COPY WORK ORDER FORM

Exact Change Required for Payment

Notice to Requestor: You will receive telephone notification of the completion of the copy work on files that
are housed outside the Clerk’s Office. The docket sheet shows the number of pages within the document, up
and including the certificate of service. Attachments, i.e. exhibits, affidavits, declarations, are not counted. If
attachments are to be copied you will need to indicate on the request form.

VS.
Plaintiff Defendant

Case Number

PLEASE ISSUE COPIES OF THE FOLLOWING:

Document Number Number of Pages Description

Requested By: Firm Name

Request taken By (date/time):

Contacted with Amount (date/time):

Copies Issued: Fees Collected (Receipt #):

FAILURE TO PICK UP COPY WORK WILL RESULT IN A BILL BEING ISSUED
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