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January 17,2013

NOTICE TO THE BAR

INTRODUCTION OF COURT-PASS: THE COURT OF APPEALS

PUBLIC ACCESS AND SEARCH SYSTEM

To better serve the public and the bar, the Court ofAppeals has developed and on

February 1,2013, will be launching an online service - the Court ofAppeals Public Access and

Search System (Court-PASS). Court-PASS provides an improved method for the filing of

records and briefs in digital format on appeals to the Court ofAppeals and, for the first time,

offers universal online access to these documents through a publicly-searchable database on the

Court's website.

Court-PASS will be maintained as a permanent public archive for documents related to

Court ofAppeals cases pending on or filed after January 1,2013. Anyone may search or browse

the Court-PASS database free ofcharge, and may view or download documents from every stage

ofthe case at the Court ofAppeals, including motion papers for civil motions in which leave to

appeal has been granted by the Court ofAppeals, and briefs and records in civil and criminal

appeals. Court-PASS also incorporates the videos and transcripts oforal arguments, as well as

Court decisions, all ofwhich are already available on the Court's website.

The Court-PASS database offers three retrieval methods: the docket, a browse function

and a search function. The docket contains a snapshot of frequently requested information for all

undecided cases, including the due dates set for filing ofbriefs, records and appendices; the dates





£tate of Beto §gork,
Court of appeals

Ata session ofthe Court, heldatCourtof
Appeals Hall in the City of Albany

present,

on the ?.9* day
- January, 2013

°f

Hon. Jonathan Lippman, Chief Judge, presiding.

In the Matter

of

the Amendment of the Rules of Practice of the Court ofAppeals
(22 NYCRR Part 500) and the Rules for Review of Determinations
of the State Commission on Judicial Conduct (22 NYCRR Part 530).

Pursuant to section 51 ofthe Judiciary Law, it is hereby

ORDERED, thatthe Rules of Practice of the Court ofAppeals (22NYCRR Part 500) and the

Rules for Review of Determinations of the State Commission on Judicial Conduct (22 NYCRR

Part 530) are hereby amended by deleting the bracketed material and adding the underlined

material, effective February 1,2013,oras soon thereafter as section 52of the Judiciary Law is

complied with, to read as follows:

PART 500. RULES OF PRACTICE

GENERAL MATTERS

500.1 General Requirements.

(a) All papers shall comply withapplicable statutes and rules, particularly the signing

requirement of 22 NYCRR 130-1.1-a.

(b) [Papers filed.]Papers filed. "Papers filed" means briefs, papers submitted pursuant to































































































NEW YORK STATE COURT OF APPEALS

Technical Specifications and Instructions for Submission of Briefs and Record
Material in Digital Format

1. Digital submissions shall be transmitted to the Clerk's Office by uploading them to the Court
of Appeals Public Access and Search System (Court-PASS). 

2. To upload digital submissions to Court-PASS, New York attorneys must be registered with
the New York State Unified Court System’s Attorney Online Services.  Filers who are not New
York attorneys must use “guest” login credentials, which will be provided by the Clerk’s Office. 

3. All digital submissions to the Court of Appeals shall be in text searchable portable document
format (PDF).  Filers are encouraged to submit documents in archival format (PDF/A).

4. The digital submissions shall be named in accordance with the conventions provided by the
Clerk's Office.  

5. Filers must complete the Court’s confidential and sensitive materials attestation form when
uploading digital submissions to Court-PASS.  The form is intended to ensure compliance with
the Court’s sealing and redaction requirements.

6. Digital submissions may not exceed a file size of 100 megabytes.  Filers are permitted to
upload up to five documents per uploading session.  

7. Removing metadata from digital submissions is the filer’s responsibility.

8. To ensure effective redaction, the filer must use redaction methods that permanently remove
sensitive content from all metadata and all document layers. Some PDF editing programs as well
as specialized redaction tools can help ensure thorough redaction.

9. If a document does not conform to the Court’s requirements, including sealing and redaction
requirements, the Clerk’s Office will direct the filer to resubmit the document. Such
resubmission is mandatory and must be accomplished within the time set by the Clerk’s Office.
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10. A filer who has not been directed to resubmit a document, but wishes to do so, must obtain
prior approval from the Clerk’s Office.  

11. Uploading digital submissions to Court-PASS does not satisfy the filing due dates set by the
Clerk's Office in a scheduling letter or by operation of the Court's Rules of Practice.  The filer is
responsible for meeting applicable due dates by filing the required number of paper documents
with the Clerk's Office.  A document is "filed" with the Clerk's Office on the date of receipt of
the paper document.  The digital submissions shall be uploaded to Court-PASS no later than the
filing due date for paper documents.

12.  By uploading documents to Court-PASS, a filer attests that the digital submissions being
uploaded are identical to the filed original printed material, except that the digital submissions do
not contain an original signature.
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NEW YORK STATE COURT OF APPEALS
Naming Conventions for Briefs and Record Material

The appropriate title of the action can be found in the briefing letter sent to parties. 

These naming conventions use the parties' designation in the Court of Appeals (i.e. role), not the
court of original instance or the intermediate appellate court.

Abbreviations:
appellant: app
respondent: res
amicus or amici: amic
brief: brf
reply brf: replybrf
record on appeal:  Rec 

amicus or amici brief: amicbrf
appendix: appdx
supplemental appendix: suppappdx
Appellate Division brief: ADbrf
Appellate Division reply brief: ADreplybrf
Appellate Division Record: ADRec
Brief in response to amicus brief: BrfRspAmic

PDF File Naming Conventions:

Briefs: title of action-role-name-brf.pdf

Reply Briefs: title of action-role-name-replybrf.pdf

Appendices: title of action-role-name-appdx.pdf

Court of Appeals Records: title of action-role-name-Rec.pdf

Multiple Volumes (if more than one volume of a record is filed, each volume should be a
separate file): title of action-role-name-Rec-vol1.pdf

Letter Briefs (for Rule 500.11 appeals): title of action-role-name-SSMltrbrf.pdf

Appellate Division materials:
title of action-role-name-ADbrf.pdf
title of action-role-name-ADreplybrf.pdf
title of action-role-name-ADRec.pdf
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Examples
Title of Action: Smith v Jones (as found in briefing schedule letter from Clerk's Office)
Appellant: Smith
Respondents: Jones and Brown
Amici: Concerned Citizens et al.

Smith files a brief and a 4 volume record.
The PDF files would be named:
SmithvJones-app-Smith-brf.pdf
SmithvJones-app-Smith-Rec-vol1.pdf
SmithvJones-app-Smith-Rec-vol2.pdf
SmithvJones-app-Smith-Rec-vol3.pdf
SmithvJones-app-Smith-Rec-vol4.pdf

Jones files a brief.  
The PDF file would be named:
SmithvJones-res-Jones-brf.pdf

Brown files a brief and supplemental appendix.  
The PDF files would be named:
SmithvJones-res-Brown-brf.pdf
SmithvJones-res-Brown-suppappdx.pdf

Concerned Citizens et al. files an amici brief.  
The PDF file would be named:
SmithvJones-amic-ConcernedCitizens-amicbrf.pdf
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