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EXAMPLE - RECORDS SERVICE FORM 
Record Group # 1227  [2] 
Department: Family Court  [4] 
Division: Kent County 

Date: 08/28/2026  [1] 
Records Officer/Authorized Agent: David Baris [3] 
Address: 400 Court Street, Dover, DE 19901 
Phone: (302) 555-0162 Section: 
☐ DELIVER RECORDS TO (Name / Physical Address): 

☒ EMAIL RECORD(S) TO (Name/Email): david.baris@Delaware.Gov  [5] 

☐ RECORD(S) WILL BE PICKED UP BY AGENCY REPRESENTATIVE (Name): 

ARCHIVES 
 USE ONLY 
INQUIRY # 

Barcode 
ARCHIVES 
USE ONLY 
LOCATION 

Box 
Number 

Record 
Series 
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Year Of 
Records 

Record Title Description 

Storage 
Facility: 

IM 
AIM 
DPA 

File Not 
Returning 

563430 3 of 7 CS-001 2024 Case No. CK93-026813 - Amy Kraft- Tab 4: Support 
Order  [6] 

563430 3 of 7 CS-001 2024 Case No. CK93-026813 - Amy Kraft - Tab 6: Voluntary 
Dismissal  [7] 

558026 17 of 25 CS-001 2023 Case No. CK08-174592 - Ethan Brooks - Tab 13: Permanent 
Order for Medical Support  [8] 

RECORD(S) RECEIVED FROM THE DE PUBLIC ARCHIVES RECORD(S) RETURNED TO THE DE PUBLIC ARCHIVES 

SIGNATURE DATE SIGNATURE DATE 

Example prepared August 2026 
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How to Read This Example 
Email request for court records from the same and different boxes 

[1] Date: Enter the date the request is submitted. 

[2] Record Group number: Enter the agency’s Record Group number. 

[3] Authorized requester: The request must be submitted by a Records Officer or Authorized Agent whose authorization is 
current for the fiscal year. 

[4] Court names: Write the official department and division names in full. For this example, enter “Family Court” as the 
Department and “Kent County” as the Division. Leave Section blank. 
[5] One fulfillment method: Select only one method on each form. For email, provide the recipient’s name and complete 

email address. 

[6] First requested record: Identify the case and the specific document or tab requested. Include the case number and other 
distinguishing information needed to locate the record. 

[7] Second requested record from the same box: Enter each requested document or tab on a separate line. Repeat the 
barcode, box number, and record series number on both lines. 

[8] Record from a different box: Use a separate line and enter that record’s own barcode and box number. Repeat the record 
series number when it is the same series. 

Fields to leave blank 
• Leave the yellow Archives Use Only fields blank. 
• Leave Storage Facility blank unless directed otherwise by Delaware Public Archives staff. 
• Do not check File Not Returning unless the record will not be returned to the State Records Center, such as a court-case 

expungement. 
• The receipt and return signature blocks at the bottom apply to physical records and are left blank for an email request. 

Names and identifying details shown in this example are anonymized. 
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