	This is a working document and procedures can change. We encourage our volunteers to update it accordingly when new information is obtained.

	
	



	
	



	County
	Requesting Court Documents

	Albany
	Send a notice of appearance showing that the attorney is not the attorney of record. The records requests can be sent along with the notice of appearance. 

If notice of appearance is not possible: There is not a way for the attorney to request documents unless requestor is an attorney of record. The client will need to request their records themselves. Clients should mail a request directly with a copy of their ID (this can be tricky while the client is incarcerated – let the IMLP team know if you’re considering this step).

Email: albanyfamilycourt@nycourts.gov

	Allegany
	Typically, individuals send a letter (by mail or email) to the court indicating interest in making a request, the court sends a request form back, individuals send the form back to the court, and after approval, records can be sent. This form requires identification information, but no notarization, and individuals can indicate where they want records sent. 

For incarcerated clients, the court is more lenient (understanding that following up may be difficult) and if enough information is provided in an initial letter (e.g.: what records they want sent, identification information, reason for request), the court will send records. Attorneys can make this request so long as they have an indication of representation from the client. Email below or call. 

Email: alleganyfamily@nycourts.gov 
Phone: (412) 350-5600

	Bronx
	[bookmark: _Int_t0DSIrlM]First, call the Court at 718-618-2120. Ask for Thomas (supervisor of the records room) by name. He has helped VOLS attys get quick access to records. Make sure to have client information on-hand when calling and indicate your affiliation with VOLS. If this does not work, see below. 

1. Register with NY Courts.gov: Using a Microsoft account, complete the court registration form and e-mail it with a Microsoft email address to NYFCSecureEmailReg@nycourts.gov. This will alert the court to your registration with Microsoft and provide the court with the email address to which your documents will be sent. (If you have difficulty with this process, you can email the same address for assistance.) Please note that if you register an email address with the court that is different from the one you already have on file with the court, future communications from the court may be sent to the email address you now submit for record retrieval purposes. 

2. To request documents: Email the specific Family Court from which you are requesting documents. Use the email address listed above under “for non-attorneys.” In the subject line of your email, write “Record Room Request.” In the body of your request, include your name, the docket number(s), the names of the parties, the name and date of birth of your client, and the documents requested. If you have not filed a notice of appearance in the case, attach a copy of an authorization letter from the client or the first page of a retainer agreement to receive your requested documents.

The actual order or document requested will not be transmitted via email. Rather, the court will send an email with a secure link to the document which you can access following the instructions in the email.

Email: bronxfamilycourt@nycourts.gov

	Broome
	Typically requires a notice of appearance. First, try sending a letter in lieu of a notice of appearance explaining the situation and a notarized request. 

If notice of appearance is not possible: The client will need to request their records themselves. Clients should send a notarized letter indicating the specific records that they’re looking for. 

Email: Broome-Surrogate@nycourts.gov

	Cattaraugus
	[bookmark: _Int_mdrsvKSG]Send an email to the addresses below indicating that you’re an attorney working with an incarcerated client and attach the consent form. Notarization is not necessary (but always helps). Be as specific as possible when requesting records.  If requesting records for multiple cases, send a separate email for each case. 

Email(s): Kcoconno@nycourts.gov ; Cattaraugusfamily@nycourts.gov 

	Cayuga

	A request in writing must come from the incarcerated person involved in the case via letter or email. The attorney can email the request (from the incarcerated person). The request must be notarized. 

Email: cayugafamilycourt@nycourts.gov

	Chataqua
	[bookmark: _Int_KNNT8faP]Email the consent form of the client including the client’s name and signature. Notarization is not required (but always helps). The client should be as specific as possible as to what information they’re allowing the release for. 

Email:  Chataquafamily@nycourts.gov

	Chemung 

	If the attorney has not filed a notice of appearance, then the incarcerated person needs to make the request. There are two different ways to request:
1. To request a transcript, specify the court date and they will send a form for the client to fill out. 
2. [bookmark: _Int_8QwqHBer]To request a court order, they will need a request in writing from the client. The client can mail the request directly or send it to the attorney to send via email. 

Email: chemungfamilycourt@nycourts.gov

	Chenango

	This form needs to be filled out by the incarcerated individual and needs to be notarized. The client must specify what records they are looking for. 

