SUPERIOR COURT OF THE DISTRICT OF COLUMBIA
ADMINISTRATIVE ORDER 06-17

(Mandatory eFiling in Civil Division)

WHEREAS, the Superior Court implemented a comprehensive integrated case
management system (‘1JIS'); and

WHEREAS, both the docket and case files are maintained electronically; and

WHEREAS, electronic filing (eFiling) is an essential aspect of 1JIS, so that
filings can be transmitted to the court and documents and data received into the case
management system more effectively, timely and accurately and to provide the public
and the legal community with easy and inexpensive access to the Court, electronic filing
will be implemented in all divisions and branches of the Superior Court where
technologically feasible and consistent with legal requirements; and

WHEREAS, in May 2005 eFiling was implemented with 1JS as directed in
Administrative Order 05-04 (copy attached as Attachment C for convenient reference)
and as governed there and in the Super. Ct. Civ. Rules; and

WHEREAS, the Superior Court is now ready to expand eFiling to certain Civil |1
case types within the Civil Division;

NOW, THEREFORE, it is hereby,

ORDERED, that eFiling shall extend to those case types in the Civil Actions
Branch that are listed as Attachment A to this Administrative Order; and it is further

ORDERED that, in addition to those procedures and requirements specified in
Administrative Order 05-04 and the Super. Ct. Civil Rules, the following procedures
shall be followed for submitting documents electronically for filing:

1. Application:

Parties represented by counsel are required to eFile and eServe as provided below.
Those parties who are not represented by lawyers (pro se) may, but are not required to,
eFile and eServe.

2. Effective Dates and Transition procedures:
A. Commencing February 5, 2007 MANDATORY eFiling and eService:

Except for Affidavits of Service of Process and such items as provided in
Administrative Order 05-04 and court rules, al filings, post-complaint, are to be eFiled



and eServed in the case types listed in Attachment A, if the filing party is represented by

an attorney.

Pro se parties are not required to eFile or eServe, but may do o if they so chose.
If the party to be served is not represented by counsel, then service shall be accomplished
as provided in court rules for pro se litigants, unless the pro se litigant has agreed in
writing (which may be communicated electronically) to participate in the eFile and

eService program.

B. October 23, 2006 to February 4, 2007 Transition:

Parties may voluntarily eFile and eServe during the transition period. Those who
may eFile and eServe are:

Each party in a case who is represented by an attorney agrees to
eFile and eServe in the case during the transition period
(regardless of whether thereisa pro selitigant in the case);

Pro se parties may eFile and eServe but are not required to do so.
Filing and service on any pro se party shall be accomplished as
required by court rules unless the pro se party agreesto eFile and
eServe.

If each represented party agrees to eFile and eServe, then, after each has
registered at http://www.casefilexpress, the parties shall eFile and eServe (including on
the case judge) a“ Consent Notice of eFiled Case.” The Notice shall:

State that each represented party consents to eFiling and eService

List the name of each party and the lead attorney for the party, as
well, as the information listed below

Provide the address, telephone and Bar numbers, as well as,
email address for each attorney for each party who is to be
eServed

If a pro se litigant is a party, state the name, address and
telephone number (and email address, if known,) for such party.

A sample Notice isincluded with this Administrative Order as Attachment B.

The transition period shall not affect mandatory eFiling and eService in Civil |

cases.

During the transition and after the notice, any subsequent filings should include in
the right side of the case caption, under the name of the case judge, “eFiled Case.”

3. Format of Electronically Filed Documents.



All electronically filed materials shall, to the extent practicable, be formatted in
accordance with the applicable rules governing formatting of paper pleadings, and in
such other format as the Court may require from timeto time.

Filers may submit pleadings and other filings in any recognized el ectronic format
for eFilng such as Word, Microsoft Works, Word Perfect or PDF. If PDF software is
used, it must be Adobe compliant.

4. Proposed Orders

Proposed orders shall be included with eFilings and the judge presiding in the
case shall be selected as a person to be eServed with the filing through the vendor. In
addition, an electronic copy of the proposed order shall be separately emailed to the case
judge’s email address reserved for eService. The format for the case judges email
service address is. “Judge]last name of judge]eserve@dcsc.gov” or “Magistratejudge]last
name of magistrate judge] eserve@dcsc.gov”.

The proposed order shall include, after the signature block for the judge, alist of
all attorneys who are to be eServed, the method of service used, the party they represent,
as well as, the name and address of any pro se party to be served and the method of
service used.

