SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Section 6. Sealed Documents

6.1  Documents ordered to be placed under seal may not be filed electronically.

6.2 A motion to file documents under seal should be filed electronically unless prohibited by law, in
redacted form if necessary; however, a motion to file under seal that includes a statement of why the filing
should not be made electronically may be made in paper copy. The order of the Court authorizing the filing of
documents under seal may be filed electronically unless prohibited by law.

6.3 A paper copy of the sealing order must be attached to the outside of the envelope containing the
documents under seal and be delivered to the Clerk’s Office. |

(See section 18 - Non-Electronic Documents).

Section 7. Retention Requirements

Documents that are electronically filed and require original signatures other than that of the Filing User must be
maintained in paper form by the Filing User until one year after all time periods for appeals expire, except that
affidavits, declarations and proofs of service must be maintained in paper form by the Filing User until five
years after all time periods for appeals expire. On request of the Court, the Filing User must provide original
documents for review.

(See section 13 - ECF Basics).

Section 8. Signatures

8.1 The user log-in and password required to submit documents to the ECF system serve as the Filing
User’s signature on all electronic documents filed with the Court. They also serve as a signature for purposes of
the Federal Rules of Civil Procedure, including Rule 11, the Federal Rules of Criminal Procedure, the Local
Rules of this Court, and any other purpose for which a signature is required in connection with proceedings
before the Court. Each document filed electronically must indicate that it has been electronically filed.

8.2 Electronically filed documents must include a signature block and must set forth the name, address,
telephone number and e-mail address all in compliance with the Federal Rules of Civil Procedure and Local
Civil Rule 11.1. In addition, the name of the Filing User under whose log-in and password the document is
submitted must be preceded by an “s/” typed in the space where the signature would otherwise appear.

8.3 No Filing User or other person may knowingly permit or cause to permit a Filing User’s password to be
used by anyone other than an authorized agent of the Filing User.,

8.4 A document requiring the signature of a defendant in a criminal case may be electronically filed only in
a scanned format that contains an image of the defendant’s signature.
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