Email: chnfamily@nycourts.gov

	Clinton

	The incarcerated client needs to directly request the records themselves. The client should write a notarized letter asking for a copy of the relevant court order. If a client’s child is involved, the letter should list their mother, father and their full name. 

Email: clintonfamily@nycourts.gov 

	Columbia 

	Email the release form with the person's signature on VOLS letterhead. 

Email: columbiafamilycourt@nycourts.gov

	Cortland

	The incarcerated individual needs to write out a request and sign it. Does not need to be notarized. The attorney can then send the email below on the person’s behalf.

Email: cortlandfamilycourt@nycourts.gov

	Delaware

	Send the signed consent form via email. 

Email: Delawarefamilycourt@nycourts.gov

	Dutchess
	When you’re not the attorney of record, the client must make a notarized request in writing. The client should list all parties involved in the case – mother, father and children. If they know the file number, that’s helpful to include. The client can mail it in, or the attorney can email or fax it in for them. 

Fax no: 845 486 2510

Email: virtualdutchessfamilycourt@nycourts.gov

	Erie
	Email the release and a request for a copy of the order or petition. In the body of the email, state the client’s name and DOB, any other relevant party’s name, the specific records you’re looking for, and let them know if you want it emailed back or sent through regular mail. Also, you must include a phone number and attach a copy of a government-issued photo ID.

Email: eriefamilyhelp@nycourts.gov

	Essex
	Attorney can obtain the records through a notice of appearance. 

If notice of appearance is not possible: The client must send a written, signed request including their name, the date and where the office should send the records. The request does not need to be notarized. This request can be sent directly by mail or scanned and emailed by the attorney.

Email: Essexfamily@nycourts.gov

	Franklin
	The client must request the records in writing with their name, DOB, the other parties, what it’s regarding and approximate dates. This request can be sent directly by mail or scanned and emailed by the attorney.

Email: Franklinfamily@nycourts.gov 

	Fulton
	The court cannot provide records to anyone except the parties of the case or the legal representative. The client can mail a notarized request to the court. 

Email: fultonfamily@nycourts.gov

	Genesee
	A non-attorney of record may access records with a signed release from the litigant. The client may also request records directly by submitting a letter or email along with a copy of their photo ID. Once the court receives a valid release, attorneys or third parties may email a request including the litigant’s name, the names of any children involved, and the specific documents requested.

Notarization is not required. Requests and releases may be submitted by email.

Email: geneseefamily@nycourts.gov

	Greene
	The client must send a notarized request themselves. This request can be sent directly by mail or scanned and emailed by the attorney – if sent via email, indicate that you want it send back to your attorney email. 

Email: Greenefamilycourt@nycourts.gov

	Hamilton
	No confirmation on court procedures to date


	Herkimer
	Email a notarized records release form to the below email. 

Email: Herkimer-family-court@nycourts.gov 

	Jefferson
	The attorney should submit a letter addressed to the court explaining what records you are looking for and why. A judge will review the request. A release form is not required but can be submitted.

Email: Jefferson-Family-Court@nycourts.gov

	Kings
(Brooklyn)
	Email a notarized records release form to the below email. If you represent the party on the case, you should provide a notice of appearance or let us know that there is one on file

Email: kingsfamilycourt@nycourts.gov

	Lewis
	Any person involved in a case can request records by letter with a return address. An attorney will need a signed letter from the client indicating representation (retainer of brief legal service would work as well) to gain access to records. Notarization not required. 

Email: imsavage@nycourts.gov

	Livingston
	Clients need to fill out a notarized release form for attorney/association to access records on their behalf: I x (client) give permission to Livingston Family Court to release records to ____ (attorney or association). 

Email: livingstonfamilycourt@nycourts.gov

	Madison
	Requests by clients can be made by email or letter with attached color copy of government-issued ID. Notarization not required but recommended. Non-attorney of record cannot access court records. 

Email: madisonfamilycourt@nycourts.gov

	Monroe
	Requests from individuals residing outside of Monroe (e.g., incarcerated person) must be notarized and should be mailed in along with a color copy of a government-issued photo ID.  The clients must request the records themselves which can be sent by the attorney. There is no clear means for attorneys to request records on a client’s behalf. 

Email: monroefamilycourt@nycourts.gov

	Nassau
(Long Island)
	If not an attorney of record, an attorney would need notarized acknowledgement from client that records may be released to attorney. The attorney should attach this acknowledgement to the record release request and should either be mailed or faxed in. Email requests will not be accepted.  

