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Instructions: Complete this form to request an Electronic Case Filing (ECF) account from the United States District
Court, Southern District of Illinois. Complete the form on-line and submit the form on-line or print a hard copy,
sign it, and present it to the Clerk’s office at the address provide. After verification, your user id and password
will be electronically mailed to the e-mail address listed on the registration form.

APPENDIX A

UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF ILLINOIS

ELECTRONIC FILING REGISTRATION FORM

Please Print or Type

First Name: _________________________________ Middle Initial/Name: ______________________________
Last Name: ______________________________________________Generation (i.e., Sr., Jr.):_______________
Bar Id No.: _________________________________________________________________________________
Affiliation/Firm Name:________________________________________________________________________
Mailing Address(es):__________________________________________________________________________
City:____________________________________ State: ___________________ Zip Code: _________________
Telephone Number: (        ) _______- ________________      Fax Number: (       )_______- _________________
E-mail Address:______________________________________________________________________________

9  I already have an ECF login that I use at another court, which is _________________.  Please assign the same login.

By submitting this registration form, the undersigned agrees to abide by all court rules, orders, policies, and procedures
governing the use of ECF. The undersigned also consents to receiving NEF pursuant to Fed. R. Civ. P. 5(b) and 77(d)
via the court’s ECF. The combination of user id and password will serve as the signature of the attorney filing the
documents. Attorneys must protect the security of their password and immediately notify the court if they learn that
their password has been compromised.

Once your registration is complete, you will receive notification as to your user id and password. Procedures for
using the system will be available for downloading at www.ilsd.uscourts.gov . You may contact the ECF Help
Desk at 1-866-867-3169 or 1-866-222-2104 if you have questions concerning the registration process.

Are you admitted to practice in the Southern District of Illinois? 9 Yes 9 No
If Yes, are you a member in good standing? 9 Yes 9 No

Are you admitted to practice pro hac vice in the Southern District of Illinois? 9 Yes 9 No

Court Use Only

User Code Assigned: ___________________

Password Assigned: ____________________

Issuer: ______________________________

Click button below to submit form on-line or submit
completed Registration Form to the clerks office or via
U. S. Mail to:

United States District Court
Southern District of Illinois

Attn: ECF Registration
P. O. Box 249

East St. Louis, IL 62202
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APPENDIX B

UNITED STATES DISTRICT COURT 
SOUTHERN DISTRICT OF ILLINOIS

Plaintiff

v. Case No.

Defendant

Certificate of Service

I hereby certify that on [date], I electronically filed [document] with the Clerk of

Court using the CM/ECF system which will send notification of such filings(s) to the following:

[names of individuals which will receive NEF], 

and I hereby certify that on [date], I mailed by United States Postal Service, the documents(s) to

the following non-registered participants:

[names of non-registered participants].

Respectfully submitted,
s/[Name of Password Registrant]
Name of Password Registrant
Address
City, State, Zip Code
Phone: (xxx) xxx-xxxx
Fax: (xxx) xxx-xxxx
E-mail: xxx@xxx.xxx
[attorney bar number, if applicable]
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APPENDIX   C

UNITED STATES DISTRICT COURT 
SOUTHERN DISTRICT OF ILLINOIS

Plaintiff

v. Case No.

Defendant

NOTICE OF MANUAL FILING

Please take notice that [Plaintiff/Defendant, Name of Party] has manually filed the
following document or item:

[Title of Document or Item]

This document has not been filed electronically because:

9  The document or item cannot be converted to an electronic format

9 [Plaintiff/Defendant] is excused from filing this document or item by court 
     order.

9  Other ________________________________________________________
     _____________________________________________________________.

The document or item has been manually served on all parties.

