SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

(a) Electronically file the Affidavit of Service for the initiating document on the ECF system
(do not e-mail), and

(b)  Deliver the original paper Affidavit of Service, with summons attached, to the Clerk’s
Office. Include a copy of the ECF Notice of Electronic Filing for this document (the
filing receipt),

(See section 19 - Service of Electronically Filed Documents).

14.5  Subsequent documents, including the Defendant’s Answer, must be filed electronically on the ECF
system at https://ecf.nysd.uscourts.gov. With certain exceptions outlined below, the Clerk’s Office
will not accept a paper document for filing in an ECF case.

(See section 1 - Scope of Electronic Filing and section 18 - Non-electronic Documents).

Section 15. Motions

15.1 What ECF Filing Event should be used to file a motion?

A motion must be filed using an ECF Filing Event beginning with the word “Motion”. The ECF system
contains over 160 separate motion Filing Events for your use, all beginning with the word “Motion” (eg.
“Motion for Summary Judgment”, etc.). See the ECF Events Dictionary at www.nysd.uscourts.gov for a
complete list of motions and supporting documents. Do not use the “Notice” filing event to file a motion.

15.2  Should I file supporting papers as attachments to the motion?

No. File supporting or response documents separately under the appropriate ECF Filing Event found in the
category “Replies, Opposition and Supporting Documents”. For example, a motion, an affidavit in support and
a memorandum of law in support must be filed separately.

15.3 What ECF Filing Event should be used to file supporting papers?

Use the appropriate ECF Filing Events for supporting papers found in the category “Replies, Opposition and
Supporting Documents” (eg. Affidavit in Support of Motion, Memorandum of Law in Support of Motion, etc.).
Never use the ECF Filing Event for Motion to file supporting papers. For example, filing a motion, an affidavit

in support and a memorandum of law in support, and labeling each one “Motion” would make it appear
incorrectly that three motions were filed instead of one.

15.4 How do I file exhibits?

Exhibits shall be filed only as attachments to a document, such as a motion or an affidavit. Do not use the ECF
Filing Event for “Motion” to file exhibits separately. Exhibits are the only items that should be attached to
electronically filed documents. You are limited to electronically filing only relevant excerpts of exhibits,
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