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COPY REQUEST FORM
FEES:a Amt. Due

The fees for copies are $0.25 per page up to 10 pages and $0.50 for any page copied page more than 10.
A certification fee of $2.50 per document will also apply. Copy requests may incur additional fees for
postage and clerk time. The requestor will be notified of the estimated fees, and payment must be
received before the request is processed. Please do not send money in with this request form. The
requestor will be notified of the estimated fees, and payment must be received before the request is
processed. Please note, personal checks are not accepted. Accepted forms of payment include cash,
money order, cashier’s check, Visa, MasterCard, Discover, and American Express. A convenience fee
will be applied to all payments made by debit or credit card.

Please allow 7-10 business days for processing after receipt of payment.
NOTE: A photo ID may be required before copies can be given out in confidential cases.

All fields must be completed — incomplete requests will cause delays or will be returned.

Today’s Date Requestor Name

Requesting Agency (if applicable)

Requestor Telephone Number

Requestor Address

Indicate below preferred method for delivery of copies and provide complete contact information:
] Mail copies to the address provided above.

] Email copies to the email address provided. Email address:

] Hold the requested copies for pick up.

Case Description Case Number

Document Requested Date of filing Certified
Yes or No
Yes or No
Yes or No
Yes or No
Yes or No
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