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OFFICE OF THE DISTRICT CLERK - LOCATIONS AND OFFICE HOURS
A. Inquiries

Please direct court-related inquiries or questions about cases filed in the
Northern District of Texas to the District Clerk's Office in the division where the case
is filed. Clerk’s Office staff can give you case information from the docket sheet or
case file and general information concerning Court rules. However, staff are
forbidden, as a matter of law, from providing legal advice. This means they cannot
interpret or apply Court rules or give advice concerning the best procedures to
accomplish a particular objective. Furthermore, staff cannot calculate a deadline for
you, interpret a judge’s order, or speculate on the outcome of a matter.

The Clerk’s Office also provides useful information 24-hours a day, seven
days a week through its Internet website. The website provides, at no charge, the
Court’s local rules, forms, and publications, judicial biographies, and statistical

information. The website address is www.txnd.uscourts.gov.

Docket sheets and images of Court documents are also available on the
website for a small fee. To access a docket sheet, you must subscribe to the Public
Access to Court Electronic Records (PACER) system. Subscription is free. An
access fee of $.07 per page, as required by the Judicial Conference of the United
States, will be assessed for access to this service. The maximum charge for an
imaged copy of a document obtained from PACER is $2.10. To obtain a PACER
login, contact the PACER Service Center to establish an account. You may call the
PACER Service Center at (800) 676-6856 or register online at

WWW.pacer.psc.uscourts.gov.
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B. Divisional Offices

The Northern District of Texas has seven divisional offices (see Attachment
1). Dallas is the administrative headquarters for the Clerk’s Office. Contact

information for administrative matters is as follows:
Clerk of Court

KarenMitchell ............ ... ... . ... ... (214) 753-2200
1100 Commerce, Room 1452
Dallas, Texas 75242-1003

Chief Deputy
JmBarton ... .. (214) 753-2200

Human Resources Manager

Loretta Robinson ................. (214) 753-2242

Administrative Services Manager

RichardHolt ..................... (214) 753-2205

Systems Manager

TerryMurphy ........ ... oL (214) 753-2223

Quality Assurance Manager

Chris Vagner .................... (214) 753-2161

District Training Administrator
Autumn Yarnell .................. (214) 753-2160

Jury Administrator
GaillO’Neal ..................... (214) 753-2281
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Fach divisional office and the counties served are as follows:

1. Abilene Division: serves Callahan, Eastland, Fisher, Haskell, Howard,
Jones, Mitchell, Nolan, Shackelford, Stephens, Stonewall, Taylor and
Throckmorton counties

Deputy-In-Charge

MarshaElliott .. ........................ (325) 677-6311
341 Pine Street, Room 2008

Abilene, Texas 79601-5928

2. Amarillo Division: serves Armstrong, Brisco, Carson, Castro,
Childress, Collingsworth, Dallam, Deaf Smith, Donley, Gray, Hall, Hansford,
Hartley, Hemphill, Hutchinson, Lipscomb, Moore, Ochiltree, Oldham,

Parmer, Potter, Randall, Roberts, Sherman, Swisher and Wheeler counties

Manager, West Texas Divisions
Lynn Sherman ......................... (806) 324-2352

205 E. Fifth, Room 133
Amarillo, Texas 79101-1559

3. Dallas Division: serves Dallas, Ellis, Hunt, Johnson, Kaufman,

Navarro and Rockwall counties

Court Services Supervisor

DavidSlayton . ................... (214) 753-2192
Docket Workleader
SoniaVanCamp ................. (214) 753-2174

Case Information for Dallas District Judges

Chief Judge FISH(G) ............. (214) 753-2181
Judge FITZWATER D) ........... (214) 753-2180
Judge SOLIS (P) ..o, (214) 753-2183
Judge LINDSAY (L) «.vooevvnn. .. (214) 753-2181

DG
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Judge LYNN(M) ................. (214) 753-2179
Judge GODBEY(N) .............. (214) 753-2199
Judge KINKEADE (K) ............ (214) 753-2199
Senior Judge SANDERS (H) ........ (214) 753-2177
Senior Judge BUCHMEYER (R) .... (214) 753-2176
Other Dallas CasesOnly ........... (214) 753-2186

Case Information for Dallas Magistrate Judges

Judge SANDERSON (AH) ..
Judge KAPLAN(BD) ......
Judge STICKNEY (BF) ... ..
Judge RAMIREZ (BH) .....

Appeals

CivilCases . ..............

Criminal Cases .............

General Information ..............

Records FileRoom ..............

....... (214) 753-2169
....... (214) 753-2165
....... (214) 753-2168
....... (214) 753-2167

....... (214) 753-2173

...... (214) 753-2174
(214) 753-2200 or 2201

....... (214) 753-2196

4. Fort Worth Division: serves Comanche, Erath, Hood, Jack, Palo

Pinto, Parker, Tarrant and Wise counties

Manager. Fort Worth Division

501 West 10th Street, Room 310
Fort Worth, Texas 76102-3673

(817) 850-6600 or 6601
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5. Lubbock Division: serves Bailey, Borden, Cochran, Crosby, Dawson,

Dickens, Floyd, Gaines, Garza, Hale, Hockley, Kent, Lamb, Lubbock, Lynn,

Motley, Scurry, Terry and Yoakum counties

Deputy-In-Charge

Kristy Weinheimer . .....................

1205 Texas Avenue, Room C-221
Lubbock, Texas 79401-4091

(806) 472-7624

6. San Angelo Division: serves Brown, Coke, Coleman, Concho,

Crockett, Glasscock, Irion, Menard, Mills, Reagan, Runnels, Schieicher,

Sterling, Sutton and Tom Green counties

Deputy-In-Charge

BeverlyRoper ............... ... .. .....
33 E. Twohig Street, Room 202

San Angelo, Texas 76903-6451

(325) 655-4506

7. Wichita Falls Division: serves Archer, Baylor, Clay, Cottle, Foard,

Hardeman, King, Knox, Montague, Wichita, Wilbarger and Young counties

Deputy-In-Charge

AllisonTerry ..........cviiviean...
1000 Lamar Street, Room 203

Wichita Falls, Texas 76301-3431

(940) 767-1902
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C. Public Office Hours

The Clerk’s Office is open Monday through Friday, except legal
holidays, during the following hours:

Abilene: 8:30 a.m. to 12:00 noon
1:00 p.m. to 4:30 p.m.

Amarillo: 8:30 a.m. to 12:00 noon
1:00 p.m. to 4:30 p.m.

Dallas: 8:30 a.m. to 4:30 p.m.
Fort Worth: 8:30 am. to 4:30 p.m
Lubbock: 8:30 a.m. to 12:00 noon

1:00 p.m. to 4:30 p.m.

San Angelo: 8:30 a.m. to 12:00 noon
1:00 p.m. to 4:30 p.m.

Wichita Falls: 8:30 a.m. to 12:00 noon
1:00 p.m. to 4:30 p.m.

Drop boxes are located in the first floor lobbies of the Fort Worth and
Wichita Falls divisions. The Dallas, Amarillo, and Lubbock divisions have
outside drop boxes. The hours of availability vary, as detailed on the
following page. Please do not leave any money in a drop box, and please

ensure that your filing is for the District Court before depositing it.

In Dallas, Amarillo, and Lubbock, each drop box has a built-in date
stamp that must be used to show the date and time a document is placed in the
depository. A filer must stamp the back of a document before inserting it

in an envelope and placing it in the box. A filer may also wish to stamp a

060



Working With the U.S. District Clerk’s Office - 2004

copy to retain. If the filer does not date stamp the document as instructed, it
will be considered to have been filed on the day a Deputy Clerk removes it

from the drop box.

In Fort Worth and Wichita Falls, a Deputy Clerk will file any
document deposited in a drop box with the date the document was actually
deposited in the box. A file-stamped copy of a document left in a drop box
between 7:00 a.m. and noon will be ready for pick-up between 3:00 p.m. and
4:30 p.m. on the same business day. A file-stamped copy of a document left
between noon and 6:00 p.m. will be ready for pick-up by 10:00 a.m. the

following business day.

o Hours of Drop Box Location
Division Availability
Amarillo 24-Hours a Day Bottom of the stairs of the main
Seven Days a Week entrance of the J. Marvin Jones
Federal Building, at the corner of]
Fifth & Taylor Streets
Dallas 24-Hours a Day On. the corner of Wood and
Seven Days a Week Griffin Streets
Fort Worth 7:00 a.m. - 6:00 p.m. On the Lamar Street side of
Monday - Friday building, immediately to the
right after passing metal
detectors
Lubbock 24-Hours a Day East entrance of the George
Seven Days a Week Mahon Federal Building on
Buddy Holly Avenue
Wichita Falls 7:00 a.m. - 9:00 p.m. First floor lobby on the north
Monday - Friday side of the main entrance to the
U.S. Post Office Building
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To make arrangement to file a document after hours that cannot be left
in a drop box, please call to speak to a Clerk’s Office supervisor. In most

instances, a judge must approve a request for after-hours filing.

D. Legal Holidays

The District Clerk’s Office will be closed on the following holidays:

New Year's Day Martin Luther King, Jr.'s Birthday
President's Day Memorial Day

Independence Day Labor Day

Columbus Day Veterans Day

Thanksgiving Day Christmas Day

The Clerk’s Office may be closed on other days (such as the day after
Thanksgiving Day) as approved by the Court. Such closures will be posted in each

divisional office and on the Court’s website (www.txnd.uscourts.gov).

1I. GENERAL PROCEDURES
A. Attorneys
1. Admission to Practice in the Northern District of Texas

An attorney seeking admission to practice in the Northern District of Texas
should refer to LR 83.7 and LCrR 57.7. General procedures for admission are

outlined below.
a. Procedure for Taking Oath in the Northern District

An attorney must obtain an Application for Admission to the
Bar of the United States District Court for the Northern District of
Texas (see Attachment 2) from the District Clerk's Office if he or she
will be taking the oath of admission in the Northern District. The

attorney must complete the Application and have it notarized, or obtain

¢ 8
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certification from the District Clerk's Office for a fee of $7.00. Be sure
to list the attorney's name as it will appear on all documents he or she
will be filing with the Court in “item two” on the form. Do not retype
the form.

After completing the Application for Admission, the attorney
must be sworn in to the bar by a district judge, magistrate judge, or
bankruptcy judge in the Northern District. The attorney should make
an appointment to be sworn in through one of the judge’s chambers. If
the attorney is going to take the oath before a magistrate judge or
bankruptcy judge, the attorney must first get the Application for
Admission approved and signed by a district judge. Another
attorney who is currently admitted to practice in the Northern District
must accompany the attorney who is to be sworn in and must be

willing to speak on his/her behalf.

After being sworn in, the attorney must hand-deliver the
Application for Admission and a $75.00 fee to the United States
District Clerk's Office. Make the check payable to "Clerk, U.S. District
Court." The Clerk’s Office will mail a Certificate of Admission to the

attorney within one week.
b. Procedure for Taking Oath in Another District

A nonresident attorney may, with the permission of a district
judge in the Northern District of Texas, have the oath of admission
administered by a district judge or magistrate judge in another district.
To accomplish this, the attorney must obtain the Application for
Admission to the Bar of the United States District Court for the
Northern District of Texas (Oath to be Taken in Another District) from
the Clerk's Office (see Attachment 3). The attorney must complete the
Application, have it notarized, and return it to the District Clerk’s
Office in the appropriate division in the Northern District of Texas. Be

sure to list the attorney's name in “item two’” on the form as it will

¢ g
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appear on all documents he or she will be filing with the Court. Do not

retype the form. Do not send in the $75.00 admission fee.

After a district judge in the Northern District of Texas reviews
the completed application and signs an order allowing the attorney to
be sworn in, the District Clerk's Office will mail out a letter of
instructions, an oath to be taken before a district judge or magistrate
judge in another district, and a certified copy of the order allowing the

attorney to be sworn in.

The applying attorney is responsible for making arrangements
to be sworn in by a judge in another district. The attorney has 90 days
from the date of the order to return the executed oath to the District
Clerk’s Office, together with a check for $75.00 payable to “Clerk,
United States District Court.” Should the executed oath and admission
fee fail to be returned within 90 days, the application is void and it
will be necessary to start the whole process over. On receipt of a
timely submitted oath and fee, the District Clerk’s Office will add the
attorney’s name to the attorney roll and mail a Certificate of

Admission and a packet of information to the attorney.
Taking Oath of Admission for Another District Court

An attorney seeking admission to practice in another district must

follow the admission procedures of that district. If the attorney wants a judge

in the Northern District to administer the oath of admission for the other

district, the attorney may make an appointment through the judge’s chambers

to be sworn in.

3.

Pro Hac Vice Appearances

An attorney not admitted to practice in the Northern District may

represent a party in proceedings in the Northern District only by permission of

the presiding judge (see LR 83.9 and LCrR 57.9). This is known as

“admission pro hac vice.” An exception has been granted for an attorney

s 10 »
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appearing on behalf of the United States or the Attorney General for the State
of Texas (see LR 83.11 and LCrR 57.11).

To seek permission of the presiding judge, the attorney must follow
these steps: (a) complete the court approved pro hac vice form (see
Attachment 4) and (b) submit the form to the Clerk’s Office in the division
where the case is pending along with a $25.00 check payable to “Clerk, U.S.
District Court.” (In the Dallas division, the Clerk’s Office also accepts Visa
and MasterCard.)