Respectfully submitted,
s/[Name of Password Registrant]
Name of Password Registrant
Address
City, State, Zip Code
Phone: (xxx) xxx-xxxx
Fax: (xxx) xxx-xxxx
E-mail: xxx@xxx.xxx
[attorney bar number, if applicable]
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APPENDIX  D

ECF Civil Events
for Attorneys and Pro Se Users

Initial Pleadings and Service

Complaints and Other Initiating Documents
Amended Complaint
Application for Stay of Execution
Application for Writ of Garnishment
Application for Writ of Continuing Garnishment
Bankruptcy Appeal
Case Transferred In - District Transfer
Case Transferred In - Divisional Transfer
Case Transferred Out - Divisional Transfer
Complaint
Counterclaim
Crossclaim
Intervenor Complaint
Motion to Vacate/Set Aside/Correct Sentence (2255)
Notice to Take Foreign Deposition
Petition for Writ of Habeas Corpus
Petition for Writ of Mandamus
Petition to Enforce IRS Summons
Petition to Perpetuate Testimony
Registration of Foreign Judgment
Third Party Complaint

Service of Process
Request for Waiver of Service
Return of Service Executed
Return of Service Unexecuted
Return of Service on Habeas Corpus
Service by Publication
Summons Returned Executed
Summons Returned Executed as to USA
Summons Returned Unexecuted
Waiver of Service Executed
Waiver of Service Unexecuted
Writ of Habeas Corpus ad Prosequendum Executed
Writ of Habeas Corpus ad Prosequendum Unexecuted
Writ of Habeas Corpus ad Testificandum Executed
Writ of Habeas Corpus ad Testificandum Unexecuted 
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ECF Civil Events Continued

Answers to Complaints

Other Answers
Affirmative Defenses
Amended Answer to Complaint
Answer to Affirmative Defenses
Answer to Writ of Garnishment
Claim
Objection to Report and Recommendations
Response to Objection to Report and Recommendations
Response/Answer to Request for Admissions
Traverse
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ECF Civil Events Continued

Motions and Related Filings

Motions
Adopt
Alter Judgment
Amend/Correct
Appeal In Forma Pauperis
Appoint Counsel
Appoint Expert
Appoint Guardian/Attorney ad Litem
Appoint Receiver
Approve Consent Judgment
Attorney Fees
Bar
Bifurcate
Bill of Costs
Bond
Certificate of Appealability
Certify
Certify Class
Change Venue
Clarify
Compel
Consolidate Cases
Contempt
Continue
Copy 
Declaration of Mistrial
Declaratory Judgment
Default
Default Judgment
Deposit Funds
Directed Verdict
Disbursement of Funds
Discharge
Disclosure
Discovery
Dismiss
Dismiss Case as Frivolous
Dismiss/Lack of Jurisdiction
Dismiss/Lack of Prosecution
Disqualify Counsel
Disqualify Judge

Disqualify Juror
Effect Levy
Enforce
Enforce Judgment
Ex Parte Motion
Exclude 
Extension of Time
Extension of Time to Amend
Extension of Time to Complete Discovery
Extension of Time to File Answer
Extension of Time to File Document
Extension of Time to File Response/Reply
File Excess Pages
For Order
Forfeiture of Property
Hearing
In Limine
Intervene
Issuance
Issuance of Warrant in rem
Joinder
Judgment Based on ADR Settlement
Judgment Debtor Exam
Judgment NOV
Judgment as a Matter of Law
Judgment of Forfeiture
Judgment on the Pleadings
Judgment under Rule 54(b)
Leave to Appeal
Leave to File Document
Letters Rogatory
Lift Stay
Miscellaneous Relief
More Definite Statement
New Trial
Order of Sale
Out of Pocket Expenses
Partial Summary Judgment
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ECF Civil Events Continued

Motions (Continued)
Permanent Injunction
Preliminary Injunction
Proceed In Forma Pauperis
Produce
Protective Order
Quash
Reassign Case 
Reconsideration
Recusal 
Reinstate
Release of Bond Obligation
Release of Exhibits
Release of Funds
Remand
Remand to State Court
Reopen Case
Return of Property
Review
Sanctions
Seal
Seal Case
Seal Document
Sealed Motion
Service by Publication
Set Aside
Set Aside Default
Set Aside Forfeiture
Set Aside Judgment

