








INMATE ELECTRONIC FILING PROJECT
FREQUENTLY ASKED QUESTIONS

1. Who will scan documents?  The law librarian will scan all documents.

2. When will documents be scanned?  Documents will be scanned and emailed to the
court within 24 hours of receipt by the law librarian (weekends and holidays excluded).

3. Is the document considered ‘filed’ when it is scanned?  The document will be
considered “received” by the court once it is scanned.  It will be filed and docketed within
the normal time frames established by the Clerk of Court.

4. How will an inmate know that a document has been filed with the court?  The law
librarian will return the first page of the file-stamped document to you with your original
document within 24 hours after the law librarian receives the file-stamped document.
(weekends and holidays excluded).

5. Will the inmate get a copy of the document after filing?  Your original document will
be returned to you together with a copy of the file-stamped first page.

6. Should the inmate keep the original document?  Yes, you should keep your original
document for your use throughout the case.

7. What if the inmate loses the original?  The inmate may request a copy of the original
document from the court at his expense.  Copies will not be provided free of charge from
the Clerk of Court or from the law librarian.  

8. Does the inmate have to pay for scanning?  No, the inmate will not be charged for
scanning documents to be filed with the court.  The issue of scanning documents for
delivery to other agencies (i.e. discovery documents to the Office of the Attorney
General) is not addressed in this pilot program.

9. How will initial service of the complaint be accomplished?  The complaint will be 
served via traditional service as directed by the Court.

10. How will the Deputy AG receive a copies of documents?  The AG will receive a copy
of each document by email via the CM/ECF program after it is filed by the Court Clerk

11. Does the inmate still need to mail a copy to the Deputy AG?  No, after the Court
issues an order regarding service of the complaint, the AG will receive a copy of the
document by email after it is filed by the Court Clerk.
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12. What should the inmate do if a party is not able to receive electronic filing?  If a
party is not a registered user of the court’s electronic filing system, then the inmate must
continue to make a copy and mail a copy to that party.

13. Does the inmate have to pay for copies?  Yes, if an inmate requests an additional copy
for himself or if the inmate request copies for any parties that must be served by mail (i.e.
non-registered users).

14. How will this save money?  This program will save money for the inmate, NDOC, the
Office and the Attorney General by not requiring additional copies to be made and
reducing the need for postage costs.

15. How will this save time?  This process will eliminate delays caused by utilizing the U.S.
Mail.

16. How will the inmate receive documents from the Office of the Attorney General or
other registered users?  Documents will be electronically filed and a copy will be
emailed to NNCC.  The law librarian will print out a copy of the document and arrange
for delivery to the inmate within 24 hours (weekends and holidays excluded).

17. How will the inmate receive documents from the Court?  Documents will be
electronically filed and a copy will be emailed to NNCC.  The Law Librarian will print
out a copy of the document and arrange for delivery to the inmate within 24 hours
(weekends and holidays excluded).

18. How will the inmate receive documents from other registered users (i.e. law firms or
other agencies)?  Documents will be electronically filed and a copy will be emailed to
NNCC.  The law librarian will print out a copy of the document and arrange for delivery
to the inmate within 24 hours (weekends and holidays excluded).

19. How will the inmate receive documents from non-registered users?  Documents from
non-registered users will continue to be transmitted via U.S. Mail.

20. How will confidentiality of documents be addressed?  Documents will be delivered to
the law librarian and returned from the law librarian in a manilla envelope.

22. What if the scanner breaks down?  If the scanner becomes inoperable for more than a
24 hour period (weekends and holidays excluded), the law librarian will notify the court
of the delay.  If the scanner remains inoperable the court may elect to accept mailed
documents until the scanner can be repaired.   

23. How should large documents be scanned?  Large documents should be scanned in
groups of 50 pages each and named as XXX 1, XXX 2, XXX 3, etc.
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24. How does an inmate file more than one document at one time?  Separate documents
that are meant to be filed separately should not be scanned as one pdf.