The presiding judge will decide whether to grant permission to proceed
pro hac vice. If permission is granted, it will be for one case only. An
attorney must apply, pay the fee, and obtain permission from the presiding
judge for each case in which the attorney wants to represent a party pro hac
vice. An attorney appearing pro hac vice becomes subject to the rules of the

Northern District of Texas.
4, Requirement of Local Counsel

LR 83.10 and LCrR 57.10 require an attorney not residing or
maintaining an office in the Northern District of Texas to designate local
counsel (unless exempt by LR 83.11 or LCtR 57.11). A member of the bar of
the Northern District of Texas who resides or maintains an office in the
division where the suit is pending (or within 50 miles thereof) may serve as
local counsel. Local counsel must be authorized to present and argue the
client’s position at any hearing called by the Court and to perform any duty

required by the local rules of the Northern District of Texas.
5. Certificate of Good Standing

The Certificate of Good Standing verifies that an attorney is a member
in good standing with the U.S. District Court for the Northern District of
Texas. To obtain a Certificate of Good Standing, an attorney must submit a
written request to the District Clerk’s Office that states the attorney's full

name, state bar number, and the date the attorney was admitted to practice in

o 11 o
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the Northern District of Texas, along with a check for $15.00 made payable to
“Clerk, United States District Court.” The Clerk’s Office will mail the

Certificate of Good Standing within one week.
6. Change of Address

An attorney who changes a business name or address must, within
thirty days, file notice of the change with the Clerk’s Office on a Federal
Bar Membership Update form (see LR 83.13 and LCrR 57.13 and
Attachment 5). Failure to comply with this rule will result in court orders and

judgments being sent to the old address.
7. Electronic Noticing

An attorney of record may receive notice of orders and judgments and
other documents filed in a case via e-mail in lieu of receiving paper copies by
mail. There is no charge for this service. The District Clerk’s Office will
send an e-mail notice to each consenting attorney of record upon entry of a
document on the official case docket. Confirmation of notice will

automatically be noted on the docket sheet.

To receive orders and judgments via e-mail, an attorney must: (a) have
a PACER account (see Section 1.A. supra) and (b) execute an authorization
form and return it to the District Clerk’s Office (see Attachment 6). The
Clerk’s Office typically processes such requests within a week of receipt of

the completed form.

o 12 o
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Fees of the United States District Court, Northern District of Texas

Any check for a required fee should be made payable to "Clerk, United States
District Court." For a complete listing of fees charged by the District Court,
please refer to Attachment 7, Fee Schedule.

Request for Reproduction of Documents

1. Photocopies Made by the Clerk’s Office

The District Clerk's Office will copy up to fifteen pages for a fee of
$0.50 per page. The requestor must pay for copies in advance. It is advisable
for the requestor to first review a copy of the Court's docket sheet and identify
all documents that need to be copied (by title and document number) and the

number of pages of each document.
General rules related to copy services are as follows:

a. The Clerk’s Office will immediately process requests made in

person at the Clerk’s Office.

b. The Clerk’s Office will process written requests for copies that
are accompanied by proper payment within 48 hours of receipt

of the request.
c. The Clerk’s Office cannot accept a request by phone.

d. The Dallas division will accept a request by fax. A requester
must complete the Copy Requests via Fax form (see

Attachment 8).

An attorney representing the United States government or its agencies
or appointed pursuant to the Criminal Justice Act plan may obtain free copies
from the Clerk’s Office. An attorney representing a state or county agency

must, however, pay all applicable charges.

¢ 13 o
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2. Copy Service Vendor
The Clerk’s Office has made arrangements with outside copy vendors
in Dallas, Fort Worth, and Amarillo for copy requests that exceed fifteen
pages. When the copy service vendor make copies, the copies may be picked-
up at the Clerk’s Office or at the copy vendor’s office. Also, the copy service
vendor will deliver copies to locations within an established service area for
an additional delivery fee. Contact the Clerk’s Office in the division where
the case file is located for specific information on the outside copy vendor.
3. Self Service Copies
An individual may print copies of imaged documents off a public
terminal in any division of the Clerk’s Office at a cost of $0.10 per page.
Also, the Dallas and Fort Worth offices have coin and card operated copy
machines in their lobbies for use by the public. A person may make copies on
these machines at a cost of $0.25 per page.
4. Certification Requests
a. Certified Copies
The Clerk’s Office assesses a $9.00 fee per document for
certified copies and a $0.50 copy fee for each page. Only the District
Clerk is authorized to make certified copies.
b. Apostille
A person may prepare an Apostille for a country that is a party
to the Hague Convention. See the most recent edition of the
Martindale Hubbell International Law Digest, “Selected International
Conventions” section, for a listing of parties to the Hague Convention

or visit the Hague Conference website at www.hcch.net. The District

Clerk's Office will only execute an Apostille for a document filed in a
case in its custody.

For information concerning any other document to be used in a
foreign country, visit the State Department website —

www.state.gov/m/a/auth/ — and look for the Authentication Division

* 14 o
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under the Bureau of Administration.
5. Transcripts and Depositions

An attorney should request a deposition or trial transcript through the
appropriate court reporter. The Clerk’s Office provides a listing of court

reporters on its website (www.txnd.uscourts.gov) under Records Services,

Procedures for Requesting Transcripts. An example of a transcript order form
can be found in Attachment 9. This is a multi-part form, so do not use the
sample. If a transcript has been filed in a case, you may obtain a copy from
the District Clerk’s Office for the established fee for photocopies.

6. Closed Files

The District Clerk’s Office maintains each closed case file for a
minimum of two years. In most cases, if a case has been closed for more than
two years, the record has been transferred to the Federal Records Center
(FRC) in Fort Worth.

The FRC accepts copy requests by letter or fax. Members of the public
may also visit the FRC to view or copy a file. You must obtain the FRC
accession number, FRC location number, agency box number, case
number, case style, and the city where the court is located before
contacting the FRC. You may obtain this information from the District
Clerk’s Office where the case was closed.

To schedule an appointment to view or copy a closed file, contact the
FRC at the following address or telephone number.

Federal Records Center
501 Felix

Fort Worth, Texas 76115
(817) 334-5515

You may request that a closed file or docket sheet be delivered from
the FRC to one of the divisional offices for viewing or copying in that office.
There is a $45.00 retrieval fee per file or docket sheet for this service. Any
copying charges incurred are in addition to the $45.00 retrieval fee. See

Attachment 10 for more information on FRC services.
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HI.

COMMENCEMENT OF A CIVIL ACTION

A civil case is initiated by filing a complaint with the District Clerk’s Office.

Once received, the Clerk’s Office gives the complaint an action number and assigns it

to a district judge and magistrate judge. In a division with more than one judge, the

Clerk’s Office uses a random assignment system. The District Clerk has no discretion

in the assignment of a case (see LR 83.3 and LCtR 57.3).

A.

Requirements For A New Civil Case
L. Civil Cover Sheet

A filer must submit a completed Civil Cover Sheet (JS 44 Form) with
each new complaint (see Attachments 11 and 12). The filer must prepare the
Civil Cover Sheet in accordance with the instructions on page two of the form
and present it for filing. For a case originally filed in state court and removed
to the Northern District of Texas, the filer must also submit a Supplemental
Civil Cover Sheet (see Attachments 13 and 14).

2. Filing Fee

The filing fee for a regular civil action is $150.00. The filing fee for a
Petition for Writ of Habeas Corpus is $5.00. No filing fee is required for a
Petition for Stay of Execution or for a Motion under 28 USC § 2255 to Vacate
Sentence. All checks are to be made payable to “Clerk, United States District
Court.” The Dallas division of the Clerk’s Office also accepts credit cards
(MasterCard, Visa, American Express, Discover, and Diners Club).

A party who cannot afford to pay the requisite filing fee may submit a
motion to proceed in forma pauperis with supporting affidavit
contemporaneously with the complaint. If the motion to proceed in forma
pauperis is granted, no filing fee will be required.

The Clerk will refuse to file a complaint unless the filing party submits
the full filing fee or a motion to proceed in forma pauperis.

3. Service of Process
Detailed instructions for service of process can be found in Rule 4 of

the Federal Rules of Civil Procedure. Service can be satisfied by one of the

e 16 o



Working With the U.S. District Clerk’s Office - 2004

methods described below.
a. Summons

A summons is required for each defendant named as a party to
the suit (see Attachment 15). The following information should be
typed or printed on the summons: (a) the name of the first plaintiff
(followed by et al. if there is more than one plaintiff), (b) the name of
the first defendant (followed by et al. if there is more than one
defendant), (c¢) the name and address of the defendant being served, (d)
the name and address of the plaintiff’s attorney (or the name of the pro
se litigant), and (e) the number of days the defendant has to answer.

The District Clerk’s Office must issue a summons for it to be
valid. To issue a summons, a deputy of the District Clerk’s Office
signs, dates, and seals the summons form.

The attorney or pro se litigant should complete and submit for
issuance two summonses for each defendant named in the complaint.
The District Clerk’s Office will return one summons to the filing party
for service with the complaint on the defendant. The District Clerk
will retain one copy for the Court record. The filing party should bring
an additional summons if he or she wishes to retain a copy.

When service is to be made through the Commissioner of
Insurance or the Commissioner of Highways, the filing party must
submit three summonses for issuance. The Clerk’s Office will return
two to the filing party for service on the Secretary or Commissioner
and retain the third for the Court’s record.

No summons will be issued for cases removed from state court
unless service was: (a) not issued in state court or (b) was defective.
Also, unless ordered by the presiding judge, a summons will not be
issued in cases where in forma pauperis status is granted.

Service of a summons together with a copy of the complaint

must be made pursuant to Rule 4 of the Federal Rules of Civil
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Procedure. Rule 4(c)(2) provides for personal service by anyone
eighteen years of age or older who is not a party to the suit. Other
methods of service are described below.
(1) Service by the United States Marshal
The United States Marshals Service will effectuate
service if ordered to do so by the Court. The Marshals Service
will need a completed USM Form 285, the summons, and
attached complaint for each defendant. The party requesting
service should obtain the USM Form 285 from the Marshals
Service.
2) Service by Mail
Service of a summons may be made by mailing a copy
of the summons and a copy of the complaint to each defendant
by registered or certified mail, return receipt requested. See
Rule 4(e)(1) of the Federal Rules of Civil Procedure and Rule
106 of Texas Rules of Civil Procedure.
3) Service through the Secretary of State
For service through the Secretary of State in Austin,
Texas, please refer to the Texas Long Arm Statute (set forth at
Tex. Civ. Prac. & Rem. Code Ann., § 17.041 ef seq.). The
filing party must submit three summonses with copies of the
complaint for each defendant. Contact the Secretary of State’s
Office for information regarding the appropriate fee.
@) Service on the United States
Rule 4(i) of the Federal Rules of Civil Procedure
governs service on the United States of America, the Attorney
General, and the agencies, officers, employees, and
corporations of the United States. The United States Attorney’s
Office can be served personally or via registered or certified

mail addressed as follows:
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Civil Process Clerk

U.S. Attorney for the Northern District of Texas
Division Name

Address

City, State & Zip Code

See the Guide for Filing Federal Civil Suits Against the
United States, an Agency Official, or an Employee of the
United States Government in the Northern District of Texas for
more information on filing a civil suit against the United States
(Attachment 16).
&) Service on a Foreign Country

The Department of Justice awarded a contract to
Process Forwarding International, a private process server
company, to assume the process duties of the United States
Central Authority. The change became effective June 2003.
An attorney seeking to serve a foreign country or party in a
foreign country should refer to information on the process
server’s website at www.hagueservice.net.
(6) Service by Publication

Upon order of the Court, the United States Marshals
Service will serve a summons by publication.
Waiver of Service of Summons

Rule 4(d)(2) of the Federal Rules of Civil Procedure provides

for waiver of service of summons when the defendant is subject to

service under subsection (¢), (f), or (h) of Rule 4. Waiver is

accomplished when the defendant consents to the waiver and

completes and returns a waiver form. A plaintiff seeking waiver must

send a Notice of Lawsuit and Request for Waiver of Service form, a

Waiver of Service of Summons form, and a copy of a newly filed civil

complaint to the defendant. The defendant may sign the waiver

agreeing to waive service by summons or may decline to waive service
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using the same form. The Notice of Lawsuit and Request for Waiver
of Service form and Waiver of Service of Summons form are available
in the District Clerk’s Office (see Attachments 17 and 18).

A defendant who is served with a Notice of Lawsuit and
Request for Waiver of Service must return the executed Waiver of
Service of Summons form to the plaintiff, either waiving service or
declining to waive service, within thirty days from the date the Notice
of Lawsuit and Request for Waiver of Service forms were mailed. An
answer must be filed within sixty days of the date the plaintiff mailed
the waiver. The only exception to this rule is for a defendant in a
foreign country who will be allowed sixty days to return the waiver
and ninety days to file an answer. Note that all deadlines are calculated

from date of mailing, not from date of receipt.
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4. Civil Complaint
A filer must ensure that each document submitted to the District
Clerk’s Office for filing (except exhibits or unless otherwise provided by local
rule) is on paper measuring 8-%: x 11 inches, stapled in the upper left-hand
corner, and two-hole punched at the top. Additionally, each document should
be typed or legibly handwritten on numbered pages. If a document is too
large to staple, the filer should secure the top with metal prongs or other
durable fasteners (see LR 10.1 and LCtR 49.3).
The correct heading for a new complaint is shown below (see Rule 10
of the Federal Rules of Civil Procedure).
IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS
(Insert Appropriate City) DIVISION

§
Plaintiff’s Complete Name §
(List All) §
§
v § Civil Action No.:
§
§
Defendant’s Complete Name
(List All)
ORIGINAL COMPLAINT

In the title of the complaint, the plaintiff must list the names of all
parties to the action and must not use the “et al.” abbreviation. The plaintiff
must submit an original and one copy of the complaint to the Clerk’s Office
for filing and bring an additional copy if he or she wants to retain a file

stamped copy.
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The Clerk’s Office will assign a case number to each civil action and,
in a division with more than one sitting judge, will choose a presiding district
judge and magistrate judge by random draw. The case number is composed of
five parts. The first digit is the division where the case was filed (1: Abilene,
2: Amarillo, 3: Dallas, 4: Fort Worth, 5: Lubbock, 6: San Angelo, and 7:
Wichita Falls). For example, a case filed in Amarillo would start with 2 and
Dallas with 3. After the division number and colon is the year the case was
filed (e.g., 03, 04) and "cv" for civil. This is followed by the sequential case
number, a hyphen, and the alpha designation of the District Judge assigned to
the case.