Set Aside Verdict
Settlement 
Sever
Show Cause
Stay 
Strike Substitute Attorney
Substitute Party
Summary Judgment
Supplement
Suppress
Take Deposition
Taxation of Costs
Temporary Restraining Order
Transfer Case
Unseal Case
Unseal Document
Vacate
Waive
Withdraw
Withdraw Reference
Withdraw as Attorney
Writ
Writ of Garnishment
Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum
Writ of Mandamus

Responses and Replies
Memorandum in Opposition to Motion
Memorandum in Support of Motion
Memorandum in Support of 2255
Reply to Response to Motion
Response
Response in Opposition to Motion
Response to Motion
Sealed Reply to Response to Motion
Sealed Response
Sealed Response to Motion
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ECF Civil Events Continued

Other Filings

Discovery Documents
Disclosure of Interested Parties
Garnishee’s Answers to Interrogatories
Request for Admissions

Notices
Notice (Other)
Notice of Appearance
Notice of Application for Writ
Notice of Change of Address
Notice of Foreclosure
Notice of Lis Pendens
Notice of Removal
Notice of Settlement
Notice of Statement of Compliance
Notice of Voluntary Dismissal

Trial Documents
Exhibit List
Expert Witness Designation
Rule 26(a)(3) Disclosures, Designations, and Objections
Trial Brief

Appeal Documents
Appeal of Magistrate Judge Decision to District Court
Appellants Brief
Appellants Reply Brief
Appellees Brief
Designation of Record on Appeal
Designation of Record on Bankruptcy Appeal
Docketing Statement
Notice of Appeal
Notice of Cross Appeal
Notice of Interlocutory Appeal
Receipt for Record on Appeal
Request to Check Out Record on Appeal
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ECF Civil Events Continued

Other Documents
Abstract of Judgment
Acknowledge of Receipt of Exhibits
Affidavit
Amended Document (NOT Motion)
Application for Writ
Bill of Costs
Consent to Removal
Corporate Disclosure Statement
Exhibit
Financial Affidavit - CJA 23
Joinder
Jurisdictional Memorandum
Jury Demand
Objection
Objections to Answer to Writ
Pretrial Memorandum
Proposed Findings of Fact and Conclusions of Law
Receipt for Release of Exhibits
Redaction Index
Release of Lien
Report of Sale
Response to Order to Show Cause
Satisfaction of Judgment
Sealed Document
Status Report
Stipulation
Stipulation for Release of Exhibits
Stipulation of Dismissal
Suggestion of Bankruptcy
Suggestion of Death
Supplement
Synopsis of the Complaint

Social Security Events

Social Security Documents
Social Security Brief by Defendant
Social Security Brief by Plaintiff
Social Security Reply Brief by Plaintiff
Social Security Transcript of Administrative Record
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ECF Criminal Events
for Attorneys

Charging Instruments and Pleas

Plea-Related Documents
Plea Agreement
Stipulations of Fact

Motions and Related Filings

Motions
Alter Judgment
Amend/Correct
Appeal In Forma Pauperis
Appear
Appoint Counsel
Appoint Expert
Attorney Fees
Bar
Bifurcate
Bill of Particulars
Bond
Brady Material
Certificate of Appealability
Change Venue
Compel
Contact Visit
Continue
Copy
Declaration of Mistrial
Deferral of Prosecution
Detain
Directed Verdict
Disclosure
Discovery
Dismiss
Disqualify Counsel
Disqualify Judge
Disqualify Juror
Early Termination of Probation
Ex Parte Motion
Exclude 
Expedite

Extension of Time
Extension of Time to File Document
Extension of Time to File Response/Reply
Extension of Time to Indict
File Amicus Brief
Forfeiture of Property
Handwriting Exemplars
Hearing
In Limine
Inspect
Issuance of Warrant in rem
Joinder
Judgment NOV
Judgment of Acquittal
Leave to Appeal
Leave to File Document
Medical Exam
Medical Treatment
Miscellaneous Relief
Modify Conditions of Release
New Trial
Order of Competency to Stand Trial
Permit Marriage
Produce
Protective Order
Psychiatric Exam
Psychiatric Treatment
Quash
Quash Indictment/Information
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ECF Criminal Events Continued

