SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

18.9  Are sealed documents filed electronically?

No. Sealed documents are filed in the traditional manner, in paper form. The sealed envelope must contain the
paper document and a CD-ROM containing a pdf copy of the document. A copy of the Judge’s sealing order
must be attached to the outside of the envelope.

(See section 6 - Sealed Documents).

18.10 Are surety bonds filed electronically?

No. Surety bonds are filed in the traditional manner, on paper. Include a copy of the Court’s Order regarding the
bond.

18.11 TIs a Bill of Costs filed electronically?

No. A Bill of Costs should be filed in the traditional manner, in paper form. See Local Civil Rule 54.1 for
details. See also the required Bill of Costs form at www.nysd.uscourts.gov.

Section 19. Service of Electronically Filed Documents

19.1 How is service accomplished for electronically filed documents?

After you register for an ECF password (see section 22 - ECF Passwords) you will receive a Notice of
Electronic Filing (NEF) by e-mail whenever there is activity in your case, including court orders and filings by
your adversary. That e-mail from the Court constitutes service. A hyperlink to a PDF image of any
electronically filed document will be included (not all activity includes a PDF document). Print a copy of the
document and the NEF for your records. The Clerk’s Office will no longer mail paper copies of electronically
filed documents.

(See section 9 - Service of Documents by Electronic Means).

19.2 AmIrequired to serve a paper copy of an electronically filed document?

Maybe. If all parties will receive electronic notification of the filing, then service is complete upon transmission
by the Court of the Notice of Electronic Filing email (NEF) and you are not required to serve a paper copy.

If any party will not receive a NEF, you are required to accomplish service on that party in the traditional
manner, on paper. Then you must electronically file an Affidavit of Service (sce below).

The Notice of Electronic Filing receipt will inform you who will receive notice of the filing “electronically” (by
e-mail from the Court) and who will receive notice “by other means” (traditional service on paper).

(See section 9 - Service of Documents by Electronic Means).
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