Request for Court to Retrieve Material
from the National Archives and Records Administration

Date

NAME

ADDRESS

TELEPHONE NUMBER

Please list all materials that will be needed. Provide a complete description, including the full
bankruptcy number and debtor’s name.

Is this file needed as a rush? YES O NO [

Case Number:

Name of Debtor:

Please indicate the material you need:

Files [ Adversary [ Claim [

You will be notified of the arrival of items requested. The material will be returned to the National
Archives and Records Administration after it has been held in this office 15 days from the date of
notification. The 15-day period may be extended if a telephonic or written request for extension is
received. If requested material is not viewed within the specified time period, it will not be
reordered.

You must pay a $45.00 fee for this service.

COURT USE ONLY

Record Group (21) | Accession # Box # Location




10.

1.

12.

Frequently asked questions about court case files in NARA’s Riverside County Record Center

Why are court case files in NARA’s Records Center? NARA provides safe, secure, and economical records storage services
for the courts. The regional Records Center in Riverside County stores about 700,000 cubic feet of records from Federal
agencies and courts combined. Among these files are closed court case files from Federal courts in Phoenix, Tucson; Los
Angeles, San Bernardino, San Diego, Santa Ana, and Santa Barbara, CA; and Las Vegas, NV.

Why must I get case file, accession, and location numbers from the courts before I contact NARA? NARA cannot
provide you with information about the existence or location of a file, because the files belong to the courts. Only the courts
maintain lists of case file names, which are then indexed to file numbers and locations. In cooperation with the courts, NARA
offers public access services to provide faster retrieval. Without this service, you would have to request a case from the court
and then wait for the court to retrieve the file from our Records Center.

What causes delays in servicing my order? Delays are caused by: lack of complete case identifying information (obtained from
the court); errors in the case identifying information; failure to include a phone number where we can contact you; lack of payment;
credit card disapproval; illegible handwriting; and failure to include a fax number for faxed orders.

How does NARA retrieve case files for public use? After you get ALL OF THE REQUIRED INFORMATION from the court,
NARA staff knows where to find the file among the miles of record storage shelving in our warehouse. If any case information is
missing or erroneous, we will probably not locate the file. If necessary, two different people will search for a file. Sometimes we
also may call the court for assistance.

What happens if you can’t find my file? If we cannot find your file, we will call you and you must re-check all of the information
with the court.

How long does it take to retrieve, copy, and send a file? After we receive a request, NARA staff will log it in, verify payment,
retrieve the file, copy the file, and either mail or fax it to you. Your photocopies will be sent to you as soon as workload permits.
Please request your copies well in advance of any deadlines you are facing.

What is the fastest way to get a copy? The fastest way to obtain a file is for you to fax your request and for NARA to fax the file
back to you. However, this service is not available for all requests, and you must pay by credit card, and we must first verify
payment.

Can I call NARA to check on my order? Please do NOT call us to confirm that we received your fax request. Your fax machine
can provide you with that information. NARA does not offer any expedite service, and operates on a first-come first-serve basis.
Your request will be handled in the order it was received.

Should I order a package or a complete file? You need to discuss your options with your attorney or the party who asked you
for the case file information. NARA provides packages of selected documents that suffice for some reasons, but we cannot make
the decision for you.

What hours are you open? We are open 9:00 a.m to 3:30 p.m., Monday through Friday except federal holidays. To request an
appointment to review your file at our facility, call (951)956-2000 between 9:00 a.m. and 3:30 p.m.. We do not offer walk-in
appointments, or expedite services for walk-ins. No copies will be made after 3:30 p.m.

How do I get to the Records Center and where can I park? We are located in South Riverside County, near Perris, CA. Take
1215 to the Ramona Expressway exit. Head west one block and turn left at Harvill. Go south one block and turn right on Cajalco
Road. Go to the end of the road- we are on the left. Call us or visit our website <http://www.nara.gov/regional/laguna.html> for
directions. Parking is free.

What can I expect when I visit the Records Center for my appointment? Upon arrival you will check in with the front desk
receptionist. You may bring only paper and pencil and laptop computers. All other items must be placed in a locker or left in your
car. Copies will be provided at $0.50 per page up to a maximum of 50 pages. Arrangements must be made for more then 50 pages.
We accept payment by cash, check or credit card. No copies will be made after 3:30 pm. Eating, drinking, and smoking are not
permitted in the research room or lobby. There is a soda machine located in the lunch room.



