Melissa
Elliott

Clerk of the Jay Circuit and Superior Courts
120 N Court St, Suite 209  Portland, IN 47371 260-726-6915

REQUEST FOR COPIES OF A COURT RECORD

This document can be printed, completed, and then mailed or faxed to
the Clerk’s Office. Or to Place your order by email, please include the
information that is requested below:

Clerk of Jay Circuit Court
120 N Court Street Suite 209
Portland, Indiana 47371
Telephone: 260-729-4951
Fax: 260-726-6922
Email: melliott@co.jay.in.us

Your Name/Person to Contact

Street Address

City, State, and Zip Code

Phone Number

Type of Document, Date of Filing/Order/Decree number of copies
1.

2.

3.



4.

5.

Certified Copy (see below) ___Yes __ No
Names of Parties Involved

Court Case Number

Other Information

If you intend to use the copy for legal purposes, such as court
proceedings, employment or Social Security, please request the copy be
certified.

The Clerk is required by Indiana Law to collect copy fees of $1.00 per
page, plus $3.00 per document, if certification is required (IC33-37-5-1 &
IC 33-37-5-3).

Send your payment by check or money order payable to “Clerk of Jay
Circuit Court” and include a self-addressed stamped envelope.