Sample Case Number: 3:04-CV-0001-H
The sample above would be the first civil case filed in the Dallas Division in
2004, and it would be assigned to Senior Judge Sanders.

To file a complaint, the attorney or pro se litigant must have an
original signature on the complaint and on any pleadings filed with the
complaint. The signature block must consist of the attorney’s (or pro se
litigant’s) name typed or printed under the signature, the attorney’s state bar
number, the address (law firm name, street, including suite number, city, state,
and zip code), telephone number, and fax number (if available) of the attorney
or pro se litigant.

5. Certificate of Interested Persons

A plaintiff must submit, along with the complaint, a separately signed
certificate of interested persons that contains a complete list of all persons,
associations of persons, firms, corporations, partnerships, guarantors, insurers,
affiliates, parent or subsidiary corporations, or other legal entities who are
financially interested in the outcome of the case (see LR 3.1). A defendant
must submit, with the initial responsive pleading, a separately signed
certificate of interested persons, or the defendant may adopt a certificate

previously filed.
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The party who removes a civil action from state court must provide a
separately signed certificate of interested persons that complies with LR 3.1().
The plaintiff in the state court action may either adopt the removing party’s
certificate or file another certificate (see LR 81.1 and 81.2).

6. Request to Seal

A party who desires to file a complaint under seal must, at the time the
complaint is presented for filing, demonstrate that a judge has ordered that the
case be filed under seal or that a statute or rule requires or permits the Clerk to
file it under seal (see LR 79.4 and LCrR 55.3). If the party presents the
complaint with a motion to file under seal, the Clerk will defer opening the
case until a judge has ruled on the motion.

7. Jury Demand

There is no fee in federal court for filing a jury demand. The jury
demand may be filed as a separate document or may be requested in the
complaint. If requested in the complaint, the title of the complaint must also

state ““. . . AND JURY DEMAND.” Designating a jury demand on the Civil

Cover Sheet alone does not constitute a proper request.
8. Consent to Proceed Before a Magistrate Judge

A magistrate judge may, upon the consent of all parties in a civil action,
conduct any or all proceedings, including a jury or non-jury civil trial, and
order entry of a final judgment pursuant to 28 U.S.C. § 636. To consent to
trial before a magistrate judge, the parties must execute and return a consent

form to the District Clerk’s Office (see Attachment 19).

Specific Types of Actions
1. Notice of Removal

A party who removes a civil case from state court to the United States
District Court must pay a $150.00 filing fee (see Rule 81(c) of the Federal
Rules of Civil Procedure and 28 U.S.C. § 1441 et seq.). The removing party

must submit an original and one copy of a completed JS 44 Civil Cover Sheet
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(Attachment 11), an original and one copy of a Supplemental Civil Cover
Sheet (Attachment 13), and an original and one copy of the Notice of Removal.
The party also must comply with all the requirements of LR 81.1. Typically,
no summons will be issued for a case removed from state court (see 28 U.S.C.
§ 1448: Process After Removal).

The style of the Notice of Removal must be identical to the style of the
original petition filed in state court. All parties must be listed in the style of the
case. Use of the abbreviation "ef al.” is not acceptable in a Notice of
Removal. The Notice of Removal must also contain a certificate of service
signed by the party or attorney stating that service has been effected as
required.

2. Application for Writ of Garnishment

In general, a person applying for a Writ of Garnishment should follow
the Texas State Court Rules (see Tex. Civ. Prac. & Rem. Code Ann. § 63.001,
et seq.). The filer is responsible for providing an original and one copy of a
completed application for Writ of Garnishment along with a $150.00 filing fee.
In a prejudgment case, the filer must also submit a proposed order to issue the
writ.

3. Transfer of Bankruptcy Matters to the District Court

A filing party must reference the bankruptcy case number and/or
adversary case number on all documents filed in connection with a bankruptcy
matter transferred to the District Court. Any proposed order should also
reference the bankruptcy case number and/or adversary case number. For
more specific instructions regarding bankruptcy procedures, contact the Clerk
of the Bankruptcy Court.

a. Appeals

To appeal the ruling of a Bankruptcy Judge, an appellant must
submit a Notice of Appeal to the Bankruptcy Clerk along with the
appropriate filing fee made payable to “Clerk, United States Bankruptcy

Court.” Within 20 days of the filing of the Notice of Appeal, payment
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of appropriate filing fee, and filing of designations of items to be
included in the record, the parties who have filed designations must
provide copies of the designated items to the Bankruptcy Clerk. The
Bankruptcy Clerk will transmit to the District Clerk a “complete” or
“incomplete” record that will include an original and one copy of a
volume consisting of: a) the notice of appeal; b) the judgment, order or
decree appealed from; ¢) any opinion, findings of fact, and conclusions
of law of the Bankruptcy Court; d) the docket sheet; and e) each party’s
designated record, assembled and paginated according to LBR 8006.4.
Upon receipt of the record, the District Clerk will assign a case number
and a district judge and magistrate judge by random draw.

After the District Clerk enters the appeal on the docket, the
Clerk will release the record on appeal to the designated attorney for the
appellant at the appellant’s request. To make the request, the appellant
must execute and deliver to the District Clerk the Notice of Transfer of
the Record on Appeal form. Thereafter, each time the appeal record
changes hands, from appellant to appellee and from appellee back to the
Clerk, the attorney releasing custody of the record and the attorney
receiving custody of the record must execute and deliver to the District
Clerk the Notice of Transfer of the Record on Appeal.
b. Leave to Appeal Interlocutory Bankruptcy Orders

To appeal an interlocutory bankruptcy order, an appellant must
submit a Motion for Leave to Appeal and a Notice of Appeal to the
Bankruptcy Clerk, accompanied by an acknowledgment of service.
Once responses are filed, the Bankruptcy Clerk will transmit the motion
and accompanying papers to the District Clerk’s Office. The District
Clerk’s Office will give the appeal a case number and will assign it to a

district judge and magistrate judge.
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c. Withdrawal of Reference
In a bankruptcy matter that may be tried by a district judge, a

party may request that the case be heard in District Court by filing a

Motion to Withdraw Reference with the Bankruptcy Clerk and

submitting the appropriate filing fee. The Bankruptcy Clerk will

transmit the Motion to Withdraw Reference to the District Clerk’s

Office where it will be assigned a case number. A district judge will

then be assigned to rule on the application. If the district judge grants

the Motion to Withdraw Reference, the case will be heard in District

Court in the usual manner.
4, Emergency Appeals From Bankruptcy Court

An appellant may file an emergency appeal from Bankruptcy Court
with the Clerk of the District Court or with the Clerk of the Bankruptcy Court.
There is no filing fee. Before an emergency appeal may be filed, the attorney
presenting the appeal must certify in writing that the matter has been presented
to and ruled on by a bankruptcy judge or that no bankruptcy judge is available.

The appellant must submit to the Bankruptcy Clerk an original and one
copy of a completed Certification Regarding Request for Emergency Hearing
form and an original and one copy of a Motion to Stay (see Attachment 20).
The Bankruptcy Clerk will transmit the bankruptcy record to the District
Clerk’s Office. The District Clerk’s Office will give the appeal a case number
and will assign a district and magistrate judge. It is the filing party’s
responsibility to present the emergency matter to the district judge to whom the
case is assigned.
5. Interpleader

An interpleader action is a civil action initiated by a party who has
possession of money or property that is claimed by two or more other parties.
The initiation of an interpleader action and deposit of the money or property
with the Court may absolve a party of liability that could accrue if the property

or money was given to an improper claimant.
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1v.

Under 28 U.S.C. § 1335, federal District Courts have original
jurisdiction over interpleader actions if two conditions are met: (a) the money
or property has a value of $500 or more and (b) two or more of the adverse
claimants are of diverse citizenship as defined in 28 U.S.C. § 1332.

To file an interpleader action, the filing party must submit: (a) an
original and one copy of the Complaint of Interpleader; (b) funds in the amount
specified in the Complaint of Interpleader; (c) an original and two copies of a
completed Civil Cover Sheet; and (d) a $150.00 filing fee.

6. Federal Tort Claims

A party seeking to pursue a federal tort claim should obtain an SF-95
claim form from the U.S. Department of Justice website at
www.usdoj.gov/civil/forms/sf95.pdf or obtain a printed copy by writing to:

Federal Tort Claims Act Staff

U.S. Department of Justice, Civil Division
P.O. Box 888 Benjamin Franklin Station
Washington, DC 20044

SUBSEQUENT FILINGS
A. Procedure

All subsequent filings must be submitted to the District Clerk’s Office in the
divisional office where the case was filed, not with the presiding judge to whom the
case is assigned (see LR 5.1 and LCrR 49.2). To file a document in a divisional office
other than where the case is pending, a filer must obtain permission from the presiding
judge. If permission is granted, the presiding judge will notify the District Clerk that

the document may be filed as requested.

B. General Requirements

For each subsequent filing, unless otherwise specified in the Federal Rules of
Civil Procedure or the local rules for the Northern District of Texas, the original
document should be submitted along with one copy. Each original document remains

in the District Clerk's Office, and the Clerk’s Office forwards the copy to the presiding
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judge. The filing party may submit an extra copy of each document if he or she wants
to retain a file stamped copy. The filer must submit a self-addressed, stamped
envelope if the filer wants the extra stamped copy to be returned by mail.
Each document filed in the Northern District should have the correct case style

as indicated in the example shown below.

IN THE UNITED STATES DISTRICT COURT

FOR THE NORTHERN DISTRICT OF TEXAS

(Insert Appropriate City) DIVISION

FIRST PLAINTIFF, §
et al. §
§ Civil Action No.
\Z § (Insert Assigned Case Number)
§
FIRST DEFENDANT, §
etal. §
TITLE OF DOCUMENT

It is acceptable to list the first plaintiff and first defendant followed by "et al." on
any document except the original complaint, amended complaint, notice of removal,
third-party action, or pleading adding a party. Except for a proposed order or judgment,
a document may contain more than one pleading, motion, or other paper, as long as each
document is clearly identified in the title. Each document (except an exhibit or unless
otherwise provided by local rule) must be on paper measuring 8-/2 x 11 inches, stapled
in the upper left-hand corner, and two-hole punched at the top. If the document is too
large to staple, the top should be secured with metal prongs or other durable fasteners.
The document should be typed or legibly handwritten on numbered pages. An exhibit to
a document must also be stapled or bound together. If the exhibit is not attached to a
document, it must have a cover page that includes the heading, style, and case number of
the document. The title on the cover page should indicate “Exhibit to (the name of the

document it supports).”
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Each attorney or pro se litigant must place an original signature on any document
filed with the District Clerk’s Office. The signature block must consist of the attorney’s
(or pro se litigant’s) name typed or printed under the signature. The signature block
must also list the attorney’s state bar number, address (law firm name, street, including

suite number, city, state, and zip code), telephone number, and fax number.

C. Summary of General Requirements
The general information that should be included in a subsequent document filed

with the District Clerk’s Office is as follows:

1. name of the Court;

2. names of the parties;

3. case number, including the presiding judge’s letter designation;

4. title of the document;

5. original signature of the pro se litigant or attorney with name, state bar

number, firm, address, telephone number, and fax number;
6. certificate of service; and

7. an original and one copy of the entire document (including exhibits).

D. Request to Seal

A party who desires to file a document under seal must, at the time the document
is presented for filing, either present a motion to file the document under seal or
demonstrate that a judge has ordered that the document be filed under seal (see LR 79.4
and LCrR 55.3). Put the original document in a 9-%; x 12" (or larger) envelope clearly
marked "SEALED". On the front of the envelope, display the case number, case style
and title of the document. (This can be accomplished easily by making a photocopy of
the top portion only of the document and attaching it to the front of the envelope.) Place
the required copy in a separate envelope, and follow the same procedure, marking the
word “Copy” on this separate envelope.

Unless otherwise directed by a judge, the District Clerk will unseal any sealed

document 60 days after final disposition of a case. If a party desires that a document
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remain permanently sealed, the party must move for this relief before the expiration of

the 60-day period.

E. Special Additional Requirements for Motions

In addition to the general requirements for subsequently filed documents, other
papers as described below must accompany a motion.

1. Brief or Memorandum of Law

A brief in support of the motion must be filed with certain motions (see
LR 7.1, LCrR 47.1 and A#tachment 21). The document should be titled "Motion
and Brief in Support"” if the brief is included in the motion.

