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DOCUMENT SUBPOENA 

IN THE NAME OF THE PEOPLE OF THE STATE OF NEW YORK: 

TO: 

RE: 

           Case Number 

           Student Date of Birth 

           NYC ID/OSIS 

on __________________ you deliver the 

following documents to the individual listed below: 

⽂件傳票

以紐約州⼈⺠的名義：

致：

回覆：

案件編號

學⽣出⽣⽇期

紐約⾝份證/OSIS

   

學生姓名

特此命令你以下所選日子，並在組織營業結束時或之前將以下文件交付給下列人員：
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DELIVER TO: 

          Business, Law Firm, Organization, etc. 

          Address Line 1 

          Address Line 2 

          Email Address 

          Phone Number 

          Fax Number 

For failure to produce, you will be deemed guilty of a violation of the Regulations of the Commissioner of Education of 

the State of New York, and subject to attendant penalties. 

If you have questions or concerns about this subpoena, please first contact the person who sent this subpoena. If you 

cannot resolve your questions or concerns with the person who sent the subpoena, please contact the Impartial Hearing 

Officer listed below. 

Dat

交付給：

商業、律師事務所、組織等

地址 1

地址 2

電郵地址

電話號碼

傳真號碼

如果不出⽰，你將被視為違反了紐約州教育專員的條例，並受到相應的處罰。

如果你對本傳票有疑問或擔憂，請⾸先聯絡發送本傳票的⼈。如果你不能與發送傳票的⼈解決你的問題或疑慮，請聯絡下
⾯列出的公正聽證官。

⽇期 ⽇期

姓名

申請者簽名

姓名 公正聽證官姓名

公正聽證官簽名
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INSTRUCTIONS 

 

A “Document Subpoena” (pronounced “Suh-Pea-Nuh”) is an order from the Impartial Hearing Officer requiring a person 

or organization to give you documents. You have the right to request documents related to your case. After you do, the 

other party might object, or the Impartial Hearing Officer (IHO) may limit the documents that the other party has to 

provide. This section explains how to fill out OATH’s “Document Subpoena” form. 

 

“TO” Section 

On the first line, fill in the name of the person, school, or organization you want documents from. Fill in their mailing 

address, email address, phone number, and other contact information on the other lines. 

 

“RE” Section 

On the first line, fill in the student’s name. On the second line, fill in your case number. On the third line, fill in the 

student’s date of birth. On the fourth line, fill in the student’s ID number (also known as an OSIS number or NYC ID 

number). 

 

“YOU ARE HEREBY COMMANDED” Section  

In this section, you will pick a deadline by when the other party must send you the documents. On the first line, click on 

the blank area after “the close of business on.”. A down arrow will appear. Click on the down arrow and a calendar will 

appear. Choose a date that gives the person, school, or other entity enough time to get the documents and send them to 

you. Make sure the date you pick also gives you enough time to get the documents and review them before the hearing.   

 

Fillable Box 

Look for the box below the “You Are Hereby Commanded” section. In this box, list the documents you are requesting. 

Click inside the box and then begin typing. Be sure to name specific documents and either the date of the document or a 

time range. For example, you can request the “5/26/2022 IEP,” “all IEPs created from February-May 2022,” or “all 

evaluations conducted after January 2021.” 

 

 Section 

phone number, and fax number. 

 

Signature Section 

Sign your name on the line across from signature. To use a “digital signature,” click on the red tab next to “Signature of 

Requester” and follow the steps. If you wish, you can also print the document and sign it with a pen. Type or write your 

name clearly on the line across from “Name.” On the line across from “Date,” type or write the date you are filling out 

the form.  

 

Send the Subpoena to the Impartial Hearing Officer and the other Party 

Email (or mail) the subpoena to the IHO assigned to your case and to the representative or attorney on the other side of 

the case. The IHO will review the subpoena, find out if there are any objections from the other side, and decide whether 

to approve, deny, or change your subpoena. If the IHO approves your subpoena, the IHO will send you back a signed 

copy.  

