SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Part L. Electronic Case Filing Rules

The Court will accept for filing documents submitted, signed or verified by electronic means that comply with
the following rules.

Section 1. Scope of Electronic Filing

1.1 The Court will designate which cases will be assigned to the Electronic Case Filing (ECF) system.
Except as expressly provided and in exceptional circumstances preventing a Filing User from filing
electronically, all petitions, motions, memoranda of law, or other pleadings and documents required to be filed
with the Court in a case assigned to the ECF system must be filed electronically. A paper may be filed
electronically (a) from a remote location, (b) by bringing it to the Clerk’s office during regular business hours, in
a form or electronic format prescribed by the Clerk, for input into the system, or (c) by bringing the paper and
the Filing User’s SDNY ECF password and log-in to the Clerk’s Office during regular business hours to be
scanned into the system by the Filing User.

1.2 Unless limited by their terms to civil cases, the provisions of these procedures relating to electronic
filing apply in criminal cases that are initiated by the filing of an indictment or information. Electronic filing
procedures shall not apply to applications for arrest, search or electronic surveillance warrants; for other orders
in aid of or ancillary to a criminal investigation; or to proceedings relating to the grand jury.

1.3 Electronic filing procedures shall not apply to Social Security cases, Pro Se cases (unless the pro se
litigant is a member of the bar), Habeas Corpus cases or cases initiated before December 2, 2003.

(See section 13 - ECF Basics).

14  The filing and service of the initial papers in a civil case, including the complaint, the issuance of the
summons and the proof of service of the summons and complaint, as well as service of non-party subpoenas,
will be accomplished in the traditional manner on paper in accordance with the Federal Rules of Civil Procedure
and applicable Local Rules governing service, rather than electronically. In a criminal case, the indictment or
information, including any superseders, shall also be filed and given to the defendant in the traditional manner

- on paper in accordance with the Federal Rules of Criminal Procedure and applicable Local Rules rather than
electronically; in addition, service of subpoenas shall be made in the traditional manner on paper in accordance
with the Federal Rules of Criminal Procedure and applicable Local Rules. In a case assigned to the ECF system
after it has been opened, parties must promptly provide the Clerk with electronic copies of all documents
previously provided in paper form. All subsequent documents must be filed electronically except as provided in
these Rules & Instructions or as ordered by the Court.

(See section 14 - Opening a Civil Action).

1.5 The Clerk shall write and revise as necessary Instructions to guide Filing Users and maximize the
efficiency of the Electronic Case Filing system.

(See Part Il - Electronic Case Filing Instructions)
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