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INSTRUCTIONS: EMAIL PRO SE FILINGS 

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

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

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

• SUBJECT LINE. For existing cases, the subject line of the email must 
read, “Pro Se Filing – XX-CV-XXXX.” For new cases, the subject line of 
the email must read, “Pro Se Filing – New Case.” 

• EMAIL the PDF document to 
Temporary_Pro_Se_Filing@nysd.uscourts.gov.  

Can I start a new case by email? 

• YES. To start a new case, you may email your complaint to 
Temporary_Pro_Se_Filing@nysd.uscourts.gov. 

• In addition to emailing your complaint, you must either (1) email an 
application requesting that the fee be waived, available at 
https://nysd.uscourts.gov/node/838, or (2) pay the filing fee of $400. If you 
are paying the filing fee, add to the subject line, “Pro Se Filing – New Case – 
FEE PAID.” Payment must be made within 21 days by certified check or 
money order, made out to Clerk, USDC, SDNY, and mailed to: Cashiers-
Room 120, 500 Pearl Street, New York, NY 10007. The check must include 
the case number, which you can learn by calling (212) 805-0175. 

Can I include any questions or information in my email? 

• NO. You must only include the attached document(s) for filing. No one will 
read messages in the body of the email and no one will respond to any 
questions. 
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Will someone respond to my email? 

• NO. This email address cannot respond to inquiries. The Clerk’s Office will 
download the email attachment. This is a NO-REPLY email address. But 
you may call (212) 805-0175 to confirm that your documents were received. 
Please wait at least one week before calling. 

Can I email the assigned judge instead? 

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

Can the Clerk’s Office assist with scanning? 

• NO. If you are unable to email your documents, you must submit them by 
mail to the Pro Se Intake Unit. 

Can someone email my documents for me? 

• YES. But please include your email address, if available, in the document. 
The Court will only communicate with the email address listed on the filed 
documents, and only if you have consented to receive court documents by 
email. 

Can I receive court documents by email?  

• YES. Complete and email a signed consent to electronic service form. 

https://nysd.uscourts.gov/sites/default/files/2018-06/proseconsentecfnotice-final.pdf
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