SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

13.17 How do I view an electronically filed document in an ECF case?

Click on Query, enter the case number, go to Docket Report, find the document and click on the blue number
(hyperlink) next to that entry. A pdf copy of the complete document will then appear. If there is no blue
hyperlink, then there is no electronic version of that document. In non-ECF (paper) cases you will not be able to
view documents, only document summaries.

13.18 How will I know if it’s appropriate to electronically file my document?

First, determine if your case is an ECF case - not all cases are ECF cases. When filing in an ECF case if you can
find an ECF Filing Event that directly matches your document then it should be electronically filed. If you
cannot find a matching ECF Filing Event it probably should not be electronically filed. The ECF Event
Dictionary (a PDF document available on our public website at www.nysd.uscourts.gov) is very useful for
finding your event and the category in which it is listed. See the list of non-ECF documents below or call the
ECF Help Desk at (212)805-0800.

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

13.19 Must the caption indicate the case is an electronic (ECF) case?

Yes. The case number must be followed by the judge’s initials in parenthesis, and “ECF CASE” below the case

number. For example:
06 cv 1234 (ABC)
ECF Case

(See section 8 - Signatures).

13.20 .How do I sign an electronically filed document?

The ECF log-in and password of the filing attorney serve as his/her electronic signature. The filing attorney
may place an S/ in place of his/her signature. The attorney’s name and contact information, including e-mail
address, must appear below the signature line. Signatures for all other persons (clients, witnesses etc.) must be
scanned in order to capture the actual ink signature.

(See section 8 - Signatures).

13.21 When filing must I choose a name for my document on the ECF Docket Sheet?

Yes. When filing electronically you will be asked to name your document by selecting the appropriate ECF
Filing Event. The ECF Filing Event is essentially the title of the document on the docket sheet, such as Motion
for Summary Judgment or A ffidavit in Support of Motion.

13.22 How do I find the correct ECF Filing Event for my document?

ECF Filing Events are listed by category on the ECF system. Within each category is an alphabetical listing of
available ECF Filing Events. You may use the search function to find your Filing Event. The ECF Event
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