Except by permission of the presiding judge or as provided in LR 56.5, no
brief shall exceed twenty-five pages in length, excluding the table of contents and
table of authorities. A reply brief must not exceed ten pages (except as provided
in LR 56.5). Permission to file a brief in excess of this page limitation will be
granted only for extraordinary and compelling reasons (see LR 7.2 and LCrR
47.2).

A brief filed in a bankruptcy appeal must comply with the Federal Rules
of Bankruptcy Procedure unless otherwise directed by the presiding judge.

A brief exceeding ten pages must contain a table of contents and a table
of authorities. The table of authorities must include the cases (alphabetically
arranged), statutes, and other authorities cited with page references to where each
authority is cited in the brief.

2. Appendix

Documentary or non-documentary evidence used to support or oppose a
motion must be included in an appendix (see LR 7.1(i) for specific appendix
format requirements). The appendix must be assembled as a separate, self-
contained document. Each page of the appendix must measure 8-% x 11 inches,
and each page must be numbered sequentially through the last page of the entire
appendix. Non-documentary exhibits and oversized exhibits included in the

appendix must be placed in an envelope that is numbered as if it were a single

page.
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The party’s brief must include citations to each page of the appendix that
supports each assertion regarding the documentary or non-documentary evidence
used to support or oppose the motion.

3. Certificate of Conference

A certificate of conference is required for certain motions (see LR 7.1,
LCrR 47.1). Attachment 22 provides an example of a certificate of conference.
4. Proposed Order Granting the Motion

Most motions must be accompanied by proposed orders. A proposed
order should be separate from the motion and should have a place for the
presiding judge to sign if the motion is granted (see LR 7.1 and LCrR 47.1).

5. Proposed Amended Pleadings

Once a document is filed, the District Clerk’s Office cannot allow it to be
altered in any way. If changes are desired, the filing party typically must submit
a supplemental or amended document.

A party who moves for leave to file an amended pleading must attach a
copy of the proposed amended pleading as an exhibit to the motion and submit as
separate documents an original and second copy of the proposed pleading (see

LR 15.1).

F. Deficiencies

Pursuant to Rule 5(¢) of the Federal Rules of Civil Procedure, the District Clerk
may ". . . not refuse to accept for filing any paper presented for that purpose solely
because it is not presented in proper form as required by these rules or any local rules or
practices." The Court's policy is to accept any paper tendered for filing regardless of
failure to comply with the Federal Rules of Civil Procedure or the local rules of the
Northern District. However, the District Clerk's Office is required to inspect papers for
deficiencies and bring deficiencies to the attention of the presiding judge. The presiding
judge may direct the District Clerk’s Office to strike (“unfile”) any deficient pleading
using a standard order on the Notice of Deficiency form (see Attachment 23). The

District Clerk’s Office may refuse to file any document that requires a fee unless the
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appropriate fee has been paid or a judge has permitted a party to proceed without

prepayment of fees (see LR 83.5).

V. DISCOVERY

A. Filing Discovery Items
A party should not file with the District Clerk’s Office any discovery

items such as interrogatories and answers to interrogatories, requests for production
or inspection, requests for admissions and responses, or initial disclosures under Rule
26(a)(1)-(2) of the Federal Rules of Civil Procedure, except as necessary for
consideration of a pretrial motion, for use in a proceeding, or as ordered by the
presiding judge (see Fed.R.Civ.P.5(d) and LR 5.2). If a discovery item is the subject
matter of a dispute or is necessary for consideration of a pretrial motion, only those

portions that are necessary to the dispute or motion should be filed.

B. Notice of Deposition and Issuance of Deposition Subpoena

An attorney may issue a subpoena on behalf of the Court in a civil case
without assistance from the District Clerk’s Office pursuant to Rule 45(a)(3) of the
Federal Rules of Civil Procedure. Subpoena forms for this purpose are available in
the District Clerk’s Office (see Attachment 24).

A subpoena must issue from the Court for the district in which the deposition
is to be taken, which may or may not be the district where the case is pending. The
subpoena may be served at any place within the district or at any place outside the
district that is within 100 miles of the place of the deposition. However, a subpoena
shall be quashed or modified if it requires a nonparty to appear for a deposition more
than 100 miles from his/her residence or regular place of business or employment.
Rule 45(c) of the Federal Rules of Civil Procedure provides details on subpoena
limitations.

The District Clerk’s Office will issue a deposition subpoena for a case pending
in the Northern District on request if an original Notice of Deposition is on file or is
presented for filing at the time the subpoena is to be issued. The information

contained in the Notice of Deposition must be identical to information on the
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VI

subpoena. The Notice of Deposition should include: (a) the name and complete
address of the person(s) being deposed; (b) date and time of deposition; (c) complete
address of location where the deposition is to be taken; and (d) an originally signed
certificate of service.

To issue a deposition subpoena for a case filed in another district (a “foreign
subpoena”), the Northern District of Texas requires a photocopy of the Notice of
Deposition filed in that district, including the attorney signature page and completed
certificate of service page. Also, a $39 fee per notice (not per name) is required
payable to “Clerk, United States District Court.”

Rule 45(b)(1) of the Federal Rules of Civil Procedure states that a subpoena
commanding a person's attendance must be accompanied by ". . . the fees for one
day's attendance and the mileage allowed by law." Refer to 28 U.S.C. § 1821 for
assistance in determining the precise amount that must be tendered with a deposition

subpoena.

POST-JUDGMENT INSTRUMENTS
A. Appeal From Decision of United States District Judge

An appeal from District Court shall be taken to the appropriate appeals court.
An appellant must file the Notice of Appeal with the District Clerk’s Office,
accompanied by an appeal fee of $255.00 or a motion to file in forma pauperis. The
Notice of Appeal must specify the name of the party or parties taking the appeal, the
judgment, order, or part thereof being appealed, and the name of the court to which
the appeal is taken.

Appeal deadlines are calculated based on entry on the docket, not the file
stamped date or signature date. In a civil proceeding, an aggrieved party generally has
thirty days (assuming no party has filed a post-judgment motion) from the day the
Clerk enters the judgment or other appealable disposition on the docket to file the
appeal (see Rule 4(a) of the Federal Rules of Appellate Procedure). In a criminal
proceeding, an appeal must be filed within ten days of entry of the judgment or order
being appealed (see rule 4(b) of the Federal Rules of Appellate Procedure).
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When a Notice of Appeal is filed, the appellant is responsible for completing
a transcript order form (see Attachment 9). This is a multi-part form to be distributed
as indicated on the bottom of each page of the form. (Please refer to the back of the
form for specific instructions.) Page six of the form must be filed with the District

Clerk’s Office within ten days of filing the Notice of Appeal.

B. Appeal From Decision of United States Magistrate Judge

1. Civil Appeals

If an aggrieved party appeals a magistrate judge's decision, the same
procedure established for appealing a decision of a district judge (described
above in section A) should be followed.
2. Criminal Appeals

In a criminal misdemeanor case, if an aggrieved party appeals a
judgment of conviction by a magistrate judge to a district judge, there is a
$32.00 filing fee. The District Clerk will give the matter a criminal case

number and assign a district judge.

C. Enforcement of a Judgment
1. Registration in Another District

To certify a judgment that has been entered in the Northern District for
registration in another district, a person must submit a written request to the
District Clerk’s Office for preparation of a Certification of Judgment for
Registration in Another District (see Attachment 25). The District Clerk’s
Office charges a $9.00 fee for certification plus a $0.50 per page charge for the
judgment to be copied.

The District Clerk’s Office will prepare the certificate and notify the
requesting party that it is ready to be mailed or available to be picked up. The
requesting party is responsible for ensuring that all requirements of the district
of intended registration have been met.

2. Registration in the Northern District

To register a judgment entered in another federal court with the
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Northern District of Texas, a person should obtain a Certification of Judgment
for Registration in Another District from the court that entered the original
judgment and then deliver the completed certification to the District Clerk's
Office along with a $39.00 filing fee. The District Clerk’s Office will take the

judgment and open it as a miscellaneous case.

D. Writ of Execution

A party wishing to file a Writ of Execution must obtain the appropriate form
from the District Clerk's Office (see Attachment 26). The party must submit the
original completed form and one copy to the District Clerk’s Office along with an
original and one copy of the USM 285 (available from the Marshals Service) Ifa
USM 285 form does not accompany the Writ of Execution, the Clerk’s Office will
return the Writ to the requesting party. The District Clerk’s Office does not assess a
fee for a Writ of Execution. However, the Marshals Service does assess a fee. Please
contact the Marshals Service at 214/767-0836 for more information.

The requesting party will be notified upon issuance of the Writ of Execution.
If the requesting party wants a confirmed copy of the Writ, the party must submit a

self-addressed, stamped envelope.

E. Abstract of Judgment

A party seeking an Abstract of Judgment must obtain the appropriate form
from the District Clerk's Office (see Attachment 27). The party must deliver the
original and one copy of the completed form to the District Clerk's Office for issuance
along with a self-addressed, stamped envelope. There is no fee for this service. Once
the Abstract of Judgment has been issued, the Clerk’s Office will return it to the
requesting party. If multiple original abstracts are required, the requesting party must
determine the number needed and add one (for the Clerk’s Office to keep). The
Clerk’s Office will issue as many original abstracts as needed, but must keep one for

its records.
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VIIL

F. Bill of Costs

The prevailing party is to prepare the Bill of Costs form (see Attachment 28), file it
with the Clerk, and serve it on any party entitled to such service no later than 14 days after
the Clerk enters the judgment on the docket (see LR 54.1). The Bill of Costs should
reflect all costs incurred by the party, including the applicable filing fee if the plaintiff is
the prevailing party. The District Clerk's Office does not monitor fees or costs incurred
during a suit except the filing fees remitted to this Court.

Only the original Bill of Costs form is required for filing. Unless the presiding
judge specifies another date, the District Clerk’s Office will tax the Bill of Costs twenty-
four hours after filing. If a party files an objection to the Bill of Costs before the date it is
scheduled to be taxed, the Clerk’s Office will not tax the Bill of Costs until ordered to do
so by the presiding judge.

Please note that "taxing" consists only of stamping, signing, and sealing with the
Court seal a filed Bill of Costs and placing it in the case record. The District Clerk's Office
is not responsible for collecting or assisting in the collection of costs. A conformed copy
of the Bill of Costs will be mailed to the requesting party only if an extra copy and a self-

addressed, stamped envelope are provided to the District Clerk’s Office.

MISCELLANEOUS CASES

A miscellaneous case number is normally assigned to an ancillary or supplementary

matter filed with the Court that is not considered a regular civil or criminal case. However,

such a matter may directly or indirectly relate to a regular case. For example, a registration of

judgment from another district and a motion for protective order via foreign subpoena are

opened as miscellaneous cases.

There is a $39.00 filing fee for a miscellaneous case. The filing fee is payable to

“Clerk, United States District Court.” A document filed as a miscellaneous action is reviewed

for conformity with the Federal Rules of Civil Procedure and the local rules of the Northern

District of Texas in the same manner as a document filed in a civil or criminal action.
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VIII. WEB SITE ADDRESSES
Web site addresses that may be helpful to practitioners are as follows:

A. United States District Courts in Texas

1. Eastern District - www.txed.uscourts.gov
2. Northern District - www.txnd.uscourts.gov
3. Southern District - www.txsd.uscourts.gov
4. Western District - www.txwd.uscourts.gov

B. United States Bankruptcy Courts in Texas

1. Eastern District of Texas - www.txeb.uscourts.gov

2. Northern District of Texas - www.txnb.uscourts.gov
3. Southern District of Texas - www.txsb.uscourts.gov
4. Western District of Texas - www.txwb.uscourts.gov

United States Court of Appeals for the Fifth Circuit -www.ca5.uscourts.gov

Supreme Court of the United States - www.supremecourtus.gov

United States Department of Justice - www.usdoj.gov

Administrative Office of the United States Courts - www.uscourts.gov

Federal Judicial Center - www.fjc.gov

FirstGov - www.firstgov.gov

Federal Bar Association - www.fedbar.org

SN T e

Government Printing Office - www.access.gpo.gov
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Directions to Clerk’s Offices
Abilene

The Federal Building Courthouse/Post Office is located at 341 Pine between North 3rd and 4th
Streets. Free Parking is available at Mesquite and North 3rd Street.

If traveling . . .

West on I-20: Take Abilene exit (#20R), continue west to intersection of North 2nd and Pine,
then turn right onto Pine and travel one block north to corner of 3rd and Pine.

East on I-20: Take Abilene/Business 83 exit (#286) turning right at intersection. Stay in right
lane and follow Pine Street signs to courthouse (between North 3rd and 4th Streets).

South on 83: Proceed under I-20 and stay in right lane following Pine Street signs. Proceed south
on Pine; Courthouse is between (North 4th and 3rd Streets).

North on 83/84 (also known as Treadaway): Proceed through Railroad underpass and turn left

onto North 2nd (first stoplight after railroad underpass) and continue for five blocks to Pine
Street. Turn right onto Pine and travel one block north to North 3rd Street.

Amarillo

The J. Marvin Jones Federal Building is located on the corner of 5th and Taylor. Parking is
available on any of the side streets around the federal building.

If traveling . . .

East or West on 1-40: Take downtown exit, left onto 4th Street, left onto Taylor Street (Rte.
287),g0 one block, and then left onto 5th Street.

North on I-27: Stay in the left lane of I-27 as it comes into downtown, turn left onto 4th Street,
go one block to Taylor (Rte. 287) and then left onto 5th Street.

South on I-27: Coming into Amarillo there will be a Y-juction on 1-27, take the right (this
becomes Taylor Street), and then turn left onto 5th Street.

