STATE OF CONNECTICUT

SUPREME COURT
APPELLATE COURT

Procedures and Technical Standards for Appellate E-Filing

1. General Provisions

a.

Scope/Authority — These Procedures and Technical Standards for Appellate E-
filing have been issued by the Chief Clerk of the Supreme and Appellate Courts,
to become effective on April 9, 2019. They apply to electronic services offered by
the Judicial Branch for appellate filings only. These provisions do not apply to
incarcerated self-represented parties at this time or filers who have been granted
an exclusion from e-filing requirements.

Technical/System Requirements and Security —

i. The hardware and software requirements for participation in appellate E-
filing are set forth in the E-Services Procedures and Technical Standards,
section IB, available at: http://www.jud.ct.gov/external/super/E-services/e-

standards.pdf

Enrollment and Passwords —

i. The procedures to enroll in E-Services and to obtain a secure password
are set forth in the E-Services Procedures and Technical Standards,
section IC1, available at: http://www.jud.ct.gov/external/super/E-
services/e-standards.pdf. Note that an email verification notice is not
required and will not be sent for appellate e-filing.

ii. Incarcerated self-represented parties cannot file appellate documents
electronically at this time.

Obtaining an Exemption — The procedures to request an exemption from
electronic services requirements are set forth in the E-Services Procedures and
Technical Standards, section ID, available at:
http://www.jud.ct.gov/external/super/E-services/e-standards. pdf

Signatures
i. The following applies to documents filed by attorneys:

1. A document that is submitted electronically through the appellate
e-filing system must be signed by the attorney submitting the
document as follows:

a. For any document electronically filed in the e-filing system,

entry in the e-filing system of the individual juris number of
the attorney who electronically filed the document will
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constitute the signature of the attorney for the purposes of
Section 60-7 and Section 62-7(b) of the Practice Book.

b. Documents signed in accordance with this section will have
the same validity and status as a paper document that was
signed or verified by the attorney.

The following applies to documents filed by self-represented parties:

1. A document that is submitted electronically through the
appellate e-filing system must be signed by the self-
represented party submitting the document as follows:

a. For any documents electronically filed in the e-filing system,
entry in the e-filing system of the user login id number of
the self-represented party who electronically filed the
document will constitute the signature for the purposes of
Section 60-7 and Section 62-7(b) of the Practice Book.

b. Documents signed in accordance with this section will have
the same validity and status as a paper document that was
signed by the self-represented party.

c. Self-represented parties may not share an E-Services
account. An E-services account is for individual use only.

The following applies to documents issued by the Supreme Court, the
Chief Justice of the Supreme Court or a Justice of the Supreme Court, the
Appellate Court, the Chief Judge of the Appellate Court, or a Judge of the
Appellate Court, or to any notice, order, decision, execution, process or
other document issued by the chief clerk, deputy chief clerk, assistant
clerk, temporary assistant clerk, paralegal/caseflow coordinator, paralegal
or administrative clerk for the Supreme and Appellate courts:

1. A document issued by the Supreme Court, the Chief Justice of
the Supreme Court or a Justice of the Supreme Court, the
Appellate Court, the Chief Judge of the Appellate Court or a
Judge the Appellate Court, including any notice, order, judgment,
decision, decree, memorandum, ruling, opinion, mittimus or
similar document, may be signed or verified by the electronic
entry of the name of the signing authority on the signature line of
the notice, order, judgment, decision, decree, memorandum,
ruling, opinion, mittimus or similar document.

2. A document, including any notice, order, decision, execution,
process or other document, issued by the chief clerk, deputy chief
clerk, assistant clerk, temporary assistant clerk,
paralegal/caseflow coordinator, paralegal or administrative clerk
for the Supreme and Appellate courts under sections 51-52, 51-
52a or any other section that authorizes the issuance of
documents by the chief clerk, deputy chief clerk, assistant clerk,
temporary assistant clerk, paralegal/caseflow coordinator,
paralegal or administrative clerk for the Supreme and Appellate
courts may be signed or verified by the electronic entry of the
name of the signing authority on the signature line of the notice,
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f.

g.

h.

order, decision, execution, process or other document, and the
electronic entry of the name of the person logged in to the
computer, which cannot be changed by the user of the computer,
and must be the name of the signer of the document. No
transactions can be processed by a user under another person’s
name.

3. Documents signed in accordance with this section will have the
same validity and status as a paper document that was signed or
verified by the Supreme Court, Chief Justice of the Supreme
Court or a Justice of the Supreme Court, the Appellate Court, the
Chief Judge of the Appellate Court or a Judge of the Appellate
Court, a chief clerk, deputy chief clerk, assistant clerk, temporary
assistant clerk, paralegal/caseflow coordinator, paralegal or
administrative clerk for the Supreme and Appellate courts.

