SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Excerpts must be clearly identified as such. If the exhibit is too large to be scanned and electronically filed call
the ECF Help Desk at (212)805-0800.

(See section 5 - Attachments and Exhibits; see also section 24 - ECF Help Desk and Training).

Section 16. Default Judgments

16.1 How do I file a Default Judgment?

In one of the three ways outlined below. Consult the Individual Practices of the Judge to determine the
appropriate method (at www.nysd.uscourts.gov). If the Judge’s Individual Practices contain no specific rules
regarding Default Judgments you should follow section 16.4 below.

If you wish to electronically file a Request to Enter Default Judgment before submitting a Default Judgment,
you must file an unsigned Clerk’s Certificate as an attachment to the Request. Then submit a paper copy of the
proposed Clerk’s Certificate to the Orders, Appeals & Judgments Clerk. The clerk will sign and return the
Clerk’s Certificate, and you may then move for a Default Judgment using the appropriate method outlined
below.

When necessary, submit paper documents to the Orders, Appeals & Judgements Clerk in Manhattan (212-805-
0143) or White Plains (914-390-4000) depending upon where the Judge sits. If sending documents by mail,
enclose a return envelope with postage. For mailing addresses see section 13 - ECF Basics.

16.2  Default Judgment brought by Motion:

(@8  Submit to the Orders, Appeals & Judgment Clerk two paper Clerk’s Certificates. The clerk will
sign and return both Certificates to the filing party.

(b)  Electronically file the Motion for Default Judgment on the ECF system. The following items
should be filed as attachments to the Motion: the signed Clerk’s Certificate; and a copy of the
Summons and Complaint with proof of service. The following supporting documents should be
filed as separate ECF Filing Events: Affidavit in Support; and Statement of Damages (unless
requesting an inquest).

(c) Electronically file an Affidavit of Service for the Motion for Default Judgment.

(d)  Submit a courtesy copy of the Motion to the Judge, including the original signed Clerk’s
Certificate and a copy of the Affidavit of Service.

16.3 Default Judgment brought by Order to Show Cause (OSC):

(@)  Submit to the Orders, Appeals & Judgments Clerk a paper original of the OSC. Include as
exhibits to the Affidavit in Support a Clerk’s Certificate and a proposed Default Judgment.
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