East or West on Bus. I-40: Turn south onto Taylor Street, go several blocks, and then turn left
onto5th Street.

Dallas

The Earle Cabell Federal Building is located at 1100 Commerce between Griffin and Field.



If traveling . . .
East on I-30: Take exit #45 (I-35 Denton) and exit Downtown/Commerce.
West on I-30: Take exit #45 (Ervay) turns into Griffin.

North on Stemmons/I-35: Take exit #45A (Lamar/Griffin) then exit Griffin/Cadiz and take
Griffin.

South on Stemmons/I-35: Take exit #428 A (Commerce East/Reunion) or Woodall Rodgers exit
then Field/Griffin.

North on 1-45/75 Central Expressway: Take I-35 Denton and exit Field.

South on 75 Central Expressway: Take Woodall Rodgers exit then Field/Griffin or Live Oak to
Jackson.

Fort Worth

The Federal Courthouse is located at 501 W. 10th Street between Lamar and Burnett.

If traveling . . .

East on I-30: Take Cherry Street exit, right on Texas, left on Taylor, and left on 10th Street.
West on I-30: Take Commerce Street/Downtown exit, right on Taylor, then left on 10th Street.

North on I-35W: Take Allen exit, turn left to Jennings, right onto Jennings, left on Lancaster,
right on Taylor, and left on 10th Street.

South on I[-35W: Take I-30 West exit then Commerce Street/Downtown exit, right on Taylor,
andleft on 10th Street.

North on Hwy. 287: Take Riverside exit, right onto Riverside, left on Lancaster, right on Taylor,
and left on 10th Street.

South on Hwy. 287: Take Hwy 287 to I-35W South. Take I-30 West exit, then Commerce
Street/Downtown exit, right on Taylor, and left on 10th Street.

Lubbock

The George H. Mahon Federal Building and U.S. Courthouse is located at 1205 Texas Avenue
between Broadway and 14th Street.



If traveling . . .

North or South on I-27: Take the 19th Street exit heading west, turn north onto Buddy Holley
Avenue (formerly Avenue H), and turn left onto Broadway.

East or West on Broadway: Turn south onto Texas Avenue.

East or West on 19th Street: Turn north onto Buddy Holley Avenue (formerly Avenue H), then
turn left onto Broadway.

East or West on 4th Street: Turn south onto Texas Avenue to Broadway.
San Angelo

The O.C. Fisher Federal Building and Courthouse is located at 33 East Twohig and is across the
street from the Historic Hotel Cactus.

If traveling . . .

From the North: U.S. 87 becomes Bryant Blvd. within the city limits (also named Abe St. in the
downtown area). South on Bryant Blvd., then left on Twohig Avenue (going East) for five
blocks.

From the East: U.S. 67 and U.S. 277: Take the South 67/277 San Angelo exit. Travel on
Houston Harte frontage road. At first signal light, move into left lane and follow signs for South
67/277Left Lane. At Oakes Street turn left and travel south six traffic signals.

From the South: U.S. 87 and U.S. 277 become Bryant Blvd. within the city limits (also named
Koenigheim St. in the downtown area). Turn right on Twohig Avenue (going east) for four

blocks.

From the West: U.S. 67 becomes Sherwood Way and merges into W. Beauregard. Travel east
and turn right onto Oakes Street. Travel one block south.

Wichita Falls

The Federal Courthouse is located at 1000 Lamar Street (on the Southwest corner of 10th and
Lamar).

If traveling . . .
South on Hwy 287/1-44: Turn left on 10th Street and proceed to Lamar.

North on Hwy 287: Turn right on 10th Street and proceed to Lamar.



East on Hwy 82: Turn left on Broad Street (Hwy 287 North) then right onto 10th Street.
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JUDGE: DIV:

UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

APPLICATION FOR ADMISSION TO THE BAR OF THE
UNITED STATES DISTRICT COURT FOR THE NORTHERN DISTRICT OF TEXAS

(OATH TO BE TAKEN IN THIS DISTRICT)

Instructions: Type or print your answers. Answer all questions fully. If the question does not apply to you, answer "DNA." An
incomplete response will delay processing of your application. Where the space provided is insufficient, answer on additional
sheets, with reference to the question. After the oath has been given, bring the application and fee to the Clerk’s Office for
processing. Do not send this application to the Clerk’s Office. You must appear in person. Do not retype form.

10.

COMr.
COMs.
CIMrs.

Full Name:

(last) (first) (middle) (generation)

Name used in documents filed with the court:

(last) (first) (middle) (generation)

State Bar I.D. Number:

(Specify state if other than Texas)

Date of Birth*: Social Security Number*:

Firm/Business Name:

Firm/Business Address:

Firm/Business Telephone: ( ) FAX: ( )

Residence Address*:

Residence Telephone*: ()

List all states (including District of Columbia) in which you have been admitted to practice law by the highest court of
that state. Indicate the year admitted, whether you are currently a member in good standing certified to practice law in
that state, and any certified areas of specialization.

State Year Admitted Current Standing Specialization

* Optional. Social security numbers are used to assist the Court in maintaining the integrity of its records.



11.

12.

13.

14.

15.

16.

List all federal courts in which you have been admitted to the practice of law. Indicate the year admitted and whether

you are currently a member in good standing of the bar and certified to practice law before that court.

Court Year Admitted Current Standing Specialization

Provide the name and address of the law school from which you graduated, the date of graduation, and the degree(s)
received. If you did not graduate from a law school, please describe your law study in detail.

Indicate any grievances or involuntary removals filed against you while a member of the bar of any state or federal court.
Describe the circumstances in detail.

Describe in detail any charges, arrests, or convictions for criminal offense(s) filed against you. Omit minor traffic
offenses.

If you have been licensed to practice law for at least four (4) years, please answer the following question.
Would you be interested in being appointed to a federal criminal case? Yes No

Would you be interested in providing pro bono legal services in a civil rights case? Yes No

I hereby certify that all of the above information is true and correct. Irecognize that by admission to this Court I am subjecting
myself to the discipline of this Court.

Date

Applicant’s Signature

Sworn and subscribed to before me:

Date
Seal:
Notary Official/Deputy Clerk
Admitted on motion of: Sponsor’s Name (please print)
Application Approved:
Date United States District Judge
Oath Administered:
Date

Judge



UNITED STATES DISTRICT COURT

NORTHERN DISTRICT OF TEXAS
DALLAS DIVISION
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The objective of the Criminal Justice Act (“CJA”) Voluntary Panel Program is to
increase the quality of representation for those defendants financially unable to obtain counsel
in federal criminal cases. The Panel consists of approximately 200 attorneys who meet the
qualifications for membership on the Panel and who represent a cross-section of the attorney
population in the Dallas Division.

An applicant to the CJA Panel Program should:

L be a member in good standing in the United States District
Court for the Northern District of Texas and the State Bar
of Texas;

L have at least four years of experience as a licensed

attorney; and

L have sufficient civil or criminal trial experience, or other
comparable litigation experience, to furnish quality
representation.

In addition to these qualifications, applicants must (i) be willing to serve for at least three
years, (ii) accept a minimum of one appointment per year for the full range of federal criminal
offenses, and (iii) participate in annual federal criminal law training. With few exceptions, the
appointments include representation on appeal. Panel members may be required to appear in
court on short notice for certain preliminary felony matters (i.e. initial appearances, bail and
detention hearings).

The current rate of pay for court-appointed attorneys is $90.00 per hour for out-of-court
time, and $90.00 per hour for time in-court. In certain complex cases, a CJA Panel member may
be eligible for interim payments of attorney’s fees.

Judges in the Dallas Division will approve attorneys for inclusion on the CJA Panel.
Selected attorneys will be notified by mail.



UNITED STATES DISTRICT COURT FOR THE

NORTHERN DISTRICT OF TEXAS
DALLAS DIVISION
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CRIMINAL JUSTICE ACT VOLUNTARY PANEL
QUESTIONNAIRE AND APPLICATION

Please return original and three copies to:
Attn: CJA Panel Attorney Program
United States District Court
1100 Commerce Street, Rm. 1452
Dallas, Texas 75242

A. General Information

1. Name:

(Last) (First) (Middle)

2. Office Address:

(Firm Name)

(Street) (City) (State) (ZIP)

3. Telephone Numbers:

(Office) (Home)
(FAX) (Pager)
(Mobile) (Internet E-mail)

4. What is the best way to contact you in an emergency?

5. Bar Number:

6. Date Admitted to Texas Bar:

7. Date Admitted to NDTX:

8. What other Federal Districts have you been admitted to:

9. Law School from which you received your JD:




10. Professional Affiliations:

dDBA JJLT JMABA (J AABA [ Other:

(d Dallas Criminal Defense Lawyers [ Texas Criminal Defense Lawyers (JNACDL

B. Trial & Legal Experience

11. Indicate your Criminal Trial experience by providing approximate totals in the following
categories:

Federal Court State Court
Jury Trials
Bench Trials

Pleas & Sentences

Appeals

Other Court Hearings

12. Indicate your Civil Trial experience by providing approximate totals in the following
categories:

Federal Court State Court
Jury Trials
Bench Trials
Other Court Hearings

Depositions

13. Indicate any other legal experience which qualifies you for membership on the panel (including
experience in a prosecutor’s or public defender’s office or as a judicial law clerk and areas in which
you are a Board Certified Specialist):

CONTINUED ON NEXT PAGE.



14. List the names and phone numbers of three judges and three lawyers who know of your
ability as a trial attorney:

Judges: Attorneys:

C. Miscellaneous Information

15. Have you ever been disciplined by, or are you the subject of a pending disciplinary complaint
before any Bar Association or Court?

] Yes [ No

If “Yes” please describe the facts concerning the discipline or the pending disciplinary complaint:

16. Are you fluent in any foreign language(s)? [ Yes I No

If“Yes” please list:

Are you willing to take additional appointments based on your foreign language proficiency?

[J Yes (1 No

If “Yes” how many per year?

17. How many court appointments would you like to receive annually?

I HEREBY CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND CORRECT.

Signature Date
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JUDGE: DIV:

UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

APPLICATION FOR ADMISSION TO THE BAR OF THE
UNITED STATES DISTRICT COURT FOR THE NORTHERN DISTRICT OF TEXAS

(OATH TO BE TAKEN IN ANOTHER DISTRICT)

Instructions: Type or print your answers. Answer all questions fully. If the question does not apply to you, answer "DNA." An
incomplete response will delay processing of your application. Where the space provided is insufficient, answer on additional sheets,
with reference to the question. Send the application fee at a later date. Do not retype form.

10.

M.

M.

M.
Full Name:

(last) (first) middle) (generation)

Name used in documents filed with the court:

(last) (first) (middle) (generation)

State Bar 1.D. Number:

(Specify state if other than Texas)

Date of Birth*: Social Security Number*:
Firm/Business Name:

Firm/Business Address:

Firm/Business Telephone: () FAX: ()
Residence Address*:

Residence Telephone*: ( )

List all states (including District of Columbia) in which you have been admitted to practice law by the highest court of that state.
Indicate the year admitted, whether you are currently a member in good standing certified to practice law in that state, and any
certified areas of specialization.

State Year Admitted Current Standing Specialization

* Optional. Social security numbers are used to assist the Court in maintaining the integrity of its records.



1l

12.

13.

14.

15.

16.

List all federal courts in which you have been admutted to the practice of law. Indicate the year admitted and whether you are

currently a member in good standing of the bar and certified to practice law before that court.

Court Year Admitted Current Standing Specialization

Provide the name and address of the law school from which you graduated, the date of graduation, and the degree(s) received.
1f you did not graduate from a law school, please describe your law study in detail.

Indicate any grievances or involuntary removals filed against you while a member of the bar of any state or federal court.
Describe the circumstances in detail.

Describe in detail any charges, arrests, or convictions for criminal offense(s) filed against you. Omit minor traffic offenses.

If you have been licensed to practice law for at least four (4) years, please answer the following question.
Would you be interested in being appointed to a federal criminal case? Yes No

Would you be interested in providing pro bono legal services in a civil rights case? Yes No

I hereby certify that all of the above information is true and correct. I recognize that by admission to this Court I am
subjecting myself to the discipline of this Court.

Date Signature

Sworn and subscribed to before me:

Date Notary Official/Deputy Clerk
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Receipt No..
Initials.

IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS

DIVISION
§
b
§
Plaintiff
§
V. Case Number
§
§
Defendant
APPLICATION AND ORDER FOR ADMISSION PRO HAC VICE
Comes now , Applicant herein, and respectfully

states the following:

L Applicant is an attorney and a member of the law firm of (or practices under the name of)
, with offices at s
(Street Address)
(City) (State) (Zip Code) (Telephone No.)

1L Applicant will sign all pleadings with the name

[11 8 Applicant has been retained personally or as a member of the above-named firm by

to provide

(List All Parties Represented)

legal representation in connection with the above-styled matter now pending before the United States District

Court, Northern District of Texas.

V. Since , , Applicant has been and presently is a member in good standing of the

bar of the highest court of the state of where Applicant regularly practices law.

Applicant’s bar license number is

V. Applicant has been admitted to practice before the following courts:
Court: Admission Date:

VL Applicant is presently a member in good standing of the bars of the courts listed in question V, except



as provided below: (list any court named in the preceding paragraph before which Applicant is no longer

admitted to practice)

VII.  Applicant has never been subject to grievance proceedings or involuntary removal proceedings while

a member of the bar of any state or federal court, except as provided below:

VIIL.  Applicant has not been charged, arrested, or convicted of a criminal offense or offenses, except as

provided below (omit minor traffic offenses):

IX. Applicant has filed for pro hac vice admission in the United States District Court, Northern District
of Texas during the past three (3) years in the following matters:

Date of Application Case No. And Style

(If necessary, attach statement of additional applications.)

