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COPY REQUESTS


It is the policy of the Clerk's Office that any copy request for over 10 pages

will be forwarded to the copy service Aim Mail Center.

1. 
Complete the attached form. The description of the document along with the number of pages must be completed.

2. 
Forward the form to Aim Mail Center to request the copies and to provide billing and delivery information.

Aim Mail Center

8595 Pelham Road, Ste. 400
Greenville, SC 29615

Phone: 864.242.2900 or 864.288.2669
3. 
Aim Mail Center will coordinate with the Clerk's Office to retrieve the documents to be copied.
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COPY REQUEST FORM

Date: _____________________________

Name of Requester: 
_____________________________________________________________

Address: 
______________________________________________________________________

Telephone Number: 
____________________________________________________________

CASE NUMBER: 
______________________________________________________________

CASE NAME: __________________________________________________________


DOCUMENTS TO BE COPIED

	Document No.

and/or Date Filed
	Name/Description of Document

(motion to compel, order,memorandum, etc.)
	Number
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RECEIPT FOR FILES
Received by: 
__________________________________________________________________



Aim Mail Center®

Date/Time: 
__________________________________________________________________

Date Returned: 
________________________________________________________________