Proposed orders shall not be write-protected.
5. Courtesy Copies.

Courtesy copies of filings shall be eServed through the vendor. If the entire filing
including exhibits exceeds twenty-five pages, then a paper courtesy copy should be
mailed or hand-delivered to Chambers in addition to eService. Service mailing labels for
the court shall be included for any unrepresented party in the case.

Service on the judge does not constitute filing with the Court.

When represented parties are eFiling and eServing, mailing labels or envelopes
need not be provided, unless there is a pro se party in the case. The requirements of
Super. Ct. Civ. R. 5(e) remain in effect, if thereisapro se party to be served.

It is further,

ORDERED, that this Administrative Order shall become effective immediately;
and it isfurther,

ORDERED, that all Administrative Orders regarding electronic filing, as well as,
any subsequent listing of designated eFile case types and the listing of e-Filing vendors
shall be displayed on the Superior Court's web page regarding electronic filing, the
current address of which is http://www.dccourts.gov/efiling; and it is further

ORDERED, that, within forty (40) days of this Administrative Order, lawyers
representing parties in Civil Il cases and who will have cases pending on or after



February 5, 2007, shall contact http://www.casefilexpress.com to be registered to eFile
and eServe, even if they are not going to eFile during the transition period.

SO ORDERED.

BY THE COURT

/s
OCTOBER 23, 2006 Rufus G. King, 111
Chief Judge
Copiesto:
Judges
Magistrate Judges

Executive Officer of the Court
Clerk of the Court

Division Directors

District of Columbia Bar

Daily Washington Law Reporter
Library



ATTACHMENT A



CASE | CASE DESCRIPTION / ACTION CODES EXTENDER How case numbers
TYPE (types of cases within CaseType) After Docket | should look: Year CA
CODE Number docket Number
Extender
CAA Civil I (A) A 2006 CA 001234 A
Toxic Mass Torts
Asbestos
Tobacco
CAB Civil Il (B) B 2006 CA 001234 B
Automobile

Property Damage

Shoplifting

Breach of Contract

Breach of Warranty

Negotiable Instrument

Personal Property

Specific Performance

Conversion

Destruction of Private Prop

Trespass

Abuse of Process

Alienation of Affection

Assault & Battery

Automobile

Deceit (Misrepresentation)

False Accusation

False Arrest

Fraud

Harassment

Invasion of Privacy

Libel and Slander

Malicious Interference

Malicious Prosecution

Negligence




CAM

CAR

CAL

Personal Injury

Wrongful Death

Wrongful Eviction

Accounting

Ejectment

Enforce Mech. Lien

Product Liability

App. to Confirm Arb

Employment Discrimination (non-MPA)
Malpractice (M)
Malpractice Legal

2006 CA 001234 M

Malpractice Medical

Real Property (RP)
Quiet Titile

R(RP)

2006 CA 001234 R(RP)

Real Property

Mortgage Foreclosure

Lis Pendens
Title 47 (RP)

Tax lien Denied

L(RP)

2006 CA 001234 L(RP)

Water lien Denied

Tax lien Consented

Water lien Consented
Eminent Domain (RP)

E(RP)

2006 CA 001234 E(RP)

Collection/Ins Granted (C)
Collection PItf. Consents < 25K

2006 CA 001234 C

Ins/Subrogation PItf Consents < 25K

Collection > 25K

Ins/Subrogation > 25K

Motion/App. to Confirm Arb. Awd - Coll

Motion/App. To Vacate/Modify Arb. Awd -
Coll

Collection/Ins Denied (D)

2006 CA 001234 D

A16 - Collection Consent Den. < 25K

Collection Consent Denied > 25K

Ins/Subrogation > 25K Consent Denied

D26 - Ins/Subrogation < 25k Consent

Naniand




CAP

Denied

Merit Personnel Act (P)MPA (P)MPA 2006 CA 001234 P(MPA)
Merit Personnel Act (OEA)

Merit Personnel Act (OHR)
Other Administrative Reviews (O) 2006 CA 001234 O

Police Disability Review (OHS)

Dangerous Animal Control

Insanitary Condemnation Appeal

NOTES:

10
11
12
13
14
15
16

Case number formatting for each case
type will display only the first two letters of
the case code between the year and the 6

digit docket number;

the third letter will display as an extension
ie, Civil Action Branch cases (CAB) will
display: 2005 CA 000123 B

If you do not see your case type, please
call CaseFileExpress.

If your case is sealed in its entirety, please
call CaseFileXpress.




