SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

22.5 How do I obtain an ECF password if I am not yet admitted to practice in this Court?

The application to be fully admitted to the bar of this court includes a request for an ECF password. Go to
www.nysd.uscourts.gov and from the homepage click on Attorney Admission. The application to the bar of this
Court requires you to: (a) submit your application on-line, and (b) deliver a paper copy of that application and
the appropriate fee to the Clerk’s Office. Your ECF password will be sent by e-mail after you are sworn-in. If
you wish to practice in one case only, you should move for admission Pro Hac Vice (see instructions below).

22.6 How do I obtain an ECF password if I am admitted to practice pro hac vice?

An attorney may be admitted to practice in one case by moving for admission pro hac vice. For complete pro
hac vice motion instructions go to www.nysd.uscourts.gov, then click on Attorney Admission. Immediately
after a motion to be admitted pro hac vice is granted, the attorney is required to register on-line for an ECF
password at www.nysd.uscourts.gov. Enter the date the order was signed and enter XXXXXX for the bar code.
Click to submit your application on-line, and wait for your ECF password to arrive by e-mail.

22.7 Do Ineed a new ECF password if I change law firms?

No. Your ECF password will remain the same even if you change your contact information. Local Civil Rule
1.3 requires an attorney to notify the court when his/her contact information changes. For information go to
www.nysd.uscourts.gov or call the Attorney Admissions Clerk at (212) 805-0645. Follow the steps below to
change your contact information:

(a) If you have a pending case provide notice to the Court and your adversary(s) by electronically
filing a NOTICE OF CHANGE OF ADDRESS in each open case where you remain the attorney
of record, or

(b) If you do not have a pending case mail written notice of the change to: Attorney Admissions
Clerk, United States District Court, 500 Pearl Street, NY, NY 10007.

22.8 How will I know if my ECF password application was submitted successfully on-line?

When you are ready click the “Submit” button on the bottom of the form. The screen will turn red and you will
be asked to review your answers for accuracy. After review click “Proceed”. If the screen turns green your
application was successfully submitted.

22.9 How long does it take to obtain an ECF password?

Your ECF password will be sent to you by e-mail, within 48 hours of your on-line request. Print a copy for your
records.
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