25. What happens if an inmate is moved to another prison?  The inmate should file a
change of address immediately with the court so that documents can be sent to the inmate
at his new address.  If the facility is set up for e-filing, the inmate will continue to e-file. 
If the facility is not set up for e-filing, the inmate will revert to mailing documents to the
court for filing.  Documents will be accepted for e-filing for cases that originated either in
the northern or southern divisions of the federal court.  The inmate must file a notice of
change of address with the court pursuant to Local Special Rule 2-2.  Failure to file a
notice of change of address may result in dismissal of the action with prejudice.

When the court sends an order or other correspondence to an inmate who is no longer
housed that at that particular prison, the librarian shall print the Notice of Electronic
Filing (NEF) and write “return to sender” and the general status of the inmate, i.e.
“paroled,” “moved to another facility,” etc.  The librarian shall then scan in the NEF and
email the NEF page to the court for filing.  Returned NEF alone is not adequate
notification to discontinue service on the inmate by the court.  Therefore, the librarian
might expect to receive several documents from the court before the inmate lodges a
notice of change of address with the court.  The librarian will need to repeat the process
of printing the NEF, making the notation, scanning and emailing back to the court, for
each and every NEF that is delivered to the prison for that inmate until the inmate
changes his address.  A reply email is not sufficient notice.

26. What happens if an inmate refuses delivery?  The document will be returned to the
court with a note reflecting that delivery was refused.

27. Does this program include habeas cases or appeals?  No, electronic filing is only for §
1983 civil rights cases filed in the United States District Court for the District of Nevada.

28. Does the inmate still have to mail discovery ?  Yes, at this time discovery requests and
responses will continue to be mailed.  At some future time, a system may be set up with
the Office of the Nevada Attorney General for the electronic service of discovery.

29. Does an inmate still have to mail his mediation statement?  Yes, mediation statements
are confidential and should only be mailed to chambers, never filed either electronically
or otherwise.

30. Does an imate still have to mail his settlement statement?  Yes, settlement conference
statements are confidential and should only be mailed to chambers, never filed either
electronically or otherwise.

31. What if the inmate is suing the law librarian?  An inmate may file a motion with the
court to file his documents via U.S. Mail if the law librarian is a named defendant in his
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lawsuit.  The court shall exercise its discretion in granting such requests on an individual
basis.

32. Can the inmate or librarian see documents filed under seal?  No, only the court can
see documents filed under seal.  Local Rule 10-5(b) pertains to papers filed under seal.
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E-Filing Procedures between USDC Reno & NNCC
for § 1983 Cases ONLY

1. NNCC law librarian scans in document received from inmate within 24-hours of receipt
(weekends and holidays excluded).

2. Document is automatically deposited from the scanner into an email inbox at USDC
Reno.

3. USDC Reno docket clerk dockets the document on CM/ECF.

4. A copy of the document is sent electronically through CM/ECF to NNCC email inbox.

5. NNCC law librarian will print and return a copy of the first page of the file-stamped
document to the inmate together with his original document.

6. Opposing counsel will obtain a copy of the document through CM/ECF.

7. Opposing counsel will file documents through CM/ECF.  NNCC law librarian will print
and arrange for delivery of documents filed by opposing counsel.

8. Documents will be delivered to the law librarian and returned from the librarian to the
inmate in a manilla envelope.

9. Courtesy copies of large documents no longer need to be provided to chambers unless
otherwise ordered by the court.

10. Confidential settlement and mediation statements from inmates will continue to be
mailed via US mail to chambers.  

11. Discovery documents will continue to be mailed via US mail until such time as the AG
and NNCC develop a system for electronic exchange of those documents.



Proposal: Prisoner E-Filing Project
U.S. District Court for the District of Nevada

______________________________________________________________________________

Purpose

The United States District Court for the District of Nevada, the Nevada Office of the
Attorney General (AG), and the Nevada Department of Corrections (NDOC), specifically the
Northern Nevada Correctional Center (NNCC), would like to participate in a pilot project designed
to reduce the cost of processing court filings by court and NDOC staff for prisoners’ civil rights
cases brought under 42 U.S.C. § 1983.

