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SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

19.3 Am 1 required to electronically file an Affidavit of Service in an ECF case?
Only two circumstances require the electronic filing of an Affidavit of Service in an ECF case:

(a) The Affidavit of Service for the initiating document (complaint, notice of removal, etc.) must be
filed as follows:

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

(2)  Deliver the original paper Affidavit of Service with summons attached to the Clerk’s
Office. Attach a copy of the ECF filing receipt for this document. And

(b)  An Affidavit of Service must be electronically filed anytime a party is served with a paper
document. This usually occurs when a party will not receive electronic notice of the filing (via e-
mail) from the Court. See the Notice of Electronic Filing (NEF) for a list of who was or was not
served electronically.

(See section 9 - Service of Documents by Electronic Means).

19.4 Is a filing timely if it is completed before midnight?

Yes. Filing must be completed before midnight local time where the Court is located in order to be considered
timely filed that day.

(See section 3 - Consequences of Electronic Case Filing).

19.5 Do I receive a receipt (Notice of Electronic Filing) when I file electronically?

Yes. When you successfully complete an electronic filing the final screen will display a NOTICE OF
ELECTRONIC FILING (NEF), or filing receipt. Print a copy for your records. The NEF receipt will tell you
what was filed, by whom, when it was filed and if a document number was assigned on the docket sheet (not all
case activity merits a document number). If you do not see the NEF screen your filing may not have been
successful and you are advised to check the docket sheet.

19.6 Should I routinely view the docket sheet in my case?
Yes. Although service is accomplished in ECF cases by an e-mail sent by the Court, e-mail is not foolproof and
you risk missing an e-mail message. Therefore it remains the duty of the attorney for a party to review regularly

the docket sheet of the case in order not to miss a filing.

(See section 9 - Service of Documents by Electronic Means).
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