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Ver. 11/10/2025 

Appellate Division of the Supreme Court   
First Judicial Department 

Digital Submission of Documents for Attorney Matters 

  The Court has a Digital Submission portal accessible via NYSCEF for the 
secure transmission of digital documents to the Court.   

Formatting Specifications for all documents submitted can be found on our website: 
https://www.nycourts.gov/courts/ad1/E-Filing/TechnicalRequirementsEfiling.pdf 

Guide and Instructions on the Use of Digital Submission   

NYSCEF: https://iapps.courts.state.ny.us/nyscef/HomePage 

1.  Log in or create an account in NYSCEF:   
If are unable to file under your attorney registration number, please create an 
account under Unrepresented Litigants. 

  

https://iapps.courts.state.ny.us/nyscef/HomePage
https://www.nycourts.gov/courts/ad1/E-Filing/TechnicalRequirementsEfiling.pdf
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2. Under “File Documents”, click on “Digital Submission”: 

3. Click on “Submit a Digital Copy”: 

4. Click “Next”: 
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5. Leave the Appellate Case Number blank. For County select “New York” 
from the drop-down and for Court select “Supreme Civil”. Click “Next”. 

6. Under Case Type select “Attorney Matters". Do NOT fill in the remaining 
fields. Click “Next”. 
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7. Enter Party Information. Click “Next”. 
If filing a motion for Reinstatement 468-a or Non-Disciplinary Resignation from 
the Bar, the Attorney is the Petitioner, and the Attorney Grievance Committee is 
the Respondent.   
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8. Add Document. For a motion, select “Notice of Motion – Digital 
Copy”. Choose File. Do NOT fill in Volume Information. Click “Next”. 
Motions are to be filed as a single, bookmarked and searchable pdf file in the 
order of: Notice of Motion, Affirmation/Affidavit in Support, Exhibit(s), and 
Affirmation/Affidavit of Service. Please note Affidavits must be notarized. 
For Adjournment Requests – “Letter Extension – Digital Copy” 
Miscellaneous Documents can use “Supplemental Record – Digital Copy” 

9. Review your Submission and Click “Submit Digital Copies”:   

10. Notifications of the submission will be emailed to you:   
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