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[NAME AND ADDRESS]
[DATE]

The Honorable [NAME OF JUDGE]
Administrative Law Judge
NYS Office of Children and Family Services
Adam Clayton Powell State Office Building
163 West 125" Street
New York, NY 10027
Re: [YOUR NAME]

SCR# [YOUR NUMBER]

Dear Judge [NAME OF JUDGE]:

I am writing to request an adjournment of the fair hearing currently scheduled for [TIME]
on [DATE]. This is my first request for an adjournment in this matter. I have not yet received
the ACS case record. I contacted the City’s attorney on this case, [NAME OF ACS
ATTORNEY], and [HE/SHE] consents to our request for an adjournment.

[ACS ATTORNEY] is unavailable on [DATES UNAVAILABLE], and I am unavailable
on [DATES UNAVAILABLE]. Thank you for your consideration.

Respectfully,

[YOUR NAME]

cc: [ACS ATTORNEY]
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