X. Local counsel of record associated with Applicant in this matter is

who has offices at ,
(Address)

(Telephone No.)

XL Check the appropriate box below.
For Application in a Civil Case
D Applicant has read Dondi Properties Corp. v. Commerce Savs. & Loan Ass’'n, 121 F.R.D.
284 (N.D. Tex. 1988) (en banc), and the local civil rules of this court and will comply with
the standards of practice adopted in Dondi and with the local civil rules.
For Application in a Criminal Case
D Applicant has read and will comply with the local criminal rules of this court.
XII.  Applicant respectfully requests to be admitted to practice in the United States District Court for the

Northern District of Texas for this cause only.

Page 2 of 3



SIGNED this day of ,

Printed Name of Applicant

Signature

I hereby certify that I have served a true and correct copy of this document upon each attorney of

record and the original upon the clerk of court accompanied by a $25.00 filing fee on this day of

>

Printed Name of Applicant

Signature

ORDER

The Court, having considered the above Application for Admission Pro Hac Vice, orders that:

|:| the application be granted. The Clerk of Court shall deposit the application fee to the account
of the Non-Appropriated Fund of this Court.

D the application be denied. The Clerk of Court shall return the admission fee to the Applicant.

DATE JUDICIAL OFFICER

Page 3 of 3
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Mr.
Ms.
Mrs.

UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

FEDERAL BAR MEMBERSHIP UPDATE

Please TYPE or PRINT all information. We cannot process this form unless all required information is
complete. If a particular item does not apply, please indicate by placing a "DNA" in the space provided.
Personal information (such as Alias/Maiden Name, Social Security Number, and Date of Birth) is used to
assist the court in maintaining the integrity of its records and is optional. Your cooperation is appreciated.

Do not retype form.

Date Prepared:

Last Name First Middle Generation
Name you sign all pleadings and all correspondence with:

Last Name First Middle Generation

Previous Firm/Business Name

Previous Firm/ Business Address

Previous Suite No.

Previous City

Previous State Previous Zip Country

Previous Business/Telephone

Previous FAX Number (If Applicable)

New Firm/Business Name

New Firm/Business Address

New Suite No.

New City

New State New Zip Country

New Business/Telephone

New FAX Number (If Applicable)

Alias/Maiden Name (Optional) Social Security Number (Optional) Date of Birth (Optional)



List the State(s) (or District of Columbia) in which you have been admitted to practice law by the highest court of that
state.

State Year Admitted Current Standing Bar Number

State Year Admitted Current Standing Bar Number

In which Division of the Northern District of Texas were you admitted:

Abilene Dallas Lubbock Wichita Falls

Amarillo Fort Worth San Angelo

Date admitted to the Northern District of Texas:

Style and docket number of all cases which you have pending before this court:

Style of Case Docket No.

If you have been licensed to practice law for at least four (4) years, please answer the following question: Would you
be interested in being appointed to a federal criminal case? Yes No

Would you be interested in providing pro bono legal services in a civil rights case? Yes No

I verify that the above information is true and correct:

Signature

Return to:

United States District Court
Northern District of Texas
Attn: Attorney Admissions Clerk
1100 Commerce Street
Dallas, Texas 75242
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UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS
OFFICE OF THE CLERK

CONSENT TO RECEIVE NOTICE OF ORDERS AND
JUDGMENTS VIA ELECTRONIC TRANSMISSION

I, the undersigned, authorize the Clerk of Court for the Northern District of Texas to transmit notice of entries of
judgments and orders to me under Fed .R.Civ.P. 77, Fed.R.Crim.P. 49, LR 77.1 and LCrR 49.4 by electronic
transmission in any case in which this capability exists and I appear as attorney of record.

1 understand it is my responsibility to provide the Clerk’s Office with a primary electronic mail address and to notify the
Clerk’s Office promptly in writing if this primary electronic mail address changes. IfI provide courtesy electronic mail
addresses, I also agree to notify the Clerk’s Office promptly in writing if the courtesy addresses change. I understand
that electronic mail filter software may interfere with receipt of e-mail notices from the Clerk’s Office, and I have
verified that any such software installed on my computer or network will not filter out messages sent from
username@txnd.uscourts.gov. I understand this electronic notice will be in lieu of notice by any other means.

Signed this day of , 20

Signature:

Printed Name:

State Bar No:

Firm Name:

Address:

Phone No.:

THE FOLLOWING ELECTRONIC MAIL ADDRESS IS MY PRIMARY ELECTRONIC MAIL ADDRESS
FOR ELECTRONIC TRANSMISSION:

Primary Electronic M ail Address:

Primary Electronic Mail Service: (e.g., Outlook, Lotus Notes, Yahoo)

THE FOLLOWING ADDITIONAL ELECTRONIC MAIL ADDRESSES SHOULD RECEIVE COURTESY
COPIES BY ELECTRONIC TRANSMISSION (NO MORE THAN THREE):

Courtesy Electronic M ail Addresses:

Send the above authorization to:  Clerk, U. S. District Court
1100 Commerce Room 1452
Dallas, TX 75242-1003
ATTN: Attorney Admissions
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Fee and Payment Schedule
1. All checks for required fees should be made payable to "Clerk, United States District Court."

Payment by credit card is only accepted by the Dallas Clerk's Office. Credit cards accepted are
Visa, Mastercard, American Express, Discover and Diners Club. Fees covered are: Filing Fees,
Attorney Admission Fees, Certificates of Good Standing, Copywork, Searches, Certifications,
Retrieval Fees.

Rates
Description Effective
November 1, 2003

Admission of Attorneys to Practice $75.00
Application & Order for Admission Pro Hac Vice (Per case) $25.00
Appeal to District Judge from a Judgment of Conviction by a $32.00

Magistrate Judge in a Misdemeanor Case

Application for Writ of Garnishment $150.00
Certificate of Search (per name) $26.00
Certificate of Good Sfé;lding o $15.00
Certifying any Document $9.00
Checks Paid into the Court Returned for Lack of Funds $45.00
Complaint in Interpleader $150.00
Duplicate Certificate of Admission $15.00

Exemplification Certificate $18.00




Filing Fee for any civil action, suit or proceeding [28 U.S.C. $150.00
1914(a)]

Foreign Subpoena (Per notice) $39.00
Letters Rogatory or Letters of Request $39.00
Microfiche Sheet of Film, Microfilm Jacket Copy of Any Court $5.00
Record (where available)

Motion to Compel Re: Foreign Subpoena $39.00
Motion to Quash IRS Subpoena or Application to Enjoin under 12 $150.00
U.S.C. B 3410 (Customer Challenge cases)

Motion to Quash Administrative Summons $150.00
Motion to Quash Grand Jury or Foreign Deposition Subpoena $39.00
Notice of Appeal $255.00
Notice of Removal $150.00
Papers of Trustees under 28 U.S.C. 8 754 $39.00
Petition for Writ of Habeas Corpus $5.00
Petition to Perpetuate Testimony, Rule 27(a), F.R.C.P. $39.00
Power of Attorney - $39.00 per original $273.00
(a total of seven (7) originals are required in this district)

Registration of Judgment from Another District (28 U.S.C. 8 1963) $39.00

AO 451




Reproducing Any Record or Paper (per page)

$0.50

Reproduction of Recordings of Court Proceedings (includes cost of $26.00
materials)

Retrieval of Record From FRC, National Archive or Other Storage $45.00
Location Removed from the Place of Business

Witness Fees (28 U.S.C. B 1821) See Statute

Electronic Public Access Fees

Rates Effective
November 1, 2003

Printing copies accessed electronically at public terminal in the

(dial-up service)

courthouse - per page $0.10
Public Access to Court Electronic Records (PACER) - per page

. $0.07
(Internet Service)
Public Access to Court Electronic Records (PACER) - per minute $0.60

Rev. 11/01/03
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UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

CREDIT CARD AUTHORIZATION FORM
Please fax to 214/753-2264, attention: RECORDS

Case Number: Case Style:

(One form per case)

Document Number(s) or title and file date of document(s) requested:

Total Number of Pages:* @  $.10 per page = (Imaged)
Total Number of Pages:* @  $.50 per page = (Non-imaged)
Number of Certified Documents:* @  $9.00each =

For a total of §

(Name of Individual, Company or Firm)
hereby authorizes the United States District Court for the Northern District of Texas to
charge the bank credit card listed below for payment for the aforementioned copies.

Please check the credit card you are using today:

American Express O Diner’sClub O Visa O
***Amex ID Code# (4 Digits) Discover O MasterCard O
Credit Card Number: Expiration Date:

Name (as it appears on the card):

Billing Address:

City: State: Zip Code:
FAX Number Phone No:

Signature: Date:
Printed Name: Title:

*There is a limit of 100 pages on requests sent via facsimile. Certified copies of documents cannot be
sent via fax. If you would like your copies mailed to you, indicate which address to send them to. If you
do not designate the total number of pages, you will be billed for all pages of the document.

Mailing Address:  U.S. District Court 1100 Commerce St., Rm 14A20 Dallas, TX 75242
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OBTAINING THE 8-PART - APPEAL TRANSCRIPT ORDER FORM - DKT 13

The 8-part Appeal Transcript Order Form, DKT 13, can be obtained at any divisional office of
the clerk of court, or by calling or writing any divisional office of the clerk of court. For the
current phone number, address, and/or driving instructions to each divisional office, go to the
Court Directory on this website.

It is the responsibility of the ordering party to ensure the correctness of all transcript orders.
Employees of the district court clerk’s office will assist you as needed, but they are not
responsible for the correctness or completeness of your order form. If your records are
incomplete, you should review the case docket sheet before ordering a transcript.

A separate order form must be placed for each court reporter from whom you require transcripts.
On each order form, the name of the court reporter must correspond with the dates of
proceedings taken by that reporter.



READ INSTRUCTIONS ON BACK OF LAST PAGE BEFORE COMPLETING

TRANSCRIPT ORDER
(District Court District Court Docket Number )
Short Case Title Court Reporter
Date Notice of Appeal Filed by Clerk of District Court Court of Appeals #

(If Available)

Address of Court Reporter
K * Do not include an estimated completion date unless eansfactory financial arrangements have been made or waived.

/" PART Ili ~ NOTIFICATION THAT TRANSCRIPT HAS BEEN FILED IN THE DISTRICT COURT (To be completed by ccui*
reporter on date of filing transcript in District Court and notification must be forwarded to Court of Appeals on the
same date).

This is to certify that the transcript has been completed and filed with the District Court today

Actual Number of Pages Actual Number of Volumes

Date Signature of Court Reporter

f PART |. (To be completed by party ordering transcript. Do not complete this form unless financial arrangements have been made.) ™
A. Complete one of the following:
— No hearings
__ Transcript is unnecessary for appeal purposes
__ Transcript is already on file in Clerk’s office
__ This is to order a transcript of the following proceedings: (check appropriate box)
Voir dire [J; Opening statement of plaintiff (] defendant _;
Closing argument of plaintiff . defendant [J; Opinion of court _;
Jury instructions [J; Sentencing {J; Bail hearing _;
HEARING DATE(S) PROCEEDING JUDGE/MAGISTRATE
A ‘
L v -
FAILURE TO SPECIFY IN ADEQUATE DETAIL THOSE PROCEEDINGS TO BE TRANSCRIBED,
OR FAILURE TO MAKE PROMPT SATISFACTORY FINANCIAL ARRANGEMENTS FOR TRANSCRIPT,
ARE GROUNDS FOR DISMISSAL OF THE APPEAL.
B. This is to certify that satisfactory financial arrangements have been completed with the court reporter for payment of the cost of
the transcript. The method of payment will be:
— Private funds; [ Criminal Justice Act Funds (Attach copy of
CJA Form 24 to court reporter's copy); L1 Other IFP Funds;
"~ Advance Payment waived by reporter; [J U.S. Government Funds;
"~ Other
Signature Print Name Counsel for
Address Telephone
ALLOWANCE BY THE COURT FOR LEAVE TO PROCEED IN FORMA PAUPERIS IN A CIVIL APPEAL
\_ DOES NOT ENTITLE THE LITIGANT TO HAVE TRANSCRIPT AT GOVERNMENT EXPENSE. J
4 PART II. COURT REPORTER ACKNOWLEDGEMENT (To be completed by the Court Reporter and forwarded to the I
Court of Appeals within 7 days after receipt Read instructions on reverse side of copy 4 before completing).
; if arrangements are not yet made, Estimated Estimated
Date transcript order date contact made with ordering completion number of
received party re: financial arrangements date * pages
Satisfactory Arrangements for payment were made on
Arrangements for payment have not been made. Reason Deposit not received Unable to
contact ordering party . Other (Specify)
Date Signature of Court Reporter Telephone B

|
i
)

6CA-30 (12/94)

Copy 1 - Court Reporter's Copy



/" TO INSURE ALL EIGHT COPIES ARE LEGIBLE, THIS FORM SHQULD BE TYPED, IF IT IS \
IMPOSSIBLE TO TYPE, IT IS IMPERATIVE TO PRESS FIRMLY AND CHECK ALL EIGHT

COPIES AFTER COMPLETION.

