
Which party do you 
represent

Defendant/
Respondent

Non Defendant/
Non Respondent

What is your role

What is your role

Pro Hac Vice

Co Counsel

New Lead Counsel

Lead Counsel

Lead Counsel

Co Counsel

Pro Hac Vice

Counsel of Record must file a Motion for Pro Hac Vice
Participation in the case for the pro hac vice attorney.

Docket a Notice of Appearance (DOJ Attorneys) being
sure to UNCHECK the “Lead” box and DO NOT select
the lead attorney on the screen that follows.

Docket a Notice of Substitution (DOJ Attorneys) being
sure to LEAVE the “Lead” box checked.

Docket a Notice of Appearance (DOJ Attorneys) being
sure to LEAVE the “Lead” box checked.

Lead Counsel is based on the signatory of the initial
pleading. If your intent is to replace the current lead
attorney, you must docket a Motion for Substitution
of Counsel.

Docket a Notice of Appearance (NON DOJ
ATTORNEYS) being sure to UNCHECK the “Lead” box.

Counsel of Record must file a Motion for Pro Hac Vice
Participation in the case for the pro hac vice attorney.

Withdrawal
If you are lead counsel, you must file a Motion to
Withdraw. If you are an active attorney in a case, you
may file a Notice of Withdrawal as Attorney.

Withdrawal
If you are lead counsel, you must file a Motion to
Withdraw. If you are an active attorney in a case, you
may file a Notice of Withdrawal as Attorney.

If the motion is granted, pro hac vice counsel must request attorney
admissions/e filing privileges via PACER, being sure to check the correct
fee acknowledgment re: fee/waived fee. Upon approval, pro hac vice
counsel must file a Notice of Appearance (Pro Hac Vice – Fee Pay) or (Pro
Hac Vice – Fee Waived), based on the judge’s order. Uncheck the “Lead “
box, and if necessary, pay the filing fee and continue until the entry is
complete.

Initial appearance only

Do not continue with this
event
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Court of Federal Claims
Appearance Procedures

Rule 83.1(b)(2),
(b)(3), and (b)(4)

https://www.uscfc.uscourts.gov/rules

