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Honorable Carol Bagley Amon, Chief Judge e Douglas C. Palmer, Clerk of Court

The online submission form is only
available for civil (CV) counseled cases;
the email address must match the
attorney's registered email address.

It may not be used (1) for pro se cases;
(2) if you are seeking to have case or
initiating document sealed; or (3) a
motion for a temporary restraining
order or order to show cause

E-SUBMISSION OF COMPLAINT, PETITION, OR NOTICE OF REMOVAL accompanies the initiating document,

E-submission may only be made by attorneys admitted to the Eastern District of New York
and the email address provided must match the attorney’s registered ECF address.

Each document attached to the email must be in text searchable PDF format. Do NOT use
PDF-A and do NOT submit scanned summons - use fillable summons on court's website.

Each document submitted must be labeled with the case short title and the document type:
E.g. Doe v. XYZ Corp summons; Doe v. XYZ Corp. complaint; Doe v. XYZ Corp civil cover E-Submission of
sheet.

Complaint, Petition or
If a document with exhibits exceeds 20 m'egabytes, then exhibits should be submiFteq a's Notice of Removal is

one or more separate pdfs and labeled with case name, name of document to which it is an ,
exhibit, and applicable exhibit number(s). E.g. Doe v. XYZ Corp complaint exhibits 1 to 5. located on the court’s

website under

Case will be deemed filed as of date of submission. “

for Attorneys”.

Counsel will receive electronic notification when the case has been opened on ECF. After
case has been opened, counsel will receive electronic notification via ECF that they must pay
fee within seven (7) days.

To pay fee online: Follow the link in the ecf notification. Once payment is complete,
counsel must file payment receipt by docketing the event (Civil Case Filing Fee). Once
payment receipt is filed, counsel will receive electronic notification via ECF that summons
has been issued. Counsel should download summons for service.

To pay fee by check: Once counsel receives notification that payment is due, send check to
Clerk’s Office (Brooklyn for a Brooklyn case and Central Islip for a Long Island case).

Check must include case name and number on check itself. Once payment has been
received, receipt will be docketed and counsel will receive notification via ECF that
summons has been issued. Counsel should download summons for service.




The e-submission of initiating document, while available, is HOT REQUIRED.
Because e-submission is not required, the inability to e-submit a complaint, petition or notice of
removal does not relieve a party or counsel from any filing deadlines.

This online submission form is only available for civil (CV) counseled cases.

The submission must be made by the attorney whose name appears on the initiating document and
the email address must match the attorney's registered email address.
Noncompliance will result in the REJECTION of the submission.

This may not be used (1) for pro se cases; (2) if you are seeking to have case or initiating document
sealed; or (3) a motion for a temporary restraining order or order to show cause accompanies the
initiating document.

PLEASE read all of the following directions before you proceed with your submission;
HONCOMPLIANCE WITH THE REQUIREMENTS SET FORTH BELOWY WILL RESULT IN THE REJECTIOHN OF ¥YOUR
SUBMISSION.

1. E-submizssion must be made by the attorney whose name appears on the initiating document and that attorney
must be admitted to the Eastern District of Mew “ork. The email address provided must match the attorney's
registered ECF address.

2. Each document attached to the email must be in text searchable PDF format. Do MOT use PDF-A and do NOT
submit scanned summons - use filable summeons and civil cover sheet on court's website.

3. Each document submitted must be labeled with the case short title and the document type: E.g. Doe v
XvZ Corp summons, Doe v. X £ Corp. complaint, Doe v. XY Z Corp civil cover sheet.

4. |f a document with exhibits exceeds 20 megabytes, then exhibitz should be submitted as one or more separate
pdfs and labeled with case name, name of document to which it is an exhibit, and applicable exhibit number(s}. E.g.
Doe v. XZ Corp complaint exhibits 1 to 5.

3. Caze will be deemed filed as of date of submizzion - assuming all filing requirements have been met.

6. Counsel will receive electronic notification when the case has been opened on ECF.

7. After case has been opened, counsel will receive electronic notification via ECF that they must pay fee within
seven (1) days.

&. To pay fee online: Follow the link in the ecf notification. Once payment iz complete, counsel must fie payment
receipt by docketing the event (Civil Case Filing Fee). Once payment receipt iz filed, counsel will receive electronic
notification wia ECF that summons has been issued. Counszel should download summons for service.

9. To pay fee by check: Once counsel receives notification that payment is due, send check to Clerk’s Office
(Brookhn for a Brookhyn case and Central Izlip for a Long Izland case). Check must include case name and number
on check itzelf. Once payment has been received, receipt will be docketed and counsel will receive notification via
ECF that summons has been issued. Counsel should download summons for service.

10. Before vou call, please review the e-submission FAQ's. For questions regarding this procedure during regular
busziness hours, please call either Michele Gapinski 718 613-2331 or Carol McMahon 631 712-6031.




Attorney Hame *

Mandstory fizkd, cannot be left blank.

Dffice Hame *

Mandstory fizld, cannot be left blank.

Office Telephone NHumber *

Mandstory fizk, cannot be left blank.

Your Email Address *

Mandstory fizld, cannot be left blank. Email address must match the sttorney’s registered email address.

Case Caption *

Mandstory fizld, cannot be left blank. Enter First named plaintiff/petitionar w. First named defendant/respondant 2.g. Dos v, XYZ
Carp

Civil Sheet *

[ Browse... ][ Upload
Mandstory fizld, cannot be left blank.

Complaint, Petition or Notice of Removal *

[ Browse... ][ Upload
Mandstory fizld, cannot be left blank.

summons

[ Browse. ][ Upload
Summons is onhy reguired for complaint or petition.

Fed. R. Civ. P. 4(d)
|:| | have not submitted a summons because | wil be requesting a waiver of service pursuant to Fed. R. Civ. P.
4(d).

If yow are not submitting 3 summons becaese you will be reguesting 3 waiver of service pursuant to Fed. R Civ. P. 4{d) you MUST
check the box off. Failure to do so, may result in your submission being rejected.

Additional Attachment 1 [ Browse... Upload

Additional Attachment 2 [ Browse... Upload

Additional Attachment 3 [ Browse... Upload

Additional Attachment 4 [ Browse. . Lpload

Additional Attachment & [ Browse.. pload

CAPTCHA

This question is for testing whether vou are a human visitor and to prevent automated spam submissions. If vou
receive this message "CAPTCHA session resuse attack directed™, please press the refresh on the captcha box
(two arrows in a circle).




I am filing pro se but | am also an attorney, can | still use the new case online
submission form?
No, it is only available for counseled cases at this time.

How do I pay the fee and docket the receipt?
Log into to ecf and docket the event “Civil Case Filing Fee”, you will be
prompted to pay case filing fee by credit card.

| am an attorney that is not registered in the Eastern District of New York,
can | still use the new case online submission form?

No, we are currently only accepting online submissions from NYED registered
attorneys.

Do | need to sign and then scan the civil cover sheet and complaint, petition
or notice of removal?

No signature is needed, but it is necessary that the attorney’s name and email
address on the online submission form match the name on the documents.

If | submit a case for filing today and it is opened days later, what will be the
case filing date?

The case filed date is the date the files were submitted, not when the case
was assigned and opened in ecf.

How long do | have to pay the case filing fee?
After the case has been opened, you will receive an electronic notification via
ECF, the fee must be paid within seven (7) days.

What will happen if the fee is not paid within seven (7) days?
The court may enter an order dismissing your case.

What is the turnaround time from the online submission to the case being
assigned and opened in ecf?
Up to 5 Business Days
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