INSTRUCTIONS FOR ANYONE FILING A NOTICE OF APPEAL

YOU HAVE TEN (10) DAYS AFTER FILING YOUR NOTICE OF APPEAL TO COMPLETE
THIS FORM BY DOING THE FOLLOWING:

1. Complete Part I. (Whether or not transcript is ordered)

2. Contact each court reporter involved in reporting the proceedings to make
arrangements for payment. (A separate transcript order form must be completed for
each court reporter)

3. Send Copies 1,2,3 and 4 to each court reporter.
4. Sendcopy 5 to:

U.S. Court of Appeals for the Fifth Circuit
600 Camp Street, Room 102

New Orleans, LA 70130 S q MP I I l:
5. Send Copy 6 to District Court
6. Send Copy 7 to appellee(s). (Make additional photocopies if necessary)
7. Retain Copy 8 for your files.
SHOULD SATISFACTORY ARRANGEMENTS FOR TRANSCRIPT PRODUCTION, INCLUDING
NECESSARY FINANCIAL ARRANGEMENTS, NOT BE MADE WITHIN TEN (10) DAYS AFTER
FILING YOUR NOTICE OF APPEAL, YOUR APPEAL CAN BE DISMISSED.

If you have further questions, contact the Clerk’s Office,
U.S. Court of Appeals for the Fifth Circuit:

\ (504) 589-6514 )
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Federal Records Center Information

The Federal Records Center (FRC) stores case files that have been closed for more than two
years and has court of appeals cases from the 5th Circuit in New Orleans available for viewing.
However, the FRC does not accept fax or mail requests for appeals cases.

1. Call the FRC at 817/334-5515 if you have any questions regarding the services they provide.
Required Information
The FRC cannot process any request without the following information:

FRC accession number

FRC location number

Agency box number

Case number

Case Style

City where court is located

This information can be obtained by contacting the U.S. District Clerk's Office where the case
was closed.

Viewing Case Files

Requests for copies of case file information must be made in writing and submitted by mail or
fax. Requests by phone will not be accepted.

Requests by fax should be sent on the approved form. Please see the attached link for the request
form for civil cases or criminal cases.

Requests by mail should be sent to the Federal Records Center, P.O. Box 6216, Fort Worth,
Texas 76115, Attn: Trust Fund Photo. You should receive your copies 2 - 3 days after the FRC
receives your request. All courier expenses are the requestor's responsibility. A fee of $7.50 is
charged for Federal Express shipments or you may provide a Federal Express account number.

If you are requesting fewer than 70 pages, you may make your request for documents and/or
receive your documents by fax. The FRC's fax number is 817/334-5630. Please allow 1 - 2 days
to receive your copies. Payment must be made using Visa, MasterCard, American Express, or
Discover only. Copies returned by fax cannot be certified.

Requests For Copies

Requests for copies of case file information must be made in writing and submitted by mail or
fax. Requests by phone will not be accepted.



Requests by fax should be sent on the approved form. Please see the attached link for the request
form for civil cases or criminal cases.

Requests by mail should be sent to the Federal Records Center, P.O. Box 6216, Fort Worth,
Texas 76115, Attn: Trust Fund Photo. You should receive your copies 2 - 3 days after the FRC
receives your request. All courier expenses are the requestor's responsibility. A fee of $7.50 is
charged for Federal Express shipments or you may provide a Federal Express account number.

If you are requesting fewer than 70 pages, you may make your request for documents and/or
receive your documents by fax. The FRC's fax number is 817/334-5630. Please allow 1 - 2 days
to receive your copies. Payment must be made using Visa, MasterCard, American Express, or
Discover only. Copies returned by fax cannot be certified.

Request Options

Y ou may choose from the following options when requesting documents/files from the FRC.
Copy charges are included in the flat fee.

Option Fee
Criminal Packet II *
Certified, returned by mail $16.00
. .
Criminal Packet I $10.00

Non-certified, returned by fax/mail

Entire Civil Case File II $41.00
Certified, returned by mail '
Entire Civil Case File I $35.00
Non-certified, returned by fax/mail )
Entire Criminal Case File I $41.00
Certified, returned by mail '
Entire Criminal Case File I $35.00

Non-certified, returned by fax/mail

If your request exceeds 70 pages, you can make an appointment to view the file at the FRC or
have it copied at $.50/page and have the copies mailed to you. You may also pay a $45.00 fee
and have it sent to the U.S. District Clerk's Office.



*Packets include indictment and judgment/commitment order or judgment/sentencing order.

For large cases (i.e., more than one box), a docket sheet must be included with the request.

Payment Methods

The FRC accepts checks/money orders (payable to National Archives Trust Fund), Visa,
MasterCard, American Express, and Discover. Do not send cash. You may pay with cash at the
FRC, but you must have the exact amount. The FRC cannot make change.

Directions to Federal Records Center

The Federal Records Center is located in Building 1 of the Federal Center, 501 W. Felix Street,
which is approximately six miles south of downtown Fort Worth and one-half mile west of I-
35W.

Take the Felix Street exit from I-35W and go west approximately one-half mile. The Federal
Center is located on the south side of the street (to your left). OR

From I-20, take the Hemphill Street exit and go north to the light at Hemphill and Felix
streets. Turn right on Felix Street from Hemphill Street. The gate to the Federal Center is
located immediately on your right after the turn.

Stop at the front guard gate to obtain a pass that should be placed on the dash of your car. You
will need to show your drivers license and proof of insurance to the guard. Return the gate pass at
the gate when you exit the facility.

Once you are in the Federal Center, the Federal Records Center building (Building 1) is located
at the end of the first street to your left. Free parking is available across the street. The sign
showing which entrance to be used for court appointments is located on the front lawn as you
face the building.

Please sign in at the front desk and inform the receptionist that you wish to view a court case that
has been pulled for you.

You also need to sign out when you leave the building.
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wJS44 (Rev.3/99)

CIVIL COVER SHEET

The JS-44 civil cover sheet and the information contained herein neither replace nor sup?lement the filing and service of pleadings or other papers as required
by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is required for
the use of the Clerk of Court for the purpose of initiating the civil docket sheet. (SEE INSTRUCTIONS ON THE REVERSE OF THE FORM.)

I. (a) PLAINTIFFS DEFENDANTS

(b) County of Residence of First Listed Plamntiff

(EXCEPT IN U.S. PLAINTIFF CASES)

County of Residence of First Listed Defendant

(IN U.S. PLAINTIFF CASES ONLY)

NOTE: IN LAND CONDEMNATION CASES, USE THE LOCATION OF THE
LAND INVOLVED.

(c) Attorney’s (Firm Name, Address, and Telephone Number)

Attorneys (If Known)

II. BASIS OF JURISDICTION  (Place an “X” 1 One Box Only) III. CITIZENSHIP OF PRINCIPAL PARTIES(place an “X” in One Box for Plaintiff
(For Diversity Cases Only) and One Box for Defendant)
PTF DEF PTF DEF
1 1 U.S. Government O 3 Federal Question Citizen of This State 01 D1 Incorporated or Principal Place 0O 4 0O4
Plaintiff (U.S. Government Not a Party) of Business In This State
0 2 U.S. Government [0 4 Diversity Citizen of Another State [0 2 [ 2  Incorporated and Principal Place [0 5 O5
Defendant (Indicate Citizenship of Parties of Business In Another State
in Item IIT)
Citizen or Subjectofa [0 3 [13  Foreign Nation 06 0O6
Foreign Country
IV. NATURE OF SUIT (Place an “X” in One Box Only)
CONTRACT TORTS FORFEITURE/PENALTY BANKRUPTCY OTHER STATUTES
O 110 Insurance PERSONAL INJURY PERSONAL INJURY O 610 Agriculture [CH22 Appeal 28 USC 158 0 400 State Reapportionment
O 120 Marme 0O 310 Aurplane B 362 Personal Injury— 00 620 Other Food & Drug O 410 Antitrust
0O 130 Miller Act O 315 Aurplane Product Med. Malpractice O 625 Drug Related Seizure | (423 Withdrawal 0J 430 Banks and Banking
O 140 Negotiable Instrument Liability O 365 Personal Injury — of Property 21 USC 881 28 USC 157 0O 450 Commerce/ICC Rates/etc.
[ 150 Recovery of Overpayment |3 320 Assault, Libel & Product Liability O 630 Liquor Laws 0O 460 Deportation
& Enforcement of Judgment Slander O 368 Asbestos Personal O 640RR. & Truck PROPERTY RIGHTS O 470 Racketeer Influenced and
0O 151 Medicare Act O 330 Federal Employers’ Injury Product O 650 Airline Regs. 820 Copyrights Corrupt Organizations
O 152 Recovery of Defaulted Luability Liability O 660 Occupational ®30 P:Fei': O 810 Selective Service
Student Loans 0O 340 Marine PERSONAL PROPERTY Safety/Health CR40 Trademark 1 850 Securities/Commodities/
(Excl. Veterans) 0O 345 Marine Product 0O 370 Other Fraud O 690 Other Exchange
O 153 Recovery of Overpayment Liability O 371 Truth in Lending O 875 Customer Challenge
of Veteran’s Benefits O 350 Motor Vehicle O 380 Other Personal LABOR SOCIAL SECURITY 12 USC 3410
0 160 Stockholders’ Suits 0O 355 Motor Vehicle Property Damage 0O 891 Agricultural Acts
O 190 Other Contract ProductLiability ~ O 385 Property Damage | '° iac‘t’ Labor Standards gg; glla‘:lf 1L3u9nsgﬂ()923) O 892 Economic Stabilization Act
0O 195 Contract Product Liability |3 360 Other Personal Injury Product Liability O 720 Labor/Mgmt. Relations | CB63 DIWC/DIWW (405()) g ggz E::ron:xlt]e:ctzluﬁ/lliagzs
REALPROPERTY CIVIL RIGHTS | PRISONER PETITIONS . | EB64 SSID Title XVI O 895 Freeff,'m of
O 730 Labor/Mgmt.Reporting | (865 RSI (405(g)) Information Act
0O 210 Land Condemnation 3 441 Voting O 510 Motions to Vacate & Disclosure Act
O 220 Foreclosure O 442 Employment Sentence 3 740 Railway Labor Act FEDERAL TAX SUITS |0 900 ]/;ppeal .Of lfee
. etermination Under Equal
0 230 Rent Lease & Ejectment |3 443 Housing/ Habeas Corpus: {870 Taxes (U.S. Plaintiff Access to Justice
00 240 Torts to Land Accommodations 3 530 General 3 790 Other Labor Litigation i Lo
_— g or Defendant) O 950 Constitutionality of
O 245 Tort Product Liability 0 444 Welfare O 535 Death Penalty State Statutes
3 290 All Other Real Property {0 440 Other Civil Rughts g 2‘5‘8 1(\:/Iandamus &Other |O 791 Empl: Ret. Inc. {371 IRS—Third Party O 890 Other Statutory Actions
ivil Rights Security Act 26 USC 7609
[0 555 Prison Condition
[ "
V. ORIGIN  (PLACE AN “X” IN ONE BOX ONLY) Franstorred fom Appeal to District
another district I{)IldgF Stfrrotm
O 1 Original O 2 Removed from O3 Remanded from 0O 4 Reinstatedor O 5 (specify) 06 Multidistricc O 7 b ggl ate
Proceeding State Court Appellate Court Reopened Litigation udgment

(Cite the U.S. Civil Statute under which you are filing and write brief statement of cause.
VI. CAUSE OF ACTION Do not cite jurisdictional statutes unless diversity.)

VII. REQUESTED IN DEMAND $ CHECK YES only if demanded in complaint:

0 CHECK IF THIS IS A CLASS ACTION

COMPLAINT: UNDER FR.CP. 23 JURY DEMAND: D Yes [INo
VII. RELATED CASE(S) (See instructions):
IF ANY JUDGE DOCKET NUMBER
DATE SIGNATURE OF ATTORNEY OF RECORD
FOR OFFICE USE ONLY
RECEIPT # AMOUNT APPLYING IFP JUDGE MAG. JUDGE




JS 44 Reverse (Rev. 12/96)

INSTRUCTIONS FOR ATTORNEYS COMPLETING CIVIL COVER SHEET FORM JS-44
Authority For Civil Cover Sheet

The JS-44 civil cover sheet and the information contained herein neither replaces nor supplements the filings and service of pleading or other papers as
required by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is
required for the use of the Clerk of Court for the purpose of initiating the civil docket sheet. Consequently, a civil cover sheet is submitted to the Clerk
of Court for each civil complaint filed. The attorney filing a case should complete the form as follows:

I (a) Plaintiffs-Defendants. Enter names (last, first, middle initial) of plaintiff and defendant. Ifthe plaintiffor defendant is a government agency,
use only the full name or standard abbreviations. If the plaintiff or defendant is an official within a government agency, identify first the agency and then
the official, giving both name and title.

(b.) County of Residence. For each civil case filed, except U.S. plaintiff cases, enter the name of the county where the first listed plaintiff resides
at the time of filing. In U.S. plaintiff cases, enter the name of the county in which the first listed defendant resides at the time of filing. (NOTE: In land
condemnation cases, the county of residence of the “defendant™ is the location of the tract of land involved.)

(c) Attorneys. Enter the firm name, address, telephone number, and attorney of record. If there are several attorneys, list them on an attachment,
noting in this section “(see attachment)”,

IL.  Jurisdiction. The basis of jurisdiction is set forth under Rule 8(a), F.R.C.P., which requires that jurisdictions be shown in pleadings. Place an
“X” in one of the boxes. If there is more than one basis of jurisdiction, precedence is given in the order shown below.