ATTACHMENT B



SUPERIOR COURT OF THE DISTRICT OF COLUMBIA

Civil Division
PLAINTIFF
Plaintiffs,
: year CA 772?722 ?*
V. : Calendar
: Judge
DEFENDANT
eFiled Case
Defendants.

CONSENT NOTICE OF EFILED CASE

All parties represented in this case by counsel agree to eFile and eServe. Each has
registered with CaseFileX press’ and has designated each other and thejudge as a

recipient of service on court fillings.

Those to be eServed are as follows:
Paintiff Lead Counsel:
Name
Address
Telephone
Bar Number
Email Address
Other plaintiff’s counsel to be eServed (if any)
Name
Address
Telephone
Bar Number

Email Address

! Docket numbers to be displayed in format of year CA 6 digit number and case type extender.
http://www.dccourts.gov/efiling
2 http://www.casefilexpr ess.com



Defendant X’ s Lead Counsel:
Name
Address
Telephone
Bar Number
Email Address
Other counsel for defendant X to be eServed (if any)
Name
Address
Telephone
Bar Number
Email Address
Pro Se Party (if any) to be served by first-class mail at:
Name
Address

Telephone

Respectfully Submitted

Copiesfiled and served electronically through eFiling for Courts:
Name/Party
Copies served upon the following pro se party as specified:

Name

Address
(By first class mail)



ATTACHMENT C



SUPERIOR COURT OF THE DISTRICT OF COLUMBIA
ADMINISTRATIVE ORDER 05-04

(eFiling With 1J1 S Implementation)

WHEREAS, the District of Columbia Family Court Act of 2001, (FCA), D.C.
Code 811-1104, required the Superior Court to implement a comprehensive integrated
case management system; and

WHEREAS, after competitive bidding, BearingPoint was chosen as the
contractor for development and installation of the Integrated Justice Information System,
or 1JS; and

WHEREAS, as both the docket and case files will be maintained electronically
through the case management software, CourtView, developed by MAXIMUS and
implemented with [JIS, CourtView is being implemented in each component of the
Superior Court as the official docket and case file; and

WHEREAS, electronic filing (eFiling) is an essential aspect of 1JIS, so that
filings can be transmitted to the court and documents and data received into the case
management system more effectively, timely and accurately and to provide the public
and the legal community with easy and inexpensive access to the Court, €l ectronic filing
will be implemented in all divisions and branches of the Superior Court where
technologically feasible and consistent with legal requirements; and

WHEREAS, with the end of the successful eFiling project for Civil | cases and
the implementation of 1JI1S in the Spring of 2005, mandatory eFiling in Civil | cases will
continue with different vendors under this Administrative Order or other Orders and court
rules issued to implement eFiling court-wide; and

WHEREAS, interim procedures are necessary to govern eFiling, to provide for
additional case and filing types to be added to eFiling and for any change in technology
and vendors,

NOW, THEREFORE, it is hereby,

ORDERED, that the following procedures shall be followed for submitting
documents electronically for filing:

EF Rule 1. Definitions.
The following terms in this Order shall be defined as follows:

a. eFiling — Electronic transmission of data or an original document to the Court via
the Vendor's system. An eFile consists of data, a document, and/or an image.



b. EService— Electronic transmission of an original document to all other designated
recipients viathe Vendor's system. Upon the completion of any transmission to
the Vendor's system, a certified receipt shall be issued to the sender
acknowledging receipt by the Vendor system.

c. EDocument — An electronic file of aword processing document that contains
almost exclusively text. Thisincludes the completion of eForms for case
initiation.

d. Elmage— An electronic file of a document that has been scanned or converted to
agraphical or image format.

e. Vendor — The entities with which the court has contracted to provide the
electronic highway for the electronic filing of documentsinto the court’s case
management system and the eService of filings on the represented parties and the
parties appearing pro se who have voluntarily subscribed to the service.

EF Rule 2. Electronic Filing

As of the effective date of this Order, al filings (including authorized eFile pleadings)
submitted in designated eFile case types by parties represented by counsel shall be filed
electronically through the court’ s authorized Vendor system. For cases pending prior to
the commencement date of eFiling in anewly designated eFile case type, all documents
shall be eFiled on the date specified when the case typeis designated as an eFiled case
type. The Clerk, or other officer of the Court, shall not accept or file any document in
paper form in mandatory efFile cases from litigants represented by counsel. Pleadings
initiating a case may be filed electronically once notice is given that case initiation may
proceed through the court’ s authorized eFile system.