Payment

1. Attorneys and law firms — Payment of court fees and any applicable service
fees by credit card or by electronic check must be made at the time of filing. Filers
are required, as part of the payment process, to certify that, by entering the bank
account and routing number or by entering the credit card account information
and submitting the payment, they are authorized to permit the Connecticut
Judicial Branch to debit or charge the account for the amount(s) indicated.

2. Self-represented Parties — Payment of court fees and any applicable service
fees by credit card or by electronic check must be made at the time of filing. Filers
are required, as part of the payment process, to certify that, by entering the bank
account and routing number or by entering the credit card account information
and submitting the payment, they are authorized to permit the Connecticut
Judicial Branch to debit or charge the account for the amount(s) indicated.

Official appellate file

For all e-filable appeals that were initiated as a paper file prior to January 1, 2016,
the paper file is the official file. For all e-filable appeals that were initiated on or
after January 1, 2016, the electronic file is the official court file. The electronic
image that resides in the court’s electronic filing database, whether filed
electronically or filed in paper format and scanned into an electronic image and
placed in the electronic file by the appellate clerk, will be deemed to be the
original.

Notices from the Court

Effective July 1, 2019, official notices in Supreme and Appellate Court
matters will be delivered only electronically to the E-Services Inbox to
attorneys, law firms and self-represented parties who have an E-Services
account and have filed an appellate access form (JD-AC-015) when
required by Practice Book Section 60-7 (c). Paper notices via U.S. mail will
continue to be issued for attorneys and self-represented parties who are
excluded or exempt from the requirements of e-filing and for notification of
matters listed on the Appellate Court's Motion Calendar. Post card notices
for the dockets and the assignments of cases will no longer be provided.
The electronic posting on the Judicial Branch website shall be the official
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notice of the dockets and the assignments. See Practice Book Sections
69-1 and 69-3.

You may subscribe to e-mail updates for Supreme and Appellate Court
cases by finding an appeal in case look-up, and clicking on the link "To
receive an email when there is activity on this case" in the Appeal Case
Information section of the Appeal's Case Detail Page. You will receive a
subscription request confirmation e-mail notification at the e-mail address
that you enter. You must click on a link in that e-mail notification to
activate your subscription.

Once you have activated your subscription, you will receive e-mail updates
when there is activity on the case. Please be aware that you will stop
receiving updates if the case becomes sealed or protected pursuant to a
court order or statute.

Please note that subscribing to e-mail updates is different from
electronic notice. Once you have activated your subscription, you will
receive e-mail updates that have occurred on the subscribed case once
per day only, after the close of business. For example, if four documents
are filed in a case on one day, the e-mail update would only contain a
single statement that "an action has occurred on this case.” You will not
receive an e-mail update unless an activity occurs on a case.

i. System Availability

J.

K.

Appellate e-filing services are available in accordance with the procedures set
forth in the E-Services Procedures and Technical Standards, section H, available
at http://www.jud.ct.gov/external/super/E-services/e-standards. pdf

Retention and Destruction of Files and Records

The Practice Book provisions concerning the retention and destruction of court
files are applicable to electronic files and records.

Modifications to standards and procedures

The Judicial Branch reserves the right to add to, modify, or delete any section of
these procedures and technical standards for appellate e-filing, including but not
limited to the electronic transactions, at any time without notice. Additionally,
these procedures and technical standards for appellate e-filing will be updated as
necessary to incorporate any changes or additions to the available electronic
services. It is, therefore, suggested that attorneys and law firms review these
procedures and technical standards periodically. Accessing electronic services
after any additions, modifications, or deletions have been made will constitute the
acceptance of such changes on the part of the user.

Privacy Policy

The Judicial Branch has posted a PRIVACY POLICY which should be reviewed.

Practice Book section 4-7 prohibits filing documents that contain personal
identifying information with the court. Anyone filing documents and
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attachments with the court in civil, family, housing or small claims matters
is required to omit, remove (redact), or black-out personal identifying
information before filing any document unless the information is required
by law or court order. Personal identifying information includes a person’s
date of birth, mother’s maiden name, Social Security number, motor
vehicle operator’s license number, or any financial account number,
security code or personal identification number (PIN).

The clerk does not review documents for personal identifying information.
Counsel and self-represented parties are reminded to review and redact all
documents and attachments before filing them with the courts to prevent
the disclosure of personal identifying information. Not doing so may result
in penalties or sanctions being ordered by the court or in the personal
liability of the filer.

. Proprietary Rights

The State of Connecticut Judicial Branch web site is owned and operated by the
Branch. All contents of the site, including but not limited to intellectual property,
text, graphics, and other images, are the property of the Branch and are protected
by U.S. copyright laws.