National Archives and Records Administration

700 Pennsylvania Avenue, NW
Washington, DC 20408-0001

Washington, DC...Effective October 1, 2007, the National Archives will amend the fees it charges to
reproduce public court documents in National Archives facilities nationwide. The fees are being changed to
reflect current costs of providing the reproductions. This is the first fee increase in more than a decade.

As of October 1, 2007, fixed-fee packages for reproductions of commonly-requested court records using the
National Archives order forms will be as follows:

Type of Record Order Form Fee

 SMALL PACKAGES:

Bankruptcy — Preselected Documents:
o Discharge of Debtor (or Order of Dismissal or Final
Decree)
0 Voluntary Petition
o0 Summary of Debts and Property
0 SchedulesD, E and F

NATF Form 90 | $25.00

Bankruptcy — Docket Sheet NATF Form 90 | $25.00

Civil — Docket Sheet NATF Form 91 | $25.00

Criminal — Preseleted Documents:
0 Judgement
o Commitment or Probation/Commitment Order or

NATF Form 92 | $25.00

Sentence
0 Indictment
Criminal — Docket Sheet NATF Form 92 | $25.00
Court of Appeals — Docket Sheet NATF Form 93 | $25.00
Bankruptcy — Entire Case File NATF Form 90 $70.00
Civil — Entire Case File NATF Form 91 $70.00
Criminal — Entire Case File NATF Form 92 $70.00
Court of Appeals — Entire Case File NATF Form 93 $70.00

Entire Case Files that exceed 150 pages will be billed as a large package ($70.00) plus a labor charge billed
in 15-minute increments ($13.23 per 15 minutes). Large packages that exceed one box will also incur a
$10.00 handling fee for each additional box. The price of certification $15.00.

Appointments only may request case files at National Archives facilities, flag documents within the case file,
and request individual copies of these documents. This service will cost $0.90 per page with a $10.00
minimum handling fee for each box retrieved. This option is not available to off-site customers.

For fastest service, off-site requestors are encouraged to use NARA’s Order Online! at
http://www.archives.gov/research/order/orderonline.html. Requests can also be made via US Mail or fax by
submitting the appropriate forms found at http://www.archives.gov/research/court-records/bankruptcy.html
along with the correct payment. Additional information about Court copies can be found at
http://www.archives.gov/frc/court-records.html or by emailing frc@nara.gov.

NARA'’s web site is http://www.archives.gov


http://www.archives.gov/research/order/orderonline.html
http://www.archives.gov/research/court-records/bankruptcy.html
http://www.archives.gov/frc/court-records.html

National Archives Trust Fund Board NATF Form 90 (09-2005) OMB Control No. 3095-0063 Expires 11-30-2008

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA)
ORDER FOR COPIES OF

BANKRUPTCY CASES

Copy Packages Available

Pre-Selected Documents (Individual only): Includes the following documents, to the extent that they are
contained in the case file: Discharge of Debtor (or Order of Dismissal or Final Decree), Voluntary Petition, Summary
of Debts and Property, Schedules D, E and F (Note in some jurisdictions Schedules may be listed as Al, A2 and A3).
No substitutions will be made for these documents.

Entire Case File: Includes all documents in a Business and Individual case file.
Docket Sheet: A list of documents filed in a Bankruptcy case; an outline of the case.

* Certification: A seal certifying copies to be a valid reproduction of the file. This is available for an additional charge
for all packages delivered by mail or express shipping. Certification for fax copies is not available.

If you do not want the Pre-Selected Documents or Entire Case File To make an appointment to review the file,
copied, please make an appointment to review the file at our facility to | call us at: 951-956-2000, Monday—Friday
select the documents needed, or you may contact the court where the (excluding Federal holidays), 9:00 a.m. to
case was closed or filed to make arrangements to review the case at 3:30 p.m. Appointments should be made 72
the court location. hours in advance.