EF Rule 3. Designation of Electronic Filing Cases.

The Court hereby continues the designation of al Civil | cases as mandatory eFile cases.
Upon receipt of any order designating a case asa Civil | case or any order designating
any other type case an eFile case, parties to an assigned case, who are represented by
counsel, shall promptly take stepsto allow their counsel to file, serve, receive, review and
retrieve copies of the pleadings, orders, and other documents filed in the case(s)
electronically by a subscription agreement with the Superior Court’ s authorized
Vendor(s). By definition, partiesfiling electronically or receiving electronic service of
any documents filed must become participants in the Vendor's system.

EF Rule4. Assignment by the Vendor of Personal |dentification Numbers.

Upon receipt by the Vendor of a properly executed eFile Subscriber Agreement, the
Vendor shall assign to the party's designated representative(s) a confidential Personal

| dentification Number (PIN) that must be used to file, serve, receive, review, and retrieve
electronically filed pleadings, orders, and other documents filed in the assigned case.
Each person who is filing documents should have his or her own PIN number. No PIN
holder shall knowingly authorize or permit his or her PIN to be used by anyone else.



EF Rule 5. Maintenance of Original Document

Unless otherwise ordered by the Court, an original of all documentsfiled electronically,
including original signatures, shall be maintained by the party filing the document and
shall be made available, upon reasonable notice, for inspection by other counsel or the
Court. From time to time, it may be necessary to provide the Court with a hard copy of an
electronically filed document.

EF Rule6. Timefor Filing and Effect of Use of eFile

Any document filed electronically shall be considered as filed with the Superior Court
when it is submitted for eFiling to the Vendor and transmission is compl eted ("authorized
date and time"). Any document filed after 11:59 p.m. EST shall be deemed to have been
filed on the next court day. The Vendor is hereby appointed the agent of the Clerk of
Superior Court as to the electronic filing and service of any filing in eFile. Upon receipt
of afiling, the Vendor shall issue a confirmation that the filing has been received. The
confirmation shall serve as proof that the filing has been filed. A filer will receive
subsequent notification from the Superior Court’s Clerk’ s Office that the filing has been
accepted or rejected by the Clerk’s office for docketing and filing into the Superior
Court’ s case management system (CourtView).

If the electronic filing is not filed because of afailure to process it through no fault of the
sending party, the Court may enter an order permitting the document to be filed nunc pro
tunc to the date it was sent electronically, aslong asit isfiled within ten (10) days of the

attempted transmission.

EF Rule 7. System or User Filing Errors

If the electronic filing is not filed with the Court because of (1) an error in the
transmission of the document to the Vendor which was unknown to the sending party, or
(2) afailureto process the electronic filing when received by the Vendor, the Court may
enter an order permitting the document to be filed nunc pro tunc to the date it was sent
electronically, aslong asit is received by the court within ten (10) days of the attempted
transmission.

EF Rule 8. Form of Documents Electronically Filed.

a. Format of Electronically Filed Documents. All electronically filed pleadings
shall, to the extent practicable, be formatted in accordance with the applicable
rules governing formatting of paper pleadings, and in such other format as the
Court may require from time to time.

b. Representations by Using a Typographical Sgnature. Every pleading, document,
and instrument filed in the eFile system shall be deemed to have been signed by
the attorney or declarant and shall bear afacsimile or typographical signature of
such person, along with the typographical signature of such person, along with the
typed name, address, telephone number, and Bar number of a signing attorney.
Typographical signatures shall be treated as persona signatures for al purposes
under the Superior Court rules, including Superior Court Civil Rule 11.
Typographica signature means atyped or imaged signature.



c. Electronic Title of Pleadings, Filings and other Documents. The electronic title of
each electronically filed document, shall include:

1. Name and number of the case,

2. Party or partiesfiling the paper,

3. Nature of the paper,

4. Party or parties against whom relief, if any, is sought, and
5

. Nature of the relief sought (e.g., "John Doe, et a.'s Motion to Compel
Discovery and for Sanctions against Jm Smith.")

EF Rule 9. Electronic Service of Filingsand Other Documents.