Fax (confirm that this is the current number): 516-493-3390
Email: nasfamily@nycourts.gov

	Montgomery 
	Attorneys can request - requests must be written on paper, must be notarized, and can scan and email to facility or mail it in (request MUST originate on paper).

Attorney (doesn’t matter if of record or not) would need to email a request to chief clerk that includes why they are requesting, who they are requesting for, and references to specific files or cases. It helps to have a signed statement from client that gives permission to attorney to access documents. Requests by attorneys are approved on a case-by-case basis.  

Email: MontgomeryFamily@nycourts.gov

	New York 
(Manhattan)
	Email a notarized records release form to the below email. 
Email: manhattanfamilycourt@nycourts.gov

	Niagara
	Niagara Falls: Client must fill out a request themselves. Non-attorney of record cannot access records, and all request forms must be notarized. Call 716-371-4050 for the form. 

Lockport: Attorneys can request the form by email or phone (716-280-6500) and send it to the client, but a non-attorney of record cannot request documents or records. Request forms must be notarized.

Email: tmcginty@nycourts.gov

	Oneida
	Clients need to sign a release form (can be any signed statement indicating that the attorney is representing them). The attorney should attach this statement, along with both parties’ gov’t issued photo ID, to an emailed request to the address below. Approved on a case-by-case basis, so it’s helpful to make sure request is as specific as possible. 

Email: ADA5JD@nycourts.gov

	Onondaga
	Attorney should send to a request for records with as much detail as possible (exactly which records are being requested, for what purpose, some sort of proof of representation, etc.). Notarization will generally speed up the process, but is not required. Requests by mail only – no email. 

	Ontario
	No confirmation on court procedures to date

Email: ontariofamilycourt@nycourts.gov

	Oswego
	For pending matters: A notice of appearance needs to be submitted, and with that notice of appearance, a request would need to be submitted.

For matters that have been settled: You still need to submit a notice of appearance and then a request for the prior court matter. If that needs to be submitted to a judge, the judge will file an order indicated they are allowing obtaining the documentation – then the clerk will go about it, but it can be more difficult 
Incarcerated clients can still send over to the courts a request for them to obtain copies – letter needs to be notarized. It can be easier for the client than the non attorney of record

Email: countyclerk@oswegocounty.com

	Orleans
	For a non-attorney of record to access records/court orders, they need to mail a request along with a notarized statement from the client stating that the attorney can access records, along with a copy of both client and attorney’s government-issued ID. All materials in the request must be “original form.” I.e.: the client needs to write the statement, have it notarized, and mail the statement to the attorney along with copy of ID, and attorney needs to mail those documents, along with a request for specific files to court. NO EMAIL. 

Email: lbower@nycourts.gov

	Orange
	Client needs to submit the request in writing, needs to be notarized, include as much information as they have on the case. Case number, file number. 

Email: virtualorangefamilycourt@nycourts.gov  

	Otsego
	Only parties involved can obtain documents. Attorney who files a notice of appearance or is representing the client in another family court proceeding in a different county can access as well, but beyond that, all records are confidential. Clients should email, call, or send a letter to court to access files themselves. 


Email: OtsegoFamilyCourt@nycourts.gov

	Putnam
	A non-attorney of record may not access records. The client must submit a notarized letter requesting the records. The request should include as much identifying information as possible (e.g., docket number, names of parties, date of birth, and a description of the documents sought). There is no specific request form; the letter itself serves as the request.

Requests may be submitted via the Electronic Document Delivery System (EDDS), by email, in person, or by mail.

Email: VirtualPutnamMultiCourt@nycourts.gov
Address: Putnam County Family Court, 20 County Center, Carmel, NY 10512

	Queens
	Only the parties involved in the case and their attorneys can receive information and documentation concerning a case.  A Notice of Appearance must be on file and listed as the attorney of record in UCMS.

Email: queensfamilycourt@nycourts.gov

	Rensselaer
	No confirmation on court procedures to date

Email: ADA3JD@nycourts.gov

	Richmond 
(Staten Island)
	Submit a letter with official organizational letterhead through nycourts.gov EDDS (electric document delivery system),  letter should include atty contact information and client’s name.

