SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

Section 20. Attorney Appearances

20.1 How does an attorney’s name appear on the docket sheet?

The attorney who signs the initiating document will be added to the docket sheet when the Clerk’s Office opens
the case on the ECF system. The attorney responding to that filing must add his or her own name to the docket
sheet the first time he or she appears in the case. When electronically filing the first document, the responding
attorney must: (a) click to create an “Association” with the client (i.e. represent the client); (b) click the
“Notice” box to receive electronic notice of case activity; and (c) click the “Lead” attorney box if applicable. If
the responding attorney is not offered the opportunity to create an “association” with the client on his/her first
electronic filing, he/she must electronically file a Notice of Appearance in order to appear on the docket.

20.2  If the attorney’s name is on the docket sheet why doesn’t he/she receive e-mail notification of
filings?

It could be because his or her name was added to the docket sheet before the attorney obtained an ECF
password. In that case the attorney’s name and firm address will appear at the top of the docket sheet, but the e-
mail address will be missing. If this is the case the solution is to obtain an ECF password. Or it could be
because the attorney filed a Notice of Appearance but failed to check the “Notice” box when creating an
association with the client to indicate that he or she would like to receive e-mail notification of activity in the
case. In this case, call the ECF Help Desk at (212)805-0800.

(See section 24 - ECF Help Desk and Training).

20.3 How do I electronically file a Notice of Appearance in an ECF case?

If an attorney joins a case already in progress he or she must electronically file a Notice of Appearance. When
electronically filing the Notice of Appearance, the attorney must: (a) click to create an “Association” with the
client (i.e. represent the client); (b) click the “Notice” box to receive electronic notice of case activity; and (©)
click the “Lead” attorney box if applicable. Please note the ECF system will not allow an attorney to
electronically file a Notice of Appearance on behalf of another attorney. The Notice of Appearance and the ECF
password must belong to the same attorney.

(See section 2 - Eligibility, Registration, Passwords).

204 How do I file a Motion for Admission pro hac vice in 2n ECF case?

In the traditional manner, on paper. After the Order of Admission pro hac vice is signed, the attorney must
apply for an ECF password. See the Attorney Admissions page at www.nysd.uscourts.gov for details and
sample forms.

20.5 Am I required to notify the Court when my contact information changes?

Yes. Local Civil Rule 1.3 requires an attorney to notify the court when his/her contact information changes.
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