
225 CADMAN PLAZA EAST, BROOKLYN, NY 11201 
100 FEDERAL PLAZA, CENTRAL ISLIP, NY 11722 

U1,7('  S7$7(6  D ,675,&7  C2857
($67(51  D ,675,&7  2)  N(:  Y25.  

INSTRUCTIONS: 83/2$',1* PRO SE FILINGS�

7KH�IROORZLQJ�LQVWUXFWLRQV�DUH�WR�EH�XVHG�E\�VHOI�UHSUHVHQWHG� 
OLWLJDQWV�ZKR�FDQQRW�PDLO�RU�KDQG�GHOLYHU�ILOLQJV�WR�WKH�&RXUWKRXVH.

How do I XSORDG documents to the Clerk’s Office for filing? 

x Please submit separate documents.  Each attachment should be no greater than 25mgs..

x SIGN. You must sign your document by either signing the document beforeȱ
you scan it or typing “/s/ [Your Name].” The Court will accept typedȱ
signatures in this format.

x CONTACT INFORMATION. The document must include your name,ȱ
address, telephone number and email address (if available).

x ����ȱ������ǯȱ���ȱ����ȱ������ȱ����ȱ��ȱ��������ȱ��ȱ���ȱ��������ǯ

x ��ȱ��ȱ¢���ȱ�������������¢ȱ��ȱ����ȱ����ȱ����ȱ���ȱ�����ȱ����ȱ����ȱ�������ǯ

x ������ the PDF document� ��ȱhttps://prose.nyed.uscourts.gov/.

x %P�OPU�NBJM�PS�EFMJWFS�BEEJUJPOBM�DPQJFT�UP�UIF�DPVSU�

Can I start a new case by XSORDG? 

x ��. To start a new case, you m���ȱ����ȱ��ȱ����ȱ������� your complaint to
������ȱ����������ȱ��ȱŘŘśȱ������ȱ���£�ȱ����ǰȱ������¢�ǰȱ��ȱŗŗŘŖŗȱ��ȱŗŖŖ
�������ȱ���£�ǰȱ�������ȱ�����ǰȱ��ȱŗŗŝŘŘǯȱ��ȱ¢��ȱ����ȱ����������ǰȱ¢��ȱ��¢ȱ����
���ȱ���ȱ��ȱ������ȱ��ȱŝŗŞȬŜŗřȬŘŜŜśȱ��ȱŜřŗȬŝŗŘȬŜŖŜŖǯ

Can I include any questions or information in my XSORDG? 

x NO. You must only include the attached document(s) for filing. No one will
read messages in the body of the ������ and no one will respond to any
questions.ȱ��ȱ¢��ȱ����ȱ���������ǰȱ¢��ȱ��¢ȱ�������ȱ���ȱ���ȱ��ȱ������ȱ��ȱ������
����������ǯ
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Will someone respond to my XSORDG? 

x NO  The Clerk’s Officeȱwillȱdownload the attachment andȱ����ȱ��ȱ��������
�ou may call ŝŗŞȬŜŗřȬŘŜŜśȱ�� ŜřŗȬŝŗŘȬŜŖŜŖȱto confirm that your documents were 
received.ȱ������ȱ��ȱ���ȱ��������ȱ¢��r 
���������ȱ��ȱ¢��ȱ����ȱ������¢ȱ��������ȱ����ȱ�����ȱ����ȱ�������ǯ

Can I email the assigned judge instead? 

x NO. Any submission emailed to any other court email address will be
disregarded by the recipient.

Can the Clerk’s Office assist with scanning? 

x NO. If you are unable to ������ your documents, you must submit them
byȱmail ��ȱ��ȱ������ȱto the Pro Se ������ȱ��ȱ������ȱ����������.

Can someone email my documents for me? 

x ��.

Can I receive court documents by email? 

x YES. Complete and ����ǰȱ�������ǰȱ��ȱ������ȱa signed �onsent to �lectronic �ervice formȱ
��ȱ������ȱ����������.

225 CADMAN PLAZA EAST, BROOKLYN, NY 11201
100 FEDERAL PLAZA, CENTRAL ISLIP, NY 11722 

&DQ�,�VXEPLW�SKRWRJUDSKV��DXGLR�ILOHV��RU�YLGHR�ILOHV"

� NO� PKoWoJrDSKV, DXGLo ILOHV, DQG YLGHo ILOHV VKoXOG QoW bH XSOoDGHG� AQ\ VXFK ILOHV WKDW DrH
XSOoDGHG ZLOO QoW bH GoZQOoDGHG b\ FoXrW VWDII�
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