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IMPORTANT INFORMATION FOR NEW CASES

A party filing a new civil case assigned to the Electronic Case Filing (ECF) system
must do the following after obtaining a civil case number:

(1) E-mail a pdf copy of the case initiating documents to the Clerk’s Office
within 24 hours of delivering the paper documents to the Court; and

(2) Serve each party to the action with the initiating documents and a copy of:

(a) SDNY Electronic Case Filing Rules & Instructions (attached); and

(b) The assigned Judge’s Individual Practices.

For complete instructions and e-mail addresses see Section 14 - Opening a Civil Action.
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