
SUGGESTED PROCEDURES FOR FILING LETTER TO CLERK OF THE COURT REGARDING
 NOTICE OF INTERVENTION, DESIGNATION OF TRIBAL REPRESENTATIVE, AFFIDAVIT OF TRIBAL MEMBERSHIP AND CERTIFICATE OF MAILING 

(4 DOCUMENTS TO BE SENT TO THE COURT)
These suggestions assume that the attached letter is used.  Tribes may also choose to use other forms as recommended by their legal advisors.   These forms and this suggested procedure was developed to help with Tribal interventions in Indian Child Welfare matters. 
Note:  The original Notice of Intervention, Designation of Tribal Representative, Affidavit of Tribal Membership and Certificate of Mailing needs to be sent to the Court.  Copies are sent to the other parties.

DIRECTIONS FOR COMPLETING THE LETTER TO THE CLERK OF COURT

A. Date you are preparing this letter.

B. The Court and Judicial District where the matter is being heard – i.e., “Superior Court”; “Third Judicial District”.

C. The address of the Court listed in item B.

D. Enter the child’s full name as it appears in the court or OCS documents received by the Tribe.  If there is more than one child involved, use the next line and add that child’s name.

E. Enter the case number (if unknown, contact the AAG or the clerk of court to get the right case number).  If there is more than one child involved, use the next line and add that child’s case number (each child will have a different case number).

F. Enter the name of the child or children involved (should be the same names as in item D).

G. Signature of your Tribal Representative.  This can be the ICWA worker, CHR, Tribal Attorney, ICWA Specialist at  the non-profit, or whomever is most likely to be active with the parties in the case.  It is important to give the name of the person most likely to stay involved as that is where the notices, phone calls, and other mail will be directed.

H. Name of the Tribal Representative signing this letter and their title.

I. The tribe’s address (don’t add if using your letterhead with your address on it).

J. You will need to include the following with this letter:  The original and one copy of the Notice of Intervention and Affidavit of Tribal Membership, a Certificate of Mailing and a return envelope addressed to your Tribe with the proper postage on the envelope.  The Court will date stamp the copy as received and return it to you in the envelope so you will have proof it was filed in Court.

NOTE:    
If the Tribe has not received documents and wants to delay the hearing by 20 days, add this language to the letter:  “The Tribe requests that the CINA hearing be delayed for at least 20 days (or adoption hearing be delayed for at least 60 days) to allow adequate Tribal participation as provided for in the Indian Child Welfare Act.  Please contact us immediately and confirm that the hearing will be continued as requested.”
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