
ADMINISTRATIVE ORDER OF THE
CHIEF ADMINISTRATIVE JUDGE OF THE COURTS

Pursuant to the authority vested in me, and upon cc÷sul:=ion with and approval by the
Administrative Board of the Courts, I hereby amend, effective December 15, 2017, section

202.5-b of the Uniform Civil Rules for the Supreme and County Courts, relating to the electronic

filing of actions in the Supreme Court, consensual program, as follows (new matter bolded and

anderlined; deleted matter ]):

202.5-b. Electronic Filing in Supreme Court; Consensual Program.

(a) Application.

(1) On consent, documents may be filed and served by electronic means in Supreme Court
in such civil actions and in such counties as shall be authorized by order of the Chief
Ad-idmter of the Courts and only to the extent and in the manner provided in this section.

(2) Definitions. For purposes of this section:

(i) "electronic means" shall mean any method of transmission of infeæ.etion bctwccn
computers or other m±èine, other than facsimile machines, designed for the purpose of sending
and receiving such trammi:=iom, and which allows the mipiet to reproduce the information
transmitted in a tangible medium of expression;

(ii)
"NYSCEF" shall mean the New York State Courts Electronic Filing System and the

"NYSCEF site" shall mean the New York State Courts E!et=Mc Filing System website located
at www.nycourts.gov/efile;

(iii) "e-filing", "electronic filing" and "electronically
filing" shall mean the filing and

service of documents in a civil action by electronic means through the NYSCEF site;

(iv) an "authorized e-filing
user" shall mean a person who has registered to use e-filing

pursuant to subdivision (c) of this section;

(v) an "action" shall include a special pmMng and an "e-filed action" shall mean an
action in which documents are electronically filed and served in accordance with this section;

(vi) "hard copy" shall mean information set forth in paper form;

(vii) "working
copy" shall mean a hard copy that is an exact copy of a de"=et that has

been electronically filed in accordance with this section;

(viii)
"party" or "parties" shall mean the party or parties to an action or counsel thereto;

(ix) "unrepresented litigant" shall mean a party to an action who is not represented by
counsel;
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(x) "expedited processing" shall mean the expedited registration of a person as an
authorized e-filing user; and

(xi) "Resource Center" shall mean the NYSCEF Resource Center, the e-filing help center

available at 646-386-3033 or efile@nycourts.gov and through the NYSCEF site.

(b) E-filing in Actions in Supreme Court. Except as otherwise provided in section 202.5-bb of
these rules, the following shall apply to all actions in Supreme Court:

(1) Commencing an action by electronic means. A party may cóinmence any action in the
Supreme Court in any county (provided that e-filing has been authorized in that county and in the
class of actions to which that action belongs pursuant to paragraph (1) of subdivisión (a) of this

section) by electronically filing the initiating deements with the County Clerk through the
NYSCEF site. When so authorized, a petition to commence a proceeding for review of a small
claims assessment pursuant to Real Property Tax Law § 730 may be e-filed, including as
follows: the petition, in the form prescribed by the Chief Ai=.inis*ater in accordance with such

section, shall be completed and signed in hard copy as provided in that section and shall be e-

filed by '-s--dssies to the NYSCEF site, in conformity with procedures established by the site,
of a text file cen+=i-ing all of the information set forth in the completed and executed hard copy
petition (exclusive of the sigmt==(s)). Upon receipt of such **ae-i-eim= the site shall generate
and record the completed petition in proper form in portable document format.

(2) E-filing in an action after commencement.

(i) Consent of the parties required. After commencement of an action wherein e-filing is

authorizad, documents may be elect=ëœ!!y filed and served, but only by, and electronic service
shall be made only upon, a party or parties who have consented thereto. A party's failure to
consent to participation in electronic filing and service shall not bar any other party to the action
from filing deme± electronically with the County Clerk and the court or serving documents
upon any other party who has consented to participation. A party who has not consented to
participation shall file demes with the court and the County Clerk, and serve and be served
with documents, in hard copy. When an e-filing party serves a document in hard copy on a non-

participating party, the deement served shall bear full signatures of all signatories and proof of
such service shall be filed electronically.