Email: RichmondFamilyCourt@nycourts.gov

	Rockland
	No Phone – emailed 

	St. Lawrence
	It is unlikely that a non-attorney of record can access any records. For the best bet, have the client send a statement that identifies the attorney as legal representative. Attorney should email this statement to court along with document request and government-issued ID from both client and attorney. Easiest for client to request and release to atty 

Email: StLawrenceFamily@nycourts.gov

	Saratoga
	Client should fill out request form (available by email). Non-attorney of record could potentially get access to records, but requests are approved on a case-by-case basis. Best to include some signed statement from client that indicates representation. 


Email: SaratogaFamily@nycourts.gov

	Schenectady
	Need release form from client attached to letterhead. Email request – need to request specific files

Email: schenectadyfamily@nycourts.gov

	Schoharie
	Client should write a letter stating, “I X am requesting the release of files/documents/etc. for X reason.” and send this letter to atty. Atty attaches this letter to a letterhead and gives specifics of files (i.e.: date range, docket number, file number). It is unlikely that an atty requesting files, even with a release form, will be able to get access if not atty of record or representing in future appearance in court. 

Email: SchoharieFamilyCourt@nycourts.gov

	Schuyler
	Easiest for clients to request themselves. For atty, need a letter from client indicating representation (have signature notarized), and make request for files as specific as possible. 

Email: SchuylerFC@nycourts.gov

	Seneca
	Need to be atty of record to get access. Client should make request on their own behalf; atty should help client make request as detailed as possible, and requests must be notarized.

Email: senecafamilycourt@nycourts.gov

	Steuben
	Send notarized records release form to email below. 

Email:  steubenfamilycourt@nycourts.gov. 

	Suffolk
	Atty will need something in writing from the client stating that atty can access records. Send written request from you on your letterhead and indicate specific files that your team requires. 

Email: suffolkfamilycourt@nycourts.gov

	Sullivan
	No confirmation on court procedures to date

Email: ADA3JD@nycourts.gov

	Tioga
	Non-attorney of record cannot access any records from a closed matter. Client should make a request (atty should help client indicate exactly what files are needed) and include government issued photo ID. Request must come from client, and can be emailed. Use this form.

Email: TiogaFamilyCourt@nycourts.gov

	Tompkins
	Easiest for client to request. For non-atty of record, attach signed and ideally notarized release form from client to letterhead and include as much detail as possible in file request. Requests by non-attys of record are approved on case-by-case basis. Email OK.


Email: tpkfamily@nycourts.gov.

	Ulster
	Non-atty of record cannot request documents under any circumstance. Atty can mail a letter from client with client’s gov’t issued ID attached. Provide date range for record, and if possible, case number, file numbers.

Email: UlsterFamilyCourt@nycourts.gov

	Warren
	Said only client can access, and client needs to go in person. Asked about incarcerated clients: Client should make request: attach ID and make request as specific as possible. Unlikely that non-atty of record will be able to request/access records. Any non-in-person request is approved case-by-case.  

Email: WarrenFamily@nycourts.gov

	Washington
	Need record release from the client, signed and notarized statement indicating to whom/where records should be released. Attach your request to that statement that includes names of parties involved, client’s DOB, client’s gov’t issued ID, and (if possible) file number, case number, etc. 

Email: WashingtonFamily@nycourts.gov

	Wayne
	Only an attorney may access records with a signed release from the client. Non-attorneys of record cannot access records, even with client authorization. A specific request form is required and must be notarized. Email below to obtain request form.

Requests may be submitted by email or mailed directly to the court.

Email: waynefamilycourt@nycourts.gov

	Westchester
(White Plains, Yonkers)
	White Plains: Requesting copies of records, include case info (docket no + case no). Need a consent form from client
Yonkers: Requesting copies of records, include case info (docket no + case no). Need a consent form from client

Email: VirtualWestchesterFamilyCourtWhitePlains@nycourts.gov ; virtualwestchesterfamilycourtyonkers@nycourts.gov

	Wyoming
	Should be good with records release statement from client attached to atty’s request, but as with most, approved case-by-case. Include as much information as possible. For client to request, can do it by email, and best to have it notarized. 


Email: gphillip@nycourts.gov

	Yates
	No confirmation on court procedures to date

Email: yatesfamilycourt@nycourts.gov




	
	
	



	
	
	



