SDNY ELECTRONIC CASE FILING RULES & INSTRUCTIONS

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)  Ifyou 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.

20.6  What if only my e-mail address has changed?

You can make a simple change of your e-mail address yourself on the ECF system. To update your primary e-
mail address click on Maintain Your Account and E-mail Information. However, if your other contact
information has changed you must follow the directions above to update your full contact information.

20.7  Can I specify additional e-mail addresses to receive notification of activity in my cases?

Yes. You can add an alternate e-mail address for yourself, or add a colleague’s e-mail address. On the ECF
system click on Utilities, Maintain Your Account, and E-mail Information.

20.8 Can I receive electronic notification of activity in cases where I do not represent a party?
Yes. You can add cases to your e-mail notification list on the SDNY ECF system even if you don’t represent a

party to the case. Click on Utilities, Maintain Your Account, and E-mail Information.

Section 21. Privacy and Public Access to ECF Cases

21.1  Has electronic filing expanded public access to documents?

Yes, documents filed electronically on the ECF system are more widely available than ever before. Electronic
documents can now be viewed over the Internet via a PACER account. In order to protect people’s privacy and
reduce the threat of identity theft, parties should be cautious when filing sensitive information.

21.2 Who is responsible for redacting sensitive information from filed documents?
It is the sole responsibility of counsel and the parties to be sure that all documents comply with the rules of this

Court requiring redaction of personal identifiers. Neither the judge nor the Clerk of Court will review
documents for compliance with this rule.

21.3  AmIrequired to redact certain sensitive information in a document? i

Yes. Amendments to Federal Rule of Civil Procedure 5.2 and Criminal Procedure 49.1 require that personal
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