General Information

= Use a separate NATF Form 90 for each file you request. Blocks 3-7 must be completed on the order form to
perform a search for the file. Please discard this instruction sheet. Allow up to 14 days from receipt of payment
for processing your order.

= When paying by check or money order for mailed or fax request, a separate payment is required for each
individual request. If paying by credit card, you may fax your request form to the fax number provided in Block
1.

= Orders can be sent by overnight delivery (FedEx) at an additional charge.

= Orders can be faxed if the page count is 25 pages or less. All orders exceeding 25 pages will need to be
mailed.

= Request may be returned if the necessary information is not supplied or if the credit card is declined. Case
information must be obtained from the Court in which the case was filed.

= Please note that contents of recent cases may be in both electronic and paper form. If NARA cannot provide
you with documents you requested, we will refer you to the Court that adjudicated the case.

Questions? Concerns? Contact our Research Room staff at the number shown above or visit us at www.archives.gov.

PRIVACY ACT STATEMENT

Collection of this information is authorized by 44 U.S.C. 2108. Disclosure of the information is voluntary; however, we will be unable to respond to
your request if you do not furnish your name and address and the minimum required information about the records. The information is used by NARA
employees to search for the record; to respond to you; to maintain control over information requests received and answered; and to facilitate
preparation of internal statistical reports. If you provide credit card information, that information is used to bill you for copies.

PAPERWORK REDUCTION ACT PUBLIC BURDEN STATEMENT

A Federal agency may not conduct or sponsor, and a person is not required to respond to a collection of information unless it displays a current valid
OMB control number. The OMB Control No. for this information collection is 3095-0063. Public burden reporting for this collection of information is
estimated to be 10 minutes per response. Send comments regarding the burden estimate or any other aspect of the information collection, including
suggestions for reducing this burden, to National Archives and Records Administration (NHP), 8601 Adelphi Road, College Park MD 20740. DO NOT
SEND COMPLETED FORMS TO THIS ADDRESS. SEND COMPLETED FORMS TO THE ADDRESS INDICATED ON THE FORM ITSELF.




National Archives Trust Fund Board NATF Form 90 (09-2005)

OMB Control No. 3095-0063 Expires 11-30-2008

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

ORDER FOR

BANKRUPTCY CASES

COPIES OF

1. LOCATION

NARA, Pacific Region — Riverside, Trust Fund Unit,
Caller Service 8305, Perris, CA 92572-7298

Fax: (951) 956-2029

2. AREAS SERVED
Southern California, Arizona, Clark County, Nevada

3. SELECT COPY PACKAGE (select only one)

Copy Package Not Certified

Copy Package Certified

O Pre-Selected Documents — $25.00
O Entire Case File — $70.00 (150 page maximum)
O Docket Sheet — $25.00

(Certification for fax copies is not available)
O Pre-Selected Documents Certified — $40.00
O Entire Case File Certified — $85.00
O Docket Sheet — $40.00

4. CASE INFORMATION (obtain from the court in which the case was filed)

COURT LOCATION (city & state) DEBTOR NAME(S)

CASE NUMBER

TRANSFER NUMBER BOX NUMBER

LOCATION NUMBER

5. DELIVERY METHOD (select only one)

O Fax - 25 page limit O Mail

O FedEx (additional $25.00)

[ Charge Fed Ex Account -#

6. YOUR DELIVERY INFORMATION

MAIL COPIES TO:

FAX COPIES TO:

NAME FAX NUMBER
ADDRESS APT. #/ SUITE #
CITY ATTENTION

STATE AND ZIP

DAYTIME TELEPHONE NUMBER

DAYTIME TELEPHONE NUMBER

7. YOUR PAYMENT INFORMATION

Credit Card

Check or Money Order

CARD TYPE

O VISA O MasterCard [ American Express

O Discover

Make your check or money order
payable to:

ACCOUNT NUMBER

EXPIRATION DATE National Archives

Trust Fund (NATF)

NAME ON CARD

Mail your request with payment to

SIGNATURE or THREE DIGIT SECURITY CODE (on back of charge card). Order can not be processed if one

of these two items is not provided.

the address shown in block 1 at the
top of this page.

NARA USE ONLY

SEARCHER DATE

PAYMENT:

O Paid

REMARKS O Review — Date:

Time:
Check #