2. Appellate Electronic Filing (e-filing) —Appeals, Motions, Petitions and other
Documents

a. Scope —The following procedures are established by the Administrative Justice

C.

for the Appellate System for the filing of appeals, applications, motions or other
documents by electronic means through the appellate e-filing system.

Mandatory Appellate Electronic Filing and Exclusions and Exemptions — It is
mandatory for attorneys, law firms and self-represented parties without an
exemption from electronic services requirements to file electronically all appeals,
applications, motions and documents. Incarcerated self-represented parties are
excluded from the requirement of appellate electronic filing at this time. All
nonexempt self-represented parties in family matters, child protection matters,
matters involving protected information, and in all other matters in which the self-
represented party's user identification number has not already been provided
must submit an Appellate Electronic Access Form (JD-AC-015). If an Appellate
Electronic Access Form is required, it shall be filed within ten days of filing the
appeal. The failure to file this form may result in the imposition of sanctions under
Section 85-1, which may include the dismissal of the appeal.

Document destruction and retention by the Appellate Clerk —

i. Any document that is properly filed with the appellate clerk in paper format
on or after January 1, 2016 for a file that is electronic will be scanned by
the clerk into an electronic image, and placed in the electronic file. Any
original paper document which has been scanned into an electronic file
will be destroyed unless the filer includes with the paper document at the
time of filing a self-addressed, postage prepaid, return envelope.

ii. All documents filed with the appellate clerk in paper format prior to
January 1, 2016 shall be retained in that format as part of the court file.
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d. Filing Specific Types of Documents and Document Retention by the Filer —
The requirements in these Procedures and Technical Standards for Appellate E-
filing regarding when a paper document that has been electronically filed must be
retained by the filer do not supersede or alter any other law, court order or policy
requiring the filer to keep the paper document.

Vi.

Case Initiation Documents

1. For appellate matters initiated prior to January 1, 2016, the filer shalll
retain the signed original paper documents throughout the pendency
of the appeal, and any applicable post-appeal motion or petition for
certification period, including the applicable filing and disposition
procedures regarding a petition for certiorari to the United States
Supreme Court. For appellate matters initiated on or after January 1,
2016 signed original paper documents are not required to be retained
by the filer unless excluded or an exemption from the electronic filing
requirements has been granted.

Briefs and appendices — The electronic version of the brief and appendix
must be submitted as separate PDF documents in as few uploads as
possible.

Documents requiring oath/affirmation or returns of service at the time the
appellate matter is filed — Returns of service and documents that require
an oath or affirmation must be signed and fully executed in writing, and
then scanned into an electronic image and filed electronically with the
appellate clerk.

Documents requiring signatures of multiple parties — Documents that
require signatures from multiple parties must be signed and fully executed
in writing, and then scanned into an electronic image and filed
electronically with the appellate clerk. Any parties seeking to join an
appeal must file a joint appeal consent form (JD-SC-35) with the appellate
clerk within ten days of the filing of the appeal.

Documents that have been redacted — If a document has been redacted,
the filer must keep the original unredacted document throughout the
pendency of the appeal, and any applicable post-appeal motion or petition
for certification period, including the applicable filing and disposition
procedures regarding a petition for certiorari to the United States Supreme
Court.

Use of hyperlinks in documents — The Supreme and Appellate Courts
advise filers to refrain from including hyperlinks in all appellate documents
at this time. Documents submitted with hyperlinks will be viewed as the
document text only. The hyperlinked material the filer wants the court to
review should be included in an appendix or attached as a supporting
document to the filing.

e. Filing Date/Confirmation of Filing — An electronically transmitted document
shall be deemed filed when it is received by the appellate clerk’s office during the
normal hours of operation of the office. A document that is received outside of the
normal business hours, including a day on which the appellate clerk’s office is
closed, shall be deemed filed on the next business day upon which such office is
open. The time that a document is submitted and the time that such document is
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filed shall be recorded in the electronic filing database and shall be directly
associated with the specific document. Confirmation of the date and time of an
electronic transaction and of the filing date of the document filed electronically
shall be transmitted electronically to the filer. It is recommended that the filer of
the document print out or electronically copy and retain such confirmation
throughout the pendency of the action, any appeal period, and any applicable
appellate process.

Corrective Measures in E-Filing - The Office of the Appellate Clerk has the
authority to return documents not in compliance with the Rules of Appellate
Procedure pursuant to Practice Book Section 62-7, or where a technical problem
(i.e. readability and/or legibility errors) exists with an e-filed document. A
document that is returned is not removed from the file. It will remain viewable, but
is not available for ruling.

Failure to comply with standards and procedures as required — If any

document is filed on paper but should have been filed electronically, the appellate
clerk shall not file the document and shall reject the document.
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