Reconsideration
Recusal
Reduce Sentence - Not Sealed
Reinstate
Release Bond Obligation
Release from Custody
Release of Exhibits
Release of Funds
Remand
Remand to State Court
Remission of Assessment
Return of Property/Post Trial
Return of Property/Pre Trial
Revocation of Probation
Revocation of Supervised Release
Revoke - Not Sealed
Sanctions
Seal
Seal Case
Seal Document
Sealed Motion
Sentencing Departure - Not Sealed
Separate Trial on Counts
Service by Publication
Set Aside Forfeiture
Set Aside Judgment

Set Aside Sentence
Set Aside Verdict
Sever Defendant
Show Cause
Speedy Trial
Strike
Subpoena 
Substitute Attorney
Supplement
Suppress 
Surrender
Temporary Custody Transfer - Not Sealed
Travel
Unseal Case
Unseal Document
Vacate
Victim Rights
Warrant
Warrant for Arrest of Property
Withdraw Document
Withdraw Plea of Guilty
Withdraw Plea of Nolo Contendere
Withdraw as Attorney
Writ
Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum

Responses and Replies
Memorandum in Opposition to Motion
Memorandum in Support of Motion
Reply to Response
Response
Response in Opposition
Response to Motion
Sealed Reply to Response
Sealed Response
Sealed Response to Motion
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ECF Criminal Events Continued

Other Filings

Discovery Documents
Garnishee’s Answers to Interrogatories
Notice of Insanity Defense
Notice of Insanity Witness
Withdrawal of Insanity Defense
Withdrawal of Insanity Witness

Waivers
Waiver
Waiver of Counsel
Waiver of Detention Hearing
Waiver of Indictment
Waiver of Preliminary Examination or Hearing
Waiver of Presence at Arraignment
Waiver of Presentence Investigation Report
Waiver of Rule 40 Hearings
Waiver of Speedy Trial
Waiver of Trial by Jury

Service of Process
Application for Writ of Continuing Garnishment
Application for Writ of Habeas Corpus ad Prosequendum
Application for Writ of Habeas Corpus ad Testificandum
Judgment Returned Executed
Summons Returned Executed
Summons Returned Unexecuted
Warrant Returned Executed
Warrant Returned Unexecuted
Writ of Habeas Corpus ad Prosequendum Executed
Writ of Habeas Corpus ad Prosequendum Unexecuted
Writ of Habeas Corpus ad Testificandum Executed
Writ of Habeas Corpus ad Testificandum Unexecuted
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ECF Criminal Events Continued

Notices
Notice (Other)
Notice of Attorney Appearance - Defendant
Notice of Attorney Appearance - USA
Notice of Lien
Notice of Lis Pendens
Notice/ Acknowledgment of PSI
Release of Lien

Trial Documents
Exhibit List
Trial Brief
Witness List

Appeal Documents
Appeal of Magistrate Judge Decision to District Court - Criminal Case
Appeal of Magistrate Judge Decision to District Court - Magistrate Judge Case
Designation of Record on Appeal
Docketing Statement
Notice of Appeal - Conditions of Release
Notice of Appeal - Final Judgment
Notice of Appeal - Interlocutory
Receipt for Record on Appeal

Other Documents
Abstract of Judgment
Acknowledgment of Receipt of

Exhibits
Affidavit  
Affidavit - Rule 40
Amendment
Brief
Consent to Trial Before US 
Magistrate Judge
Elements of Offense
Exhibit
Financial Affidavit - CJA23
Information to Establish Prior 

Conviction
Medical Report
Objection

Objection to Presentence 
Investigation Report

Pretrial Memorandum
Psychiatric Report
Receipt for Release of Exhibits
Redaction Index
Response to Order to Show Cause
Sealed Document
Sentencing Memorandum
Status Report
Stipulation
Submission of Relevant Offense Conduct
Supplement
Version of Offense
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APPENDIX E

