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UNITED STATES DISTRICT


DISTRICT OF SOUTH CAROLINA


COPY IDENTIFICATION FORM
Company/Firm: 
__________________________________
Telephone No.: 
_______________________

_________

Address: 
_______________________________________
Fax No.: 
____________________________
Requested By: 
___________________________________
Date Requested: 
_______________________

(Name of person completing this form)
Case No.: ________________
Case Name: 
__________________________________________________

Is case open or closed ______
Judge: 
______________________________________________________


DOCUMENTS TO BE COPIED:

	Document No.
and/or Date Filed
	Name/Description of Document

(motion to compel, order, memorandum, etc.)
	No. of Pages

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please continue on back if more room is needed.
For office use only:
Copy request paid: _______________________________________


 
 Date/Time 
Initials
Copy request completed: __________________________________


  
Date/Time 

Initials

INSTRUCTIONS FOR COPY REQUESTS

Email the completed Copy Identification Form to the Clerk’s Office at one of the following locations:

Charleston Division:

filingdocs_ecf_chas@scd.uscourts.gov 

Columbia Division:

filingdocs_ecf_cola@scd.uscourts.gov 

Florence Division:

filingdocs_ecf_flor@scd.uscourts.gov 

Greenville Division:

filingdocs_ecf_gren@scd.uscourts.gov
Alternatively, you may mail or hand-deliver the Copy Identification Form to the applicable Clerk’s Office location. 
All copy requests will be handled internally by the Clerk's Office. The copy fee is 50 cents per page and must be paid in full prior to the copies being made. The deputy clerk will call you as soon as the copies are completed. The turnaround time for copies is two days.  Note: Copy requests of more than 10 pages may require additional turnaround time.  If you need an expedited copy, please indicate so on the Copy Identification Form.
FILES LOCATED AT THE FEDERAL RECORDS CENTER:
If a file is located at the Federal Records Center in Georgia, you must pay a $64.00 retrieval fee for the first box and $39.00 for each additional box at the time you request the file and/or copies. Once the Clerk's Office makes a request for the file to the Federal Records Center, it will take approximately one week to receive the file in the Clerk's Office. Once we receive the file, your copy request will be completed as explained above.

SCHEDULE OF OTHER SERVICES:

Certification of document:
$ 11.00

Record Search (per name):
$ 32.00


www.scd.uscourts.gov


