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DATE: __________________
 
Applicant Number: ________				X______________________________
								(Applicant Signature)
 
Dear Applicant: 
 
Your application form for CUSTODY (NOT married, with children) has been OR is waiting to be reviewed. The next step in the application process is for you to provide COPIES of ALL the documents listed below. Your application will not be considered complete until we receive this letter and ALL the documents listed below. 

DO NOT SUBMIT ORIGINAL DOCUMENTS. 

We do not accept photos of documents. Legal Aid Society of Salt Lake cannot be responsible for keeping or returning original documents. Keep all original documents with your personal records.  Please do not staple any of the documents. Return this cover letter with a check mark next to each applicable paragraph indicating that you have attached ALL of the required documents.  

If we do not receive this letter and ALL of the required documents within 21 days from the date you were notified via email upon submitting your full application, we will close your intake and remove your information from our database. This may enable the opposing party or someone else to apply for services against you. 

PLEASE ORGANIZE YOUR DOCUMENTS IN THE ORDER LISTED BELOW IF DELIVERING IN PERSON. 
 
☐ 	1. Financial Declaration: I have attached a fully completed and signed and dated Financial Declaration including supporting documents pursuant to Utah Rule of Civil Procedure 26.1.(This is a legal document. Ensure that you read ALL instructions for each section completely and accurately).

☐ 	2. Taxes: I have attached copies of the ENTIRE complete Federal and State tax returns for the previous tax year, including Form W-2, Form 1099, and Form K-1, and supporting tax schedules and attachments. 
OR
☐ 	I did not file income tax returns for the previous tax year. You need to get a verification letter from the IRS of non-filing to show that I did not file. (You may obtain this information by visiting: http://www.irs.gov/Individuals/ Get-Transcript OR by contacting your local tax commission to schedule an appointment to obtain this information).



Proof of All Earned Income and Unearned Income. 

☐ 	3. Pay Statements: I have attached copies of my most recent 3 months of pay statements from all my employers starting with the most recent employer. (You may have to contact the HR department of your current or former employer(s) to obtain this documentation). 
OR
☐ 	I have not been consistently employed for the last 3 months; I filled out the 12-month employment statement for the last three months and I did work and provided pay stubs I received in those months.

☐ 	4. Government Benefit Statements: I have attached copies of all government benefit statements for myself and/or my child/ren: (select all that apply)
[image: logo] LEGAL AID SOCIETY OF SALT LAKE



 


 
2

2

· Unemployment insurance
· Public assistance benefits received under a housing subsidy program 
· Cash assistance provided under the Family Employment Program (FEP)
· Temporary Assistance for Needy Families (TANF)
· other general assistance

☐ 	I have attached a copy of the 24-month benefits statement PDF (for Medicaid, Child Care assistance, SNAP) from the State of Utah available here: https://jobs.utah.gov/mycase/ . 

☐ 	I have attached a copy of my social security benefits from the Social Security Administration at the link available here: https://www.ssa.gov; 
OR
☐ 	I do not receive any government benefits. 

Personal Identification Documents: The following list of personal identification documents are required by Legal Aid Society of Salt Lake and can be photos taken with your phone and attached to an email or photocopies dropped off in person.
☐ 	5. Photo ID: I have attached a clear copy of my current government issued photo ID (US or foreign) such as driver’s license, US passport, or state ID. 

☐ 	6.   Social Security Card: I have attached a clear copy of social security cards for my and my child/ren’s. (You can request a copy of your social security card at https://www.ssa.gov/ssnumber/. The Social Security Administration will email you with a verification of requested replacement. That email verification will be accepted until you receive the actual card(s)).

[bookmark: _Hlk147463603]☐ 	7. Birth Certificate: I have attached a clear copy of the birth certificates for the child/ren I have in common with the person I am filing against. Do not include adult children or any child/ren you do not have in common with the person you are filing against. (You can request birth certificates through the office of vital records. The following link is for the State of Utah: https://vitalrecords.utah.gov/; The Vital Stats office will email you a verification email of requested replacement. That will be accepted until you receive the physical birth certificate(s)). 
☐ 	8. Service Worksheet: I have attached a fully completed Service Worksheet. If you
cannot provide a current address for the other party, service may take up to FOUR (4) months or LONGER. 
OR
☐ 	My case has already been filed with the court. CASE #_________________________

☐ 	9. Court Case Filings: I have attached copies of all filings and documents served in my court case including the petition, answer and/or counterpetition, motions, and ruling orders. (If you do not have copies of these filings, you can get copies through MyCase. Instructions on how to create a MyCase account can be found here: We do not need any of the RETURN OF ELECTRONIC NOTIFICATIONS. https://www.utcourts.gov/en/self-help/services/mycase.html); 
OR
☐ 	My case has not been filed yet.

[bookmark: _Hlk202268917][bookmark: _Hlk202266060]☐ 	10. Office of Recovery Services (ORS) Child Support Order: I have attached copies of my ORS Child Support Order and Child Support Worksheet. (You can obtain a copy of an ORS order and child support worksheet by emailing orswebcss@utah.gov or calling +1 (801) 536-8500. You MUST include your ORS case number when emailing or calling). 
OR
☐ 	ORS does not collect child support, and I have attached a copy of my application through the ORS website https://ors.utah.gov/child-support/apply-child-support/ . 
OR
☐	Child Support was court ordered and I have attached a copy of the court order and a copy of the child support calculations.

☐ 	11.   Domestic Violence: I have attached copies of the protective order, request for a protective order, temporary protective order, and final protective order; if applicable. 
OR 
☐ 	 I have not filed a protective order. 
OR 
☐	I provided DV documents to Legal Aid Society of Salt Lake for the purposes of a 	Protective Order. 
OR
☐        There was no Domestic Violence.		

☐	12.   Police Reports: I have attached copies of the police reports, if applicable. (You may need to visit that police department’s website and fill out the GRAMA request to obtain your police reports. LAS can not obtain these reports for you).
OR
☐ 	I have not filed a police report. 


[bookmark: _Hlk202269943]☐	13.   Division of Children and Family Services (DCFS) Reports / Juvenile Court Orders: I have attached copies of the DCFS reports https://dcfs.utah.gov/resources/records-request/  and / or Juvenile Court Orders and other Juvenile Court documents, if applicable; If you requested DCFS reports via email to the GRAMA department, forward the email you received from DCFS with the estimated date of delivery of the reports. 
OR
☐ 	There are no DCFS reports / Juvenile Court documents. 

If you want to email Legal Aid Society of Salt Lake PDFs, please send them to intakecoordinator@lasslc.org. Please use your application number in the subject line. 
[bookmark: _Hlk179302704]If you want to submit copies of the required documentation in person, please do so at one of our family law clinic locations listed below. When dropping off paperwork in person, DO NOT ask staff to make copies for you. You must make copies beforehand. DO NOT staple your documents. 
Family Law Clinic --W13 – M, W, F, 1 pm to 430 pm (intake coordinator)
(W17 if clinic is closed) 
Salt Lake City District Court
Matheson Courthouse
450 South State Street, Room W13
Salt Lake City, Utah 84114

Family Law Clinic – Room 2501- M-F 9 am to 4 pm (drop-off location)
West Jordan District Court 
8080 South Redwood Road, Room 2501
West Jordan, Utah 84088
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