
Request for Records by Client/Parents 
 

All request for records must be in writing.  When a parent/guardian is requesting copies 
of records, documentation establishing rights to the information is needed if  there is any 
question of guardianship, custody, etc.  The requesting party must pay the bill entirely 
before the copies of records will be released.  The person requesting the records is 
responsible for the bill, even if they decide not to take the records once they have been 
copied.  The agency will pursue collection on the account with our collection agency if 
the bill remains unpaid for longer than 30 days.  A representative of the agency will 
contact the requesting party when the records are ready—usually within a week of the 
request.  The requesting party must sign the bill to acknowledge receipt of the records.  If 
the requesting party has any questions regarding the records, they should put their 
questions or concerns in writing to the Executive Director. 

 
List of Charges 

 
Records Search Fee: $15.00 
Pages 1-10   $  1.00 per page 
Pages 11-50  $    .50 per page  
Pages 51- on  $    .20 per page 
 

The average cost of copying records is $50.00, but depending on the amount of records, 
charges can be much higher. 

 
Request for Copies of Records 

 
I herby request of copy of records for _______________________________________.   
  
My relationship to the client is ______________________________________________.   
 
__ Yes  __No  __N/A  Supporting documentation of my relationship to this child is attached. 
 
I am requesting a copy of the following records _________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
I understand that I am responsible for complying with the guidelines and charges outlined 
above. 

 
 

_________________________________ _________________________ 
Signature of Person Making Request  Date 
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