ADMINISTRATIVE ORDER OF THE
CHIEF ADMINISTRATIVE JUDGE OF THE COURTS

Pursuant to the authority vested in me, and upon consultation with and approval by the
Administrative Board of the Courts, I hereby amend, effective immediately, (1) 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 programs), (2) section 202.5-bb of the Uniform Civil
Rules for the Supreme and County Courts, relating to the electronic filing of actions in the
Supreme Court (mandatory programs), and (3) section 202.58 of the Uniform Civil Rules for the
Supreme and County Courts, relating to small claims tax assessment review proceedings, to
provide for the commencement by electronic filing of small claims assessment review
proceedings in "text file" format, as follows:

§202.5-b. Electronic Filing in Supreme Court; Consensual Program.
% ¥ %
(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 commence 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 subdivision (a) of this

section) by electronically filing the initiating documents with the County Clerk through the

NYSCEEF 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 Administrator in accordance with such section,
shall-be completed and signed in hard copy as provided in that section and shall be e-filed by
transmission to the NYSCEEF site. in conformity with procedures established by the site. of a text



file containing all of the information set forth in the completed and executed hard copy petition

exclusive of the signature(s)). Upon receipt of such transmission. the site shall generate and

record the completed petition in proper form in portable document format.
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(d) Electronic Filing of Documents.

(3) Filing and receipt of documents; confirmation; secure information.

(1) When documents are filed. Documents may be transmitted at any time of the day or night to

the NYSCEF site. A document is filed when its electronic transmission or. in the case of a

petition that is e-filed by submission of a text file as provided in subdivision (b) (1) of this

section, the electronic 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 document, the document is not filed until
transmission of the document and the information or form or information as required in (i), (ii) or
(iii) of paragraph (2) of this subdivision has been recorded at the NYSCEF site; or, if no
transmission of that information or form or information is recorded, until payment is presented to

the County Clerk.

(e) Signatures.
(1) Signing of a document. An electronically filed document shall be considered to have been

signed by, and shall be binding upon, the person identified as a signatory, if:
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(v) in a small claims assessment review proceeding. it is a petition recorded by the NYSCEEF site
upon the filing of a text file as provided in subdivision (b)(1) of this section, provided that prior

to filing, the document was signed in full in hard copy (which hard copy must be preserved until
the conclusion of all proceedings in the matter, including article 78 review and any appeals, and

must be made available during the proceeding upon request of the respondent or the court): or

(vi) it otherwise bears the electronic signature of the signatory in a format conforming to such
standards and requirements as may hereafter be established by the Chief Administrator.
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(f) Service of Documents.
(1) Service of initiating documents in an action. Initiating documents may be served in hard copy
pursuant to Article 3 of the CPLR, or, in tax certiorari cases, pursuant to the Real Property Tax

Law, and shall bear full signatures as required thereby. or by electronic means if the party served

agrees to accept such service. In the case of a proceeding to review a small claims assessment
where the petition has been e-filed by the submission of a text file as provided in subdivision

1) of this section, a hard copy of the petition. fully completed and signed as set forth in that
subdivision, shall be mailed. and shall be served upon the assessing unit or tax commission. as
provided in Section 730 of the Real Property Tax Law. unless otherwise stipulated. A party

served by electronic means shall, within 24 hours of service, provide the serving party or attorney

with an electronic confirmation that the service has been effected.
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§202.5-bb. Electronic Filing in Supreme Court; Mandatory Program.
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(b) Commencement of Actions Under this Section.
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(3) Service of initiating documents. Personal service of initiating documents upon a party in an
action that must be commeﬂced electronically in accordance with this section shall be made as
provided in Article 3 of the Civil Practice Law and Rules_or the Real Property Tax Law, or by
electronic means if the party served agrees to accept such service. Such service shall be
accompanied by a notice, in a form approved by the Chief Administrator, advising the recipient
that the action is subject to electronic filing pursuant to this section. A party served by electronic
means shall, within 24 hours of service, provide the serving party or attorney with an electronic
confirmation that the service has been effected.
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§202.58. Small claims tax as;sessment review proceeding; small claims sidewalk assessment
review proceeding; special rules.
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(b) Commencement of Small Claims Tax Assessment Review Proceeding.
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(2) Except as otherwise provided hereafter. t[T]hree copies of the petition shall be filed with the
County Clerk in the county in which the property is located within 30 days after the final
completion and filing of the assessment roll containing the assessment at issue, except that in the

City of New York, the petition shall be filed before the 25th day of October following the time



when the determination sought to be reviewed was made. The petition may be filed with the
County Clerk by ordinary mail if mailed within the 30-day time period, or in the City of New

York, if mailed prior to the 25th day of October, as evidenced by the postmark. In counties in

which electronic filing is authorized by the Chief Administrator. the petition may or shall be filed

electronically through the New York State Courts Electronic Filing System ("NYSCEF") within
the deadline set forth above. A filing fee of $25 shall be paid at the time of filing, which may be

in the form of a check payable to the County Clerk.
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(4) The County Clerk shall assign a small claims assessment review filing number to each
petition, and. in proceedings commenced by filing in hard copy. shall retain one copy and shall
forward two copies within two days of filing to the clerk designated by the appropriate
administrative judge to process assessment review petitions.
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(e) Assignment of Hearing Officers.
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(4) The hearing officer shall determine, after contacting the parties, the date, time and place for
the hearing, which shall be held within 45 days with respect to a small claims tax assessment
review proceeding, and within 30 days with respect to a small claims sidewalk assessment review
proceeding, after the filing of the petition, or as soon thereafter as is practicable, and which shall
be held, where practicable, at a location within the county where the real property is located. The
hearing officer shall schedule hearings in the evening at the request of any party, unless special

circumstances require otherwise. Written notice of the date, time and place of the hearing shall



be sent by mail by the hearing officer to the parties or their attorneys, if represented, at least 10

working days prior to the date of the hearing, except that in an electronically filed proceeding,

such notice may be sent by e-mail to parties participating in e-filing; provided, however, failure
to receive such notice in such period shall not bar the holding of a hearing.
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(f) Decision and Order.

(3) The hearing officer in a small claims tax assessment review proceeding shall transmit one
copy of the decision and order, by ordinary mail, or may. in an electronically filed proceeding.
transmit instead a copy via NYSCEF, to the petitioner, the clerk of the assessing unit and the
assessment review clerk of the court. The hearing officer in a small claims sidewalk assessment
review proceeding shall transmit one copy of the decision and order, by ordinary mail, to the
petitioner, the Commissioner of Transportation of the City of New York or the commissioner's
designee, and the assessment review clerk of the court.

(4) The assessment review clerk shall file the petition and the attached decision and order with

the County Clerk. In an electronically filed proceeding. the decision and order shall be posted
with the NYSCEF site, which shall constitute filing with the County Clerk.
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Chief Adnﬁxﬂstrativd] udge of the Courts

Dated: May 24, 2013
A0/170/13



