
Request for Copies    updated 08/27/19 

 

Request for Files/Copies    Date Submitted: 

1. Payments must be received before copies are made 

2. Over the counter requests for copies of documents held  

on-site will be honored when requested if there is sufficient  

staff at the time to complete the request. 

3. Over the counter requests for copies of full files or for files  

off-site, can take up to 10 to 17 business days to process. 
 

Case Number(s): _____________________________________________________________________________ 

 

Case Title/Name(s): __________________________________________________________________________ 

 

Documents(s) to be copied: ____________________________________________________________________ 

___________________________________________________________________________________________ 

Copy Request Fees:  
Copies: 25¢ per page, if file previously scanned; otherwise 20¢ to scan + 25¢ per page, totaling 45¢ per page.        
Certified Copies: $5.00 for a certified copy (in addition to the per page copy charge)                                                                                                                                      
Emailed Copies: $3.00 per case   Emailed Copies Originating from a Paper File: $3.00 per case + $0.20 per page                                                           
Exemplified Copies: $10.00 for an exemplified copy (in addition to the per page copy charge)                                                                                        
Microfilmed Copies: Printed - $0.75 per page. Emailed - $3.00 per case + $0.45 per page                                                                                    
Fax: $2.00 first page, $1.00 each additional page                                                                                                                                                         
Postage: Charge depends on number of pages being sent                                                                                                      CJO14-066 

Certified Copy   Pick up at front counter   Mail copies   Email Copies 

Requesting Party: ___________________________________ Company: _______________________________ 

 

Address: ___________________________________________________________________________________ 

  Street       City   State  Zip 

 

Phone Number: __________________________  Email: ___________________________________________ 

 

Amount Due: ____________________________ Number of Pages:  

Copied: _______ Scanned ________ Microfilm __________ 

 

For Official Use Only 

Is the File Scanned in Odyssey:   YES   NO         Clerk’s Initials:  ____________________ 

 

 Paid Via:   Cash   CC/Debit    Check     Date Paid: _______________ Amount Paid: _____________ 

 

Contact for payment on: _______________________________________________________________________ 

 

Completed on: _______________________________________________________________________________ 