INSTRUCTIONS/GUIDE FOR ENTERING PARTY NAMES

A. Agencies

B. Business Names

C. Cities/States/Townships

D. John Does

E. Estates

F. Individuals

G. Minors

H. Property/Currency

I. Union Names

J. Unknown Names

NOTE: Do not enter party names using all CAPITAL letters.
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AGENCIES

Document Caption:

Department of Health and Human Services
Kenneth S. Apfel, Commissioner of Social Security
Secretary of Health and Human Services

Enter Party Name As:

Commissioner of Social Security

Document Caption:

United States of America, Internal Revenue Service
Internal Revenue Service

Enter Party Name As:

Internal Revenue Service

Document Caption:

United States of America

Enter Party Name As:

USA
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BUSINESS NAMES

Document Caption:

The Rust Company

Enter Party Name As:

Rust Company

***Omit “A, An, or The” in the Party Name***
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CITIES/STATES/TOWNSHIPS

Document Caption:

The City of Collinsville

Enter Party Name As:

Last Name field:   Collinsville
First Name field:   City of

***Omit “The” in the party name***

Document Caption:

City of Belleville

Enter Party Name As:

Last Name field:  Belleville 
First Name field:  City of 
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JOHN DOES

Document Caption:

John Doe I - X

Enter Party Name As:

Last Name field:  Doe
First Name field: John
Party Text field: I - X

Document Caption:

John Doe Police Officers 1 - 10

Enter Party Name As:

Last Name field: Doe
First Name field: John
Party Text field: Police Officers 1 - 10  

***If numerous amount of “John Does” are listed separately, be sure to list
together***

***Do not add the numbers, letters or roman numerals to the party name -
add as a party text***



ECF USER MANUAL Appendix E
Revised April 2006  Page 6.11

ESTATES

Document Caption:

Eloise Coleman, Executor of the Estate of John Coleman

Enter Party Name As:

Last Name field: Coleman
First Name field: Eloise
Party Text field: Executor of the Estate of John Coleman
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INDIVIDUALS

Document Caption:

Sgt. James

Enter Party Name As:

Last Name field: James
First Name field: Sgt.*

*Enter title of person in the first name field only when no first name is listed.

Document Caption:

E. A. Stepp, Warden

Enter Party Name As:

Last Name field: Stepp
First Name field: E.
Middle Name field: A.
Party Text field: Warden

Document Caption:

Thomas Green, Jr.

Enter Party Name As:

Last Name field: Green, Jr.
First Name field: Thomas

***Do not use the “Generation” field when entering a party name***
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MINORS

Document Caption:

Minor Child, by and through his guardian ad litem William P. McGuire

Enter Party Name As:

Last Name Field: McGuire
First Name Field: William
Middle Name field: P.
Party Text field: Minor Child, by and through his guardian ad litem
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PROPERTY/CURRENCY

Document Caption:

Six Thousand Dollars in United States Currency

Enter Party Name As:

$6,000 in United States Currency

Document Caption:

One Parcel of Real Estate located at 2313 Parkside Place, Phoenix, AZ

Enter Party Name As:

2313 Parkside Place, Phoenix AZ, One Parcel of Real Estate located at

Document Caption:

One 1982 Buick Riviera Automobile, VIN #1G4A25747CE4

Enter Party Name As:

Buick Riviera Automobile, One 1983, VIN #1G4A2547CE4
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UNION NAMES

Document Caption:

Building Laborers Local 3109 Pension Fund

Enter Party Name As:

Last Name field: Building Laborers Pension Fund
First Name field: Local 3109

***Always enters the “Local” in the First Name field***
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UNKNOWN NAMES

Document Caption:

Unknown Spouse of Kenneth M. Keller, If Any

Enter Party Name As:

Last Name field: Unknown Spouse of Kenneth M. Keller

Document Caption:

Unknown Tenants, if any, of the property located at 112 Prospect Street, Lodi,
OH 44254

Enter Party Name As:

Unknown Tenants, 112 Prospect Street, Lodi, OH 44252

 
Party Naming Standards
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