SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Part II. Electronic Case Filing Instructions
Section 13. ECF Basics

13.1 May letters be filed electronically?

No. Letters are submitted in the traditional manner on paper. An attorney should not file a letter electronically
on the ECF system. The Judge may direct the Clerk to place a letter on the docket if it is deemed appropriate.

13.2  In brief, how do I file a document electronically?

(a) Use your secure SDNY ECF password (see section 22 - ECF Passwords) to log-in to the ECF
system from any Internet connection.

b) Select the appropriate category, CIVIL or CRIMINAL.
(c) Find the appropriate ECF Filing Event, or title, for your document. (See below).

(d) Indicate the party filing the document (hold down the control key to designate more than one
party). |

(e) Upload a PDF copy (see section 23 - ECF Computer System Information) of your document.
Include any exhibits as attachments to the main document. File supporting documents
separately.

® Print the final screen, the Notice of Electronic Filing (NEF), for your records.

(8 Service is complete provided all parties receive electronic notice of the filing (via the NEF email
sent automatically by the Court - see the NEF for a list of who was/was not served
electronically). If a party will not receive electronic notice via the NEF email, you must serve
him/her in the traditional manner, on paper, then electronically file an affidavit of service (see
section 19 - Service of Electronically Filed Documents).

(h) Submit a paper courtesy copy to the Judge if requived (see the Judge's Individual Practices at
www.nysd.uscourts.gov).

13.3 What is the secure website for electronic filing on the SDNY ECF system?

To file electronically go to https://ecf.nysd.uscourts.gov, or link to the filing website via the Court’s public
website (see below). You will need your SDNY ECF log-in and password to file electronically.
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