portal Access
• Select an access level and check off if this account should have admin access. Loan servicer is probably the 

most appropriate level. 

• Select a loan servicing company or add one if it does not appear on the list, as well as the name of the 
lender this login will be associated with.

• Click Save and Continue.



Registering NOI – Individual
• Once portal access is saved, click on the home icon in upper right corner of the screen.

• Select Report Individual Notice



Registering NOI – Individual
• Enter all required information regarding the Property and once complete select Next

• Lot &Block (Link is provided to search)

• Street Address

• Location

• Owner(s) (First and Last Name)

• Date NOI sent



Registering NOI – Individual

• Upload a PDF copy of NOI to the portal

• It is the firms suggestion that all Non-Public Personal Information be 
redacted from all PDF’s being submitted



Registering NOI – Individual - Confirmation

• Immediate notification that the Notice was registered will be provided

• Process is complete and confirmation should be provided to the Firm along with the Notice



Registering NOI – Multiple / Bulk

• Select Report Multiple Notices

• Instructions for Multiple Notices are provided within the portal
• File Naming Requirements: The data file can have any name, 

however it must end with a “.txt” extension. 

• During the upload process, multiple files can be selected 
and uploaded at once.  This is to allow for a data file and 
its accompanying documentation.  It is also possible to 
store all files within a zip archive and uploaded.  The 
system will automatically unpack the zip archive.  

• Do not upload multiple files with a “.txt” extension.  This 
extension is reserved for the data file and this 
requirement avoids ambiguity.

• Duplicate filenames are also not allowed in a single 
upload.  For instance, if you have a folder directory 
structure in a zip file.

• Currently, max file upload size is 100 MB

• It is the firms suggestion that all Non-Public Personal 
Information be redacted from all PDF’s being submitted



Registering NOI – Multiple / Bulk
• Ensure the instructions are followed to ensure quick validation

• Use links for Municipalities and Lot/Block information



Confirmation Bulk Submission has Been 
Received

• Once the bulk submission has 
been completed by the user an 
email will be sent to the user 
confirming the submission was 
received.



Bulk Submission Acceptance/ Errors

• Within a few hours that bulk submission will be validated and any errors preventing 
this submission from being accepted by the portal will be provided via email.

• If no issues have occurred the submission will be accepted, an email confirmation 
will be sent and the submission will be viewable via the portal.
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