(ii) Consent to e-filing; how obtained. Notwithstanding the fc!!:·dng, no party shall be

compelled, directly or indist!y, to participate in e-filing pursuant to this section. A consent to e-

filing in an action shall state that the party providiñg it agrees to the use of e-filing in the action
and to be bound by the filing and service provisions in this section. A party who has commenced
an action elechanically shall serve upon the other parties together with the initiating documents a
notice begarding-availabiHty] of e-filing in a form approved by the Chief Administrator. Such
notice shall provide sufficient infar ñation in plain language concerning e-filing. [A-party-whe-
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made-] Except for an unrepresented litigant, a party served with such a notice shall promptly
record his or her consent electronically in the manner pmvided at the NYSCEF site or file
with the court and serve on all parties of record [either-a-eensent-er] a declination of ceaeant

.] An unrapraeaated litigant is exempt
from having to file and serve documents electronically in sem=3ace with this section and need
not respond to the notice described herein; except that he or she may fde a consent to participatc
in e-filing provided the clerk shall first have explained his or her options for e-filing in plain

language, including the option for expedited processing, and iaqM whether he or she wishes
to pasticipate. Where an unrepresented litigant opts to file a consent h-enader, it shall be
documented in the case file in a manner prescribed by the Chief Ad:nini::trator. Provided,
however, that where an =represented litigant chooses to participate in e-filing in accordance
with these rules, he or she may at any time opt out of such participation by presenting the clerk
of the court with a form so declaring. The filing of a consent to e-filing hereunder shall not
constitute an •.ppaazanae in the action under CPLR 320.

(iii) Documents previously filed with the court; t-i==tion or meMaarion of e-filing
p-ccadures. When an action becomes subject to e-filing, the court may direct that documents

previously filed in the action in hard copy be filed electronically by the parties. The court may at

any time order discenEnuetion of e-filing in such action or madhtion of e-filing p--+res
therein in order to prevent prejudice and pramete substantial justice.

(ty) Conversion of nendina actions. Where orocedurally permitted, uno-n_gugt_
direction

i2ending actionmay be converted to electronic form. Such direction. application. or

sumdanca must be served on all parties to the action and filed with_nroof-oftervice,_The_
arties to furnish previously filed hard copy documents in

elec_tronic form.

(c) Authorized E-filing Users, Passwords and Registration.

(1) Regi*ation isquired. h====a may be filed or served electronically only by a
person who has rer,isieged as an authorized e-filing user or as otherwise provided in this
subdivision.

(2) Registering as an authorized e-filing user.

(i) Who may register. An attorney admitted to practice in the State of New York, or a
person seeking to serve as an authorized e-filing agent on behalf of attorneys of record in an e-

filed action or actions (hereinafter "filing agent") may register as an authorized e-filing user of
the NYSCEF site. An attorney c·ª-_ired pro hac vice in an action, an unrepresented litigant, or a
person who has been authorized in writing by an owner or owners of real property to submit a
petition as pravided in section 730 of the Real Property Tax Law and who has been licensed to
engage in such business as required by the jurisdiction in which the h=i== is operated
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ñd- "small claims a-ea-at review filing agent") may also register as an authorized e-

filing user, but solely for purposes of such action or, in the case of a small claims assessment
review fding agent, solely for those proceedings under section 730 of the Real Property Tax Law
in which he or she has been authorized to submit a petition.

(ii) How to register. Registration shall be on a fonn prescribed by the Chief
Administratar. If so provided by the Chief Ad rdseter, registratica shall not be comp!ate until
the registering person has been approved as an e-filing user. An authorized e-filing user shall

notify the Resource Center immediatcly of any change in the information provided on his or her
registration form.

(3) Identihah and password. Upon registration, an authorized e-filing user shall be
issued a conftdantial User IdenuEce6en Designation ("User ID") and a password by the Unified
Court System ("UCS"). An authorized e-filing user shall maintain his or her User ID and
password as ccMa-ti4 except as provided in paragraph (4) of this subdivision. Upon leaming
of the mspremise of the ceddentiality of either the User ID or the password, an authorized e-

filing user shall immediately notify the Reme Center. At its initiative or upon request, the
UCS may at any time issue a new User ID or password to any autharized e-·filing user.

