SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Include courtesy copies of all documents.

(b) If signed by the Court, the Clerk’s Office will electronically file only the Order. After the Order
appears on the docket sheet, the attorney must electronically file all supporting papers.

{c) Electronically file an Affidavit of Service for the Order to Show Cause.
16.4  Default Judgment brought on by Default Judgment and Order:

(a) Submit to the Orders, Appeals & Judgments Clerk: a paper original of the proposed Default
Judgment and Order; the Affidavit in Support; a Statement of Damages (unless requesting an
inquest); a copy of the Summons and Complaint with proof of service; and a Clerk’s Certificate.
The papers will be forwarded to the Judge for signature.

(b) If signed by the Court, the Clerk’s Office will electronically file only the Order. After the Order

appears on the docket sheet, the attorney must electronically file all supporting papers.

Section 17. Appeals

17.1  Are appeals filed electronically?

No. Appeals in ECF and non-ECF cases must be filed in the traditional manner, on paper.
17.2  How do I file an appeal in an ECF case?

File the appeal in the traditional manner, on paper either at the courthouse or by mail. Include the filing fee if
necessary. Then within 24 hours of filing the paper copy of your Appeal, you are required to e-mail to the
Clerk’s Office an electronic copy of the Appeal in PDF format. Include any exhibits. Each document must be
in a separate PDF file no larger than 2.5 megabytes. The District Court case number followed by the Judge’s
initials and “ECF CASE” must appear in the document’s case caption. When sending e-mail, the subject line of
the e-mail should always list the case number followed by a document description (ex. “Re: 01cv1234-appeal”).
Questions may be directed to the Orders, Appeals & Judgments Clerk in Manhattan at (212)805-0636, or in
White Plains at (914)390-4000. Send the e-mail (do not file on the ECF system) to:

. For appeals from an ECF case assigned to a Manhattan Judge e-mail to:
appeals@nysd.uscourts.gov

. For appeals from an ECF case assigned to a White Plains Judge e-mail to:

wpclerk@nysd.uscourts.gov
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