 

Serving the Subpoena 

After the IHO signs your subpoena, you must “serve” the subpoena on the person/organization that has the documents.  

You can do this by mail, email, or in person.  

 

If you are a Parent requesting documents from the DOE, you can send the subpoena to the DOE attorney or representative 

assigned to your case ask them to serve (send) the subpoena.  If you are a DOE representative requesting documents from 

the Parent, you can send the subpoena to the Parent’s attorney and ask them to serve the subpoena. 

指引

⽂件傳票是公正聽證官要求個⼈或組織向你提供⽂件的命令。你有權要求與你的案件有關的⽂件。在你這樣做之後，另⼀
⽅可能會反對，或者公正聽證官（IHO）可能會限制另⼀⽅所要提供的⽂件。本節解釋如何填寫OATH的⽂件傳票表格。

「致」部分
在第⼀⾏，填寫你想要的⽂件的個⼈、學校或組織的名稱。在其他⾏上填寫他們的郵寄地址、電⼦郵件地址、電話號碼和
其他聯絡資料。

「回覆」部分

在第⼀⾏，填寫學⽣的姓名。在第⼆⾏，填寫你的案件編號。在第三⾏，填寫學⽣的出⽣⽇期。在第四⾏，填寫學⽣的⾝
份證號碼（也被稱為OSIS號碼或紐約市⾝份證號碼）。

「特此命令」部分
在這⼀節中，你將選擇⼀個截⽌⽇期，對⽅必須在這個⽇期之前把⽂件發給你。在第⼀⾏，點擊「營業結束」後的空⽩區
域。會出現⼀個向下的箭頭。點擊向下的箭頭，將出現⼀個⽇曆。選擇⼀個⽇期，讓個⼈、學校或其他實體有⾜夠的時間
來獲取⽂件並發送給你。確保你選擇的⽇期也給你⾜夠的時間在聽證會前拿到⽂件並審查。

可填空間

尋找「特此命令 」部分下⾯的⽅框。在這個⽅框裡，列出你所要求的⽂件。點擊⽅框內，然後開始輸入。請確保命名具體
的⽂件和⽂件的⽇期或時間範圍。例如，你可以要求 「5/26/2022/ IEP」，「2022年2⽉⾄5⽉建立的所有IEP」，或
「2021年1⽉後進⾏的所有評估」。

簽名部分
在簽名對⾯的那⾏籤上你的名字。要使⽤ 「數碼簽名」，請點擊「申請者簽名」旁邊的紅⾊標籤並按照步驟操作。如果你
願意，你也可以打印⽂件，⽤筆簽名。在 「姓名」對⾯的⼀⾏中清楚地輸入或書寫你的名字。在「⽇期」對⾯的⼀⾏，輸
入或寫上你填寫表格的⽇期。

將傳票發送給公正聽證官和另⼀⽅

⽤電郵（或郵寄）將傳票發送給分配給你的案件的公正聽證官和案件另⼀⽅的代表或律師。 公正聽證官將審查該傳票，找
出另⼀⽅是否有任何反對意⾒，並決定是否批准、拒絕或更改你的傳票。如果公正聽證官批准了你的傳票，公正聽證官會
給你寄回⼀份簽名的副本。

送達傳票
在公正聽證官簽署你的傳票後，你必須將傳票 「送達」擁有這些⽂件的⼈/組織。你可以通過郵寄、電⼦郵件或親⾃來做這
件事。

如果你是⼀個要求DOE提供⽂件的家長，你可以把傳票寄給DOE分配給你的案件的律師或代表，要求他們送達（發送）傳
票。如果你是教育部代表，要求家長提供⽂件，你可以把傳票寄給家長的律師，要求他們送達傳票。

這部分告訴給你發送文件的人應該把文件送到哪裡。填寫你自己的資料，包括你的名字和組織（如果你有的話）。盡可能
「交付給」部分
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