BAKER COUNTY CIRCUIT COURT
COURT FILE OR AUDIO COPY REQUEST FORM

NOTICE OF RETRIEVAL TIME:	  Please allow 5 business days from receipt of your request.  If the file is more than 10 years old, additional time may be required for retrieval.  Larger files or audio may also require additional time.

	Requestor Information (All Information Required)

	Date:			_____________________________________                                         (PLEASE PRINT)
Name:			____________________________________________________________________
Mailing Address:	____________________________________________________________________
City, State, Zip:	____________________________________________________________________
E-Mail Address:	____________________________________________________________________
Contact Phone:	____________________________________________________________________



	Document Copies

	Case Number:		____________________________________________________________________
Case/Parties’ Name:	____________________________________________________________________
Year of Filing:		____________________________________________________________________

Action Requested:		  Copies	  Certified Copies            Exemplified Copy
Copy Delivery Method:	  Pick Up	  US Mail (postage costs will be added) 		  E-Mail 
Documents(s) Requested (Describe documents to be copied):   ________________________________________ ______________________________________________________________________________________




	Audio Copies

	The “For The Record” Player software is required to playback courtroom recordings.

Case Number:			______________________________________________________________
Case/Parties’ Name:		______________________________________________________________
Date/Time of Proceeding:	______________________________________________________________
Type of Proceeding:		______________________________________________________________

Action Requested:      CD (if mailed, postage costs will be added)           Electronically  (e-mailed using a secure website)



	Fees

	Copies are $ .25 per page plus $5.00 for each document that is certified OR $10.00 for each exemplified copy.  Certified/exemplified documents will be full and correct copies of the original document on record in the Court office.  Audio copies are $10.00 for a CD or $9.00 if delivered electronically.
The court will contact you by e-mail (if e-mail address provided, otherwise by phone) with the total amount due, prior to completing your request. 



You may remit this form in one of the following ways:
[bookmark: _GoBack]
In Person or by US Mail:  Baker County Circuit Court, 1995 3rd St, Suite 220, Baker City, OR  97814
By Phone:  541.523-6303 Ext 3