This proposal, if adopted and properly executed, will significantly reduce the amount of time
spent by court and NDOC staff on prisoner court filings as well as reduce expenditures on paper,
envelopes, copier supplies, and postage for the court, the AG, and NDOC.

Contact information:
Lia Griffin, Operations Manager, U.S. District Court (775) 686-5840

______________________________________________________________________________

Overview

The court implemented mandatory electronic case filing in 2005.  All attorneys who practice
law in the District of Nevada are required to file their documents electronically.

Documents that exist only in paper form must be scanned into PDF.  Scanning a document
into PDF is a physical process very similar to making a photocopy.  Unlike photocopying, however,
a scanner’s output is not paper, but a single computer file that is a PDF format of the original
document.

With very few exceptions, all documents filed with the court are e-filed in the court’s
electronic case filing system, which means that they must first exist in PDF.  All documents filed by
attorneys, the court, and pro se litigants are converted to PDF before being e-filed.  Attorneys are
required to convert their own documents to PDF; the court converts its own documents to PDF.
______________________________________________________________________________

Current Practices: Costly and Labor Intensive

Because pro se prisoners are not granted access to the court’s electronic filing system, they
send all of their paper filings to the court via the U.S. Postal Service.  Since a prisoner cannot have
access to photocopiers or postage supplies, staff of the correctional institution make all of the
required photocopies, affix postage, and mail the document, plus prepare all the copies on behalf of
the prisoner.  Once the court receives the prisoner’s document, clerk’s office staff must scan the
documents so it can be e-filed in CM/ECF.



This is often a very labor intensive process for both the court and correctional facility. 
Prisoner civil rights cases comprise about 21% of the court’s civil caseload.  Thus, 21% of the civil
case load is handled manually by the court and prison staff.
______________________________________________________________________________

Proposed Practices: Money-Saving and Streamlined

The court suggests an improved method of handling prisoner filings, which requires
substantially less staff time by the court and the correctional facility, and will significantly reduce
the consumption of paper, envelopes, supplies, and postage.  NDOC staff will scan prisoner filings
to PDF and e-mail them to the court.  

Discussed below are the relevant facts:

• NNCC will scan prisoner filings to PDF, rather than photocopy.  The U.S. District
Court proposes that the Nevada Chapter of the Federal Bar provide NNCC with one
Hewlett-Packard 9250C Digital Sender (scanner), which costs approximately
$2,800.00 plus tax.  After a successful trial period, the Digital Sender will become
the property of NDOC.

• On-site training will be provided to NNCC staff about the process and procedures for
filing.  Court staff will be available by telephone to answer questions.

• The court will also provide an initial self-inking stamp for correctional staff to stamp
each prisoner pleading after scanning, signifying that it was scanned and e-mailed to
the court at a specific date and time.

• NNCC staff will scan and email the documents to the court within one business day. 
They will return the original documents to the prisoner, and keep a log book of
scanned and emailed documents which the inmate will sign.

• The court will e-file the prisoners’ documents as of the date of the e-mail.  For
prisoner pleadings (not complaints), the attorneys receive service through the notice
of electronic filing generated by CM/ECF.  For those parties who are not registered,
NNCC will mail a copy of the prisoner’s e-filed documents to those non-registered
parties via U.S. Mail.

• The court and NNCC will determine a method by which NNCC staff can be included
in the notices of electronic filing when a document has been filed electronically. 

• The AG will be served electronically with all documents filed by the prisoner, and
NNCC will print all documents filed by the AG and arrange for delivery of those
documents to the prisoner.
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• Pending approval of the District Judges, the court will electronically file all orders
and the NNCC will arrange for delivery of those documents to the prisoner.

______________________________________________________________________________

Conclusion

The court will strive to make every effort to use the most effective and economical methods
and practices for both the personnel and resources of the District Court and the Nevada Department
of Corrections.
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