(4) User ID and password; use by authorized person. An authorized e-filing user may
authorize another person to file a document electronically on his or her behalf in a particular
action using the User ID and password of the user, but, in such event, the authorized e-filing user
shall retain full responsibility for any document filed.

(d) Electronic Filing of Documents.

(1) Electronic Filing of Documents.

(i) Electronic filing required; format of e-filed demea.ts; statement of authorization. In

any action subject to e-filing, all documents required to be filed with the court by [al an e-filing

party [ I shall be filed and served electronically, except as
pmvided in this section. All e-filed [D]documents shall [

I comply with the h requirements set forth
at the NYSCEF site.

(ii) Filing agent: statement of authorizatioAA filing agent (other than one employed

by a gammer-'al entity) shall e-file a smtement of authorization from counsel of record in an

action, in a fonn approved by the Chief Ai=irds-ätor, prior to or together with the first e-filing
in that action by the agent on behalf of that counsel.

{||j) [(-ii-)] Emergency exception; other hard copy filings. Documents that are required to
be filed and served electronically in accordance with this section or paragraph (1) of subdivision

(c) of section 202.5-bb of these rules may nevertheless be filed and served in hard copy where
required by statute or court order, where the document is an application that may by statute be
,w_ without notice, or provided the document is accompanied by the affirmation or
affidavit of the filing attomey or [party| unrepresented litigant stating that: (1) [(i)] a deadline
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for filing and service fixed by statute, rule or order of the court will expire on the day the
document is being filed and served or on the icilavving business day; and (2) I(-ii)] the attorney,

[partyer] filing agent therefor. or unrepresented litigant is unable to file and serve such
document c!cmescally because of technical problems with his or her emante equipment or
Intemet c^Paden. In the event a filer shall file and serve dc--sts in hard copy pursuant to
this aghparagraph, each such document shall include the notice -qul-d by [thie] Ege..
immediately following scsâragrâ¡A and the filer shall file those documents with the NYSCEF
site within three business days thereafter.

fjy.) [(-iii)I Form of notice required on hard copy filing. Where an action is subject to e-

filing and a party (other than an unrepresented litisant who is not narticipatine in e-filigg}
or attorney seeks to file a document therein in hard copy, such document shall include, on a
separate page firmly affixed thereto, a notice of hard copy ±±den, in a form approved by the
Chief Administator, that states the reason why the document is beina filed in hani cogy.

]

(2) Payment of Fees. Whenever documents are filed elect & y that require the payment
of a filing fee, the person who files the documents shall provide therewith, in payment of the fee:

(i) such credit card Lafoanation as shall be required at the NYSCEF site to permit a card to be
charged by the County Clerk; or (ii) the form or information required by the County Clerk to
permit him or her to debit an account me-+=ª=- d with the County Clerk by an attorney or law
firm appearing for a party to the action; or (iii) such information as shall be required at the
NYSCEF site to permit an automated clearing house debit to be made; or (iv) any other form of
payment authorized by the Chief Adminisuatar. Notwithstanding the foregoing, where permitted

by the County Clerk, an authorized e-filing user who ela-Mdedly files documents that require
the payment of a filing fee may cause such fee to be paid thereafter at the office of the County
Clerk.

(3) Filing and receipt of documents; notification.

(i) When documents are filed. Decsc-t may be transmitted at any time of the day or
night to the NYSCEF site. A document other than an order or iudgment is filed when its
el-±aa.ic tre--bia or, in the case of a petition that is e-fded by submission of a text file as
provided in subdivision (b)(1) of this section, the e!~±ade transmission of the text file is
recorded at that site, provided, however, that where payment of a fee is required upon the filing
of a deem-t, the document is not filed until has-dsden of the document and the information
or form or info==anon as required in (i), (ii) or (iii) of paragraph (2) of this subdivisian has been
recorded at the NYSCEF site; or, if no h-- of that information or form or information is

recorded, where permitted by the County Clerk, until payment is presented to the County Clerk.

(ii) Notification. No later than the close of business on the business day following the
c!cenc filing of a damment, a noi¡iluation, in a form prescribed by the Chief Adminientor,
shall be transmitted electronically by the NYSCEF site to the person filing such dae-ent and
the e-mail service addresses of all other participatim parties in such action. [an-ether-parties
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