Department of Children’s Services 
INSTRUCTIONS FOR USE OF FORM 

CS-1025
Administrative Request for Access To

Sealed Adoption Record and Release of Information 

 The following individuals/organizations will use this multi-purpose form for an Administrative Request to access sealed adoption records and release of information on children/youth whose adoption was finalized in Tennessee.   

· Department of Children’s Services:  Central Office or Regional Administration; Office of Foster Care/ Adoptions, Administrative Procedures Division, Legal Division, Division of Records Management.   

· Department of Finance and Administration including Division of Audit

· Child Support Administration 

All elements marked with “*” are required; other elements should be completed if information is available.     

Attach supportive documents such as court orders, and verification of identity of the requestor which includes a copy of a photo ID, such as Driver’s license or Employee ID.  The signature of supervising authority of the requestor such as the Commissioner or designee, RA or other Regional designee or Departmental General Counsel or designee is required.  

Mail this request form with appropriate attachments to: 

Tennessee Department of Children’s Services
Office of Child Permanency/Access and Services to Sealed Records Unit
315 Deaderick Street, 9th Floor UBS Building

Nashville, Tennessee 37243

OR 

EI_DCS.PostAdoptionServices@tn.gov
* For additional questions/concerns regarding the request, contact the TNDCS, Office of Child Permanency, Access and Services to Sealed Records Unit Customer Information Line 615-532-5637
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