
COUNTY CLERK’S CIVIL RECORDS DISPOSAL PROJECT

COUNTY OF ______________________________
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* Only if the case file/jacket contains documents other than: Application for Index Number
and/or Stipulation of Discontinuance and/or Change of Attorney Affidavit and/or Change of
Venue Affidavit and/or Summons without Complaint. Rev. 6/02



INSTRUCTIONS FOR COMPLETION OF THE
COUNTY CLERK’S CIVIL RECORDS DISPOSAL PROJECT FORM

FRONT PAGE/FIRST PAGE

The front page/first page is used to record information about case files that can be destroyed
immediately.

COUNTY OF: Enter name of county

NAME: Enter name of person conducting purge

DATE OF PURGE: Enter date of purge

YEAR PURGED:    Enter year of records purged even if it appears again as part of the index
number

INDEX NUMBER: Enter the index number for each case which is eligible for destruction

CONTRACTS, TAX CERTS, TORTS, SCAR, TRANSFERS, EMPTY FOLDERS, INDEX NUMBER
APPLICATIONS, STIPULATIONS OF DISCONTINUANCE, CHANGE OF ATTORNEY AFFIDAVITS,
CHANGE OF VENUE AFFIDAVITS, SUMMONSES WITHOUT COMPLAINTS
Enter a “/” in the box which corresponds to the appropriate reason for purging

Example
Situation: Jane Doe in the New York County Clerk’s Office has been purging civil case files for
disposition.  She is currently purging 1969 case files.  Today’s date is June 5, 2002.  The first
file eligible for disposition is a contract file.  The index number is 12345.  The second file
eligible for destruction is a tort.  The index number is 12347

Based on the above information the form should be completed as follows:

COUNTY CLERK’S CIVIL RECORDS DISPOSAL PROJECT

COUNTY OF NEW YORK

NAME: JANE DOE
DATE OF PURGE: June 5, 2002 YEAR PURGED: 1969

INDEX
NUMBER

           

CONTRACTS TAX 
CERTS

TORTS SCAR TRANSFERS EMPTY
FOLDERS

INDEX
NUMBER
APPLICATION
ONLY

STIPULATION OF DISCONTINUANCE,
and/or CHANGE OF ATTORNEY
AFFIDAVIT, and/or CHANGE OF VENUE
AFFIDAVIT, and/or SUMMONS
WITHOUT COMPLAINT

1. 12345/69       /
2. 12347/69   /



BACK PAGE/SECOND PAGE

The back of the County Clerk’s Civil Records Disposal Project Form is used as a tracking mechanism
for records that will be eligible for destruction at a later date.  It is also used to track case files where
the case type cannot be determined.

CASES ELIGIBLE FOR DESTRUCTION AT A LATER DATE
These are cases which are not yet eligible for destruction but will become eligible at a later date.  The
reasons for this may include: 1) Cases in which 25 years from the date of disposition have not yet
elapsed; 2) Felony cases which cases which are interfiled with the civil cases and which have a fifty
year retention; 3) Torts, Contracts, Tax Certiorari and Small Claims Assessment Review cases where
there has been no disposition.  Pursuant to 22 NYCRR 104.3 (e) if the case has been inactive for five
years, you may destroy it after an additional twenty-five years, a total of thirty years for these cases;
and (4) Case files/jackets that only contain Applications for Index Numbers, Stipulations of
Discontinuance and/or Change of Attorney Affidavits, and/or Change of Venue Affidavits, and/or
Summonses without Complaints.  Write down the index number for these files as well as the date they
will become eligible for destruction, thus allowing you to purge these records at a later date.

Example
Situation: While Jane Doe is reviewing the 1969 case files to determine eligibility for destruction, she
notices that the case file for index number 12345 is for a contract file that was disposed on June 15,
1979.  Since the twenty-five year retention is based on the disposition date, Jane realizes that this file
cannot be disposed of until June 15, 2004.  The next case folder contains a tort action that has not be
disposed.  The most recent activity was a motion filed on February 22, 1979.

Based on the above information the form should be completed as follows:

CASES ELIGIBLE FOR DESTRUCTION AT A LATER DATE

INDEX NUMBER ELIGIBLE DATE

1.  12346/69 June 15, 2002 or 6/15/02

2.  12348/69 February 22, 2009 or 2/22/09

CASE TYPE CANNOT BE DETERMINED
These are case files that contain documents other than: Applications for Index Numbers, Stipulations
of Discontinuance, Change of Attorney Affidavits, Change of Venue Affidavits and Summonses Without
Complaints.  The case file/jacket contains several other documents but there is not enough
information to identify the case type.  It is helpful to keep a record of these index numbers because it is
possible that destruction of these records will be allowed in the future.

Example
Situation: The next index number to be reviewed was 12349.  The file jacket contained many motion
papers and orders.  Case type could not be identified from papers in the file.

Based on the above information the form should be completed as follows:

CASE TYPE CANNOT BE DETERMINED

INDEX NUMBER

1.  12349/69

Rev. 6/02