All parties shall make service upon other parties who are represented by counsel
electronically through the eFile system. Parties, or their designated counsel, shall receive
all documents eFiled and eServed upon them via access to the Vendor's system, unless
exempted by court order, in which case service shall be accomplished in accordance with
Superior Court rules.

a. Service of Original Complaint and related documents. After filing the original
complaint, electronically or otherwise, service upon partiesis the responsibility of
the filer and must be accomplished traditionally, in accordance with the Superior
Court Civil Rules. Proof of service shall befiled electronically.

b. Effect of Electronic Service of Subsequent Filings. The electronic service of a
subsequent pleading, filing or other document in eFile shall be considered as valid
and effective service on all parties and shall have the same legal effect asan
original paper document served under current rules. Pro Se parties who have not
subscribed to the Vendor shall be served in accordance with the applicable
Superior Court rules.

c. Serviceon Parties; Time to Respond or Act. eService shall be deemed complete at
the time a document has been received by the Vendor's system as reflected by the
authorized date and time appearing on the electronic transmittal. Effective with
the commencement date of electronic filing, any period of notice or any right or
duty to do any act or make any response within any period or on a date certain
after the service of the document, which time period or date is prescribed by
statute or rule of court, shall be strictly governed by the applicable rules of the
Superior Court.

d. If electronic service on a party does not occur because of (1) inaccessibility to the
Vendor's system; (2) an error in the transmission of the document to a party which
error was unknown to the serving party or the Vendor, (3) afailure to process the
electronic filing for service when received by the Vendor, or (4) the party was
erroneously excluded from the service list, the party to be served may, absent
extraordinary circumstances, be entitled to an order extending the date for any



response or the period within which any right, duty or other act must be
performed.

EF Rule 10. Conventional Filing of Documents.

Notwithstanding the foregoing, the following types of documents may be filed
conventionally and need not be filed electronically, unless expressly required by the
Court:

a. Documents filed under seal. A motion to file documents under seal shall befiled
and served electronically. However, the documents to be filed under seal shall be
filed in paper form unless otherwise directed by the court.

b. Exhibitsand real objects. Exhibits to declarations or other documents that are real
objects (e.g. x-ray film or vehicle bumper) or which otherwise may not be
comprehensibly viewed in an electronic format may be filed and served
conventionally in paper form.

c. Courtesy Copies. Unless specifically requested by the Court, paper courtesy
copies of documents filed electronically need not be delivered to the Court.

d. Pro SeParties. All filings by parties appearing pro se may be filed and served
conventionally in paper form, unless the party choosesto file and serve
electronically, in which case the party may do so through the Vendor.

EF Rule 11. Collection of Feesfor Instruments Requiring Fee Payment.

a.  Any instrument requiring payment of afiling fee to the Clerk of the Court in order
to achieve valid filing status shall be filed electronically in the same manner as
any other eFile document.

b. The Vendor, limited agent for the Superior Court of the District of Columbia, will
collect filing fees from the Subscriber.

c. Feescharged by the Vendor to eFile Subscribers for access to and electronic
transmission of a document are solely the property of the Vendor and arein
addition to any charges associated with required filing fees of the Superior Court.

d. TheVendor will transmit all filing fees electronically to the Court's bank account
and will electronically provide the Civil Finance Office a detailed breakdown
(case number, type of transaction, partiesin escrow deposits) for each deposit.

EF Rule 12. Electronic Filing and Service of Ordersand Other Papers.
The Court may issue, file, and serve notices, orders, and other documents electronically,
subject to the provisions of this Order and court rules.

EF Rule 13. Public Access Terminal.

The public can view and print electronically filed documents on a Public Access
Terminal located in the Clerk's Office of each Court or Division using eFiling. Users
shall be charged for printed copies of documents at rates established by the Court;



and it isfurther,

ORDERED, that Administrative Order 01-06 is rescinded effective May 17,
2005, at 5:00 p.m.; and it is further,

ORDERED, that al Administrative Orders regarding electronic filing, as well as,
any subsequent listing of designated eFile case types and the listing of e-Filing vendors
shall be displayed on the Superior Court’s web page regarding electronic filing, the
current address of which is https://www.dccourts.gov/efiling; and it is further

ORDERED, that this Administrative Order shall become effective immediately;
and it isfurther,

ORDERED, that the efilers contact the vendor(s) listed at
https://www.dccourts.gov/efiling to become a Subscriber; and it is further,

ORDERED, that eFiling in Civil | cases will commence with CaseFileXpress,
with BearingPoint’ s eFiling for Courts, as of May 17, 2005, at 5:01, p.m.

SO ORDERED.

BY THE COURT

/s
May 17, 2005 Rufus G. King, I
Chief Judge
Copiesto:
Judges
Magistrate Judges

Executive Officer of the Court
Clerk of the Court

Division Directors

District of Columbia Bar

Daily Washington Law Reporter
Library



