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This manual has been assembled by the 
Clerk’s Office to help guide attorneys 
through the process of filing complaints 
and petitions electronically in CM/ECF 
and with the electronic submission of the 
required filing fees.   
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Effective August 3, 2015, plaintiffs/petitioners not appearing pro se may file 
complaints/petitions electronically in compliance with Appendix E/Supplement to Appendix B 
of the court’s rules.   
 
Before filing a complaint/petition electronically, please note the following:    
 

1. Any motion or document associated with a complaint/petition (e.g., motion to seal 
document, notice of directly related case(s), motion for preliminary injunction, notice 
of intent to file) should be filed as an attachment to the complaint/petition.  DO NOT 
file any motions, notices, or documents as separate entries. 
 

2. For voluminous attachments to complaints/petitions, see paragraph 9 of 
Appendix E/paragraph 9 of Supplement to Appendix B.   

 
3. A Filing User, as defined in Appendix E, may satisfy the signature requirement of 

RCFC 11(a) by typing an “s/[name of Filing User]” in the space where the signature 
would otherwise appear or by scanning a document containing a written signature.  
DO NOT use digital signatures. 

 

Please follow the instructions below to file a complaint/petition electronically. 
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You have successfully filed your complaint/petition and paid the required filing fee.  If submitted 
on a Saturday, Sunday, or legal holiday as defined in RCFC 6, your complaint will be deemed 
filed on the next day that is not a Saturday, Sunday, or legal holiday.  Otherwise, your 
complaint/petition will be deemed filed on the date submitted in CM/ECF.   
 

The court will assign a case number and a judicial officer during Clerk’s Office business hours as 
defined in RCFC 77.1.  You will receive a Notice of Electronic Filing once your 
complaint/petition has been processed. 


