
Instructions for Completing the 
CPS Records Request Form 

December 2022 

Complete the form in full.  Incomplete forms must be corrected and will delay the 
processing of your records request.  If you have any questions about how to complete 
or submit the form, contact the CPS Gatekeeper of records at: 

CPSGatekeeper@saccounty.gov    or    (916) 875-6350 

Every Requester: 
1. Complete the Declaration Submitted By

box at the top of the form with your
contact information.  Fill in ALL
information.

2. Include the name of every child (minor)
for whom you want records.  The date
of birth for every child is required.
Information will only be released for
children listed on the form.

3. Fill in the case number if known.  This
can be  left blank if not known

4. Fill in your name in the blank section of
the line that states, “I (write in your
name), do hereby declare…”

1 

3 
2

4 

mailto:CPSGatekeeper@saccounty.gov


Instructions for Completing the 
CPS Records Request Form 

December 2022 

5. Depending on your relationship to
the child, check the correct box in
Section A.

Child who is now an adult (self):  
Check box 3 

Parent:  Check box 4 

Legal Guardian with Guardianship papers:  
Check box 4 
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6. Fill in your name in the Your Name
section on page 2

7. Depending on your relationship to
the child, check the correct box in
Section B, on page 2.

Child who is now an adult (self):   
Do not check a box in this section 

Parent:  Check box 2 

Legal Guardian with Guardianship papers:  
Check box 2 

8. Depending on your relationship to
the child, check the correct box in
Section C, on page 2.

Child who is now an adult (self):  Do not 
check a box in this section 

Parent:  Do not check a box in this section 

Legal Guardian with Guardianship papers:  
Do not check a box in this section 
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Every Requester: 
9. Fill in your name in the Your Name 

section on page 3

10.Sign your initials for paragraphs D, E, and 
F

11.Fill in the Executed this day section with 
the date you complete the form.  Put in 
day of the month first, then month, then 
year.  Fill in the city and state you are in 
when completing the form.

12.Fill in your relationship to the case/title: 
Adult Minor, Mother, Father, Legal 
Guardian, etc.

13.Print your name

14.Sign your name
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15. Attorneys, law enforcement, mediators,
etc. complete this section as applicable.
Parents, guardians, and minors do not
need to complete if no case number is
known.

Once you have completed the request form, email to CPSGatekeeper@saccounty.gov.  The form 
must be emailed as one PDF attachment.  You may also submit in person to the Gatekeeper at: 
925 Del Paso Blvd., Ste. 500,  Sacramento, CA 95815 
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