SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

13.27 What if I make a mistake in electronic filing?
Call the ECF Help Desk immediately at (212)805-0800.

(See section 24 - ECF Help Desk and Training).

Section 14. Opening a Civi! Action

14.1 Electronically filed (ECF) cases are opened and service of the initiating documents (complaint, notice of
removal, etc.) is accomplished in the traditional manner, on paper.

14.2  In order to alert your adversary(s) to the requirements of Electronic Case Filing and the Judge’s
Individual Practices you are required to deliver paper copies of the following documents to all parties
(available at the courthouse, and www.nysd.uscourts.gov):

. Electronic Case Filing Rules & Instructions (this document)

. The Individual Practices of the assigned Judge

14.3  Then within 24 hours of the assignment of a case number, you are required to e-mail to the Clerk’s
Office (e-mail is not ECF filing) the initiating documents in PDF format only (such as Adobe Acrobat
PDF, see section 21). Include a F.R.C.P. Rule 7.1 Statement (if applicable) and all exhibits. The case
number followed by the Judge’s initials and “ECF CASE” must appear in the case caption. Failure to do
so within 24 hours will delay adding your PDF documents to the computerized ECF docket.

Each document must be in a separate PDF file no larger than 2.5 megabytes (separate large computer
files into smaller parts if necessary, and label accordingly). The subject line of the e-mail and the name
of the PDF file should list the case number followed by a brief document description (ex. “Re: 01cv1234
KMW-complaint™).

Send a PDF copy of the initiating documents by e-mail (do not file on the ECF system) to:
. For new civil cases assigned to a Manhattan Judge e-mail to:
caseopenings@nysd.uscourts.gov
or case_openings@nysd.uscourts.gov

. For new civil cases assigned to a White Plains Judge e-mail to:
wpclerk@nysd.uscourts.gov

14.4  File the Affidavit of Service (or the Acknowledgment of Service, Certificate of Service, Request for
Waiver of Service, Summons Returned Executed/Unexecuted, Waiver of Service Executed/Unexecuted)
for the initiating document (complaint, notice of removal, etc.) in the following manner:
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