United States plaintiff. (1) Jurisdiction based on 28 U.S.C. 1345 and 1348. Suits by agencies and officers of the United States, are included here.
United States defendant. (2) When the plaintiff is suing the United States, its officers or agencies, place an “X” in this box.

Federal question. (3) This refers to suits under 28 U.S.C. 1331, where jurisdiction arises under the Constitution of the United States, an amendment to
the Constitution, an act of Congress or a treaty of the United States. In cases where the U.S. is a party, the U.S. plaintiff or defendant code takes
precedence, and box 1 or 2 should be marked.

Diversity of citizenship. (4) This refers to suits under 28 U.S.C. 1332, where parties are citizens of different states. When Box 4 is checked, the
citizenship of the different parties must be checked. (See Section III below; federal question actions take precedence over diversity cases.)

III.  Residence (citizenship) of Principal Parties. This section of the JS-44 is to be completed if diversity of citizenship was indicated above. Mark
this section for each principal party.

IV.  Nature of Suit. Place an “X” in the appropriate box. If the nature of suit cannot be determined, be sure the cause of action, in Section IV below,
is sufficient to enable the deputy clerk or the statistical clerks in the Administrative Office to determine the nature of suit. If the cause fits more than one
nature of suit, select the most definitive.

V. Origin. Place an “X” in one of the seven boxes.
Original Proceedings. (1) Cases which originate in the United States district courts.

Removed from State Court. (2) Proceedings initiated in state courts may be removed to the district courts under Title 28 U.S.C., Section 1441. When
the petition for removal is granted, check this box.

Remanded from Appellate Court. (3) Check this box for cases remanded to the district court for further action. Use the date of remand as the filing date.
Reinstated or Reopened. (4) Check this box for cases reinstated or reopened in the district court. Use the reopening date as the filing date.

Transferred from Another District. (5) For cases transferred under Title 28 U.S.C. Section 1404(a) Do not use this for within district transfers or
multidistrict litigation transfers.

Multidistrict Litigation. (6) Check this box when a multidistrict case is transferred into the district under authority of Title 28 U.S.C. Section 1407. When
this box is checked, do not check (5) above.

Appeal to District Judge from Magistrate Judgment. (7) Check this box for an appeal from a magistrate judge’s decision.

VI.  Cause of Action. Report the civil statute directly related to the cause of action and give a brief description of the cause.

VII. Requested in Complaint. Class Action. Place an “X” in this box if you are filing a class action under Rule 23, F.R.Cv.P.

Demand. In this space enter the dollar amount (in thousands of dollars) being demanded or indicate other demand such as a preliminary injunction.
Jury Demand. Check the appropriate box to indicate whether or not a jury is being demanded.

VIII. Related Cases. This section of the JS-44 is used to reference related pending cases if any. If there are related pending cases, insert the docket
numbers and the corresponding judge names for such cases.

Date and Attorney Signature. Date and sign the civil cover sheet.
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Guide for Filing Federal Civil Suits

Civil Cover Sheet

File the original plus one copy for the press. (Please insert the county of the first

(attached) plaintiff.)
Summons File the original plus one for each party to be served. [Exceptions: original plus two
(attached) for Insurance and Highway Commissions and the Secretary of State.]
Complaint File the original plus one copy for the Court (including exhibits) and one copy for each

defendant to be served. Exceptions:

e If service is to be through the Insurance commission, Highway Commission, or
Secretary of State, two copies per defendant are required. [A $40.00 check is
required for each defendant served through the Secretary of State, payable to
"Secretary of State,” plus $10.00 per defendant if a return of service is
desired.

e If service is to be made on an agent or agency of the U.S. government or the
United States of America is named, one copy for the Attorney General and one
copy for the United States Attorney's Office plus one copy for each named
agency are required. See Guide for Filing Federal Suits Against the U.S.
Government for more information.

NOTE: All parties must be named in the style of the case on the complaint, notice of
removal, or any other pleading initiating a suit; "et al.” is not acceptable.

Certificate of

File the original plus one copy for the Court. See LR 3.1(f).

Interested

Persons

Service See Amended Rule 4, F.R.Civ.P. the U.S. Marshal no longer serves summonses except
for process served on behalf of the government, by order of the Court, and in forma
pauperis cases.

Court Fees Regular Civil Suit: $150.00 for each complaint or notice of removal

Habeas Corpus Case: $5.00
Appeal: $255.00 ($5.00 District filing fee; $250.00 Fifth Circuit filing fee)

Make checks payable to "Clerk, U.S. District Court." There are no fees for jury
demands, counterclaims, etc.

Notice of Removal

File the original plus one copy of the civil cover sheet, supplemental civil cover
REMOVAL sheet, and Notice of Removal. Each document filed in the state court action,
except discovery material, must be attached to both the original and copy of the Notice
of Removal. The documents must be individually tabbed and arranged in chronological
order according to the state court file date. The documents must be preceded by an
index of all documents that clear identifies each document and indicates the date the
document was filed in state court. A copy of the docket sheet in the state court action
is also required.

See Guide for Filing Notice of Removal and LR 81.1 for more information.




Bty CIVIL COVER SHEET

The JS—44 civil cover sheet and the information contained herein neither replace nor supplement the filing and service of pleadings or other papers as required
by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is required for the use
of the Clerk of Court for the purpose of initiating the civil docket sheet. (SEE INSTRUCTIONS ON THE REVERSE OF THE FORM.)

1. (a) PLAINTIFFS DEFENDANTS
(b) COUNTY OF RESIDENCE OF FIRST LISTED PLAINTIFF COUNTY OF RESIDENCE OF FIRST LISTED DEFENDANT
(EXCEPT IN U.S. PLAINTIFF CASES) (IN U.S. PLAINTIFF CASES ONLY)

NOTE:  IN LAND CONDEMNATION CASES, USE THE LOCATION OF THE
TRACT OF LAND INVOLVED.

(C) ATTORNEYS (FIRM NAME, ADDRESS, AND TELEPHONE NUMBER) ATTORNEYS (IF KNOWN)

1. BASIS OF JURISDICTION  (ruaceanx inonesoxonw | Hl. CITIZENSHIP OF PRINCIPAL PARTIES (PLACE AN "x” IN ONE BOX FOR PLAINTIFF
(For Diversity Cases Only) AND ONE BOX FOR DEFENDANT)
PTF DEF PTF DEF
01 U.S. Government 0 3 Federal Question Citizen of This State Ot Ot IncorporatedorPrincipalPlace D4 D4
Plaintift (U.S. Government Not a Party) of Business in This State
02 U.S. Government 0 4 Diversity Citizen of Another State ©2 02 Incorporated and PrincipalPlace 05 D5
Defendant (indicate Citizenship of Parties of Business In Another State
in ftem 1) Citizen or Subject of aps O3 Foreign Nation 06 Os
Foreign Country
IV. NATURE OF SUIT (PLACE AN “X” IN ONE BOX ONLY) )
CONTRACT TORTS FORFEITURE/PENALTY BANKRUPTCY OTHER STATUTES
3 110 Insurance PERSONAL INJURY PERSONAL INJURY [ 810 Agricuiture 3 422 Appeal 28 USC 158 [ 400 State Reepportionment
3 120 Marine O 310 Aiplane 0 362 Personal Injury — [ 620 Other Food & Drug 0 410 Antitrust
3 130 Miller Act O 315 Airpiane Product Med. Maipractice [3 625 Drug Related Seizure | [ 423 Withdrawal [ 430 Banks and Banking
£J 140 Negotiable instrument Lisbiity [ 385 Personal Injury — of Property 21 USC 881 28UsC 157 O 450 Commerce/iCC Rates/etc.
150 Recovery of Overpayment 320 Assault, Libel & Product Liabiiity 630 Liquor Laws 460 Deportation
o & Eniorcement of Judgment e Stander O) 388 Asbestos Personal gmnna'rm PROPERTY RIGHTS gmmmulwm
) 151 Medicare Act [ 330 Federal Employers' Injury Product Liability | [3 650 Aidine Regs. O 820 Copyrights Comupt Organizations
DMW umm b O 680 Occupstional D 830 Paent g:;:samswee e/
fingiraai PERSONAL PROPERTY Safor Heatth Securites/C
(Excl. Veterans) 0 345 Maring Procuct {1 370 Other Fraud [ 690 Other 0 840 Trademark Exchange
153 Recovery of Overpayment 3 371 Truth in Lending ) 875 Customer
e of Veteran's Beneiits 3 350 Motor Vehicle 0 3%0 om-m } LABOR SOCIAL SECURITY 12 USC 3410
O 160 Stockholders' Suits D 355 Motor Vehicle Property Damage O 891 Agri Acts
O 190 Other Contract Product Liability 0 385 Property Damage O 710 Feir Labor Standards D 881 HIA (13858) O 892 Economic Stabilization Act
[J 195 Contract Product Lisbility [ 360 Other Personal Injury Product Liability Act D 862 Biack Lung (923) [ 893 Environmental Mattars
0 720 Labor/Mgmt. Reiations | [ 863 DIWC/DIWW (405()) | 3 ees Energy Allocetion Act
‘REAL PROPERTY CIVIL RIGHTS PRISONER PETITIONS |B z :::DTIMXVI 0 885 Freedom of
3 210 Land Condemnation [ 441 Voting {7 510 Motions to Vacate DWWMW o wostan 0 900 A'mpp.m::wm
0 230 Poraciosure D 442 Cmplcyment HABEAS CORPUS: O 740 Reiwey Lebor At | FEDERAL TAX SUITS Under Equal Access 1o Justice
[ 230 Rent Leese & Ejectment [0 443 Housing/ [J 530 General : ————————————1 [ 950 Constitutionakty of
3 240 Torts to Land Accommodations o Other " State Statiutes
- [ 535 Deeth Penalty 790 Labor Litigation | 1 a0 Taxas (US. Plaintitt
{0 245 Tort Product Liability 0 444 Weifaro 0 540 Mandamus & Other o [J 890 Other Statutory Actions
0O 290 All Other Real Property ) 440 Cther Civil Rights £1 550 Civil Rights D 791 Empl. Ret. inc. orw
" " . D 871 IRS — Third Party
[ 585 Prison Condition Security Act 26 USC 7608
V. ORIGIN (PLACE AN “X™ IN ONE BOX ONLY) Appeal to District
. . Transferred from . Judge from
0 1 Original oz2Removedfrom [ 3Remanded from 13 4 Reinstated or D s another district O s Multidistrict o 7 Magistrate
Proceeding State Court Appeliate Court Reopened (specify) Litigation Judgment

V1. CAUSE OF ACTION

(CITE THE U.S. CIML STATUTE UNDER WHICH YOU ARE FILING AND WRITE BRIEF STATEMENT OF CAUSE.
DO NOT CITE JURISDICTIONAL STATUTES UNLESS DIVERSITY)

Vil. REQUESTED IN CHECK IF THIS IS A CLASS ACTION DEMAND $ CHECK YES only if demanded in complaint:
COMPLAINT: D UNDERFR.C.P 23 JURY DEMAND: ovyes ano
VIIL.RELATED CASE(S) (See instructions):
IFANY JUDGE DOCKET NUMBER
DATE SIGNATURE OF ATTORNEY OF RECORD
FOR OFFICE USE ONLY -

RECEIPT # e AMOUNT e APPLYINGIFP JUDGE MAG. JUDGE




JS 44 Reverse
(Rev.3/99) -

INSTRUCTIONS FOR ATTORNEYS COMPLETING CIVIL COVER SHEET FORM JS—~44
Authority For Civil Cover Sheet

The JS—44 civil cover sheet and the information contained herein neither replaces nor supplements the filings and service of pleading or
other papers as required by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States
in September 1974, is required for the use of the Clerk of Court for the purpose of initiating the civil docket sheet. Consequently a civil cover sheet
is submitted to the Clerk of Court for each civil complaint filed. The attorney filing a case should compiete the form as follows:

1.  (a)Plaintiffs — Defendants. Enter names (last, first, middle initial) of plaintiff and defendant. If the plaintiff or defendant s a government
agency, use only the full name or standard abbreviations. If the plaintiff or defendant is an official within a government agency, identify first the
agency and then the official, giving both name and title.

(b) CountyofResidence. For eachcivilcase filed, except U.S. plaintiffcases, enter the name of the countywhere the firstlisted plaintiffresides
at the time of filing. In U.S. plaintiff cases, enter the name of the county in which the first listed defendant resides at the time of filing.
(NOTE: In land condemnation cases, the county of residence of the “defendant” is the location of the tract of land involved.)

(c) Attorneys. Enter the firm name, address, telephone number, and attorney of record. If there are several attorneys, list them on an
attachment, noting in this section “(see attachment)”.

IL Jurisdiction. The basis of jurisdiction is set forth under Ruie 8(a), FR.C.P., which requires that jurisdictions be shown in pleadings. Place
an “X” in one of the boxes. If there is more than one basis of jurisdiction, precedence is given in the order shown below.

United States plaintiff, (1) Jurisdiction based on 28 U.S.C. 1345 and 1348. Suits by agencies and officers of the United States are included here.
United States defendant. (2) When the plaintiff is suing the United States, its officers or agencies, place an “X” in this box.

Federalquestion. (3) Thisreferstosuitsunder28U.S.C. 1331, wherejurisdictionarisesunderthe Constitutionof the United States,anamendment
to the Constitution, an act of Congressora treatyof the United States. In caseswhere the U.S. isa party, the U.S. plaintiff or defendant code takes
precedence, and box 1 or 2 should be marked. -

Diversity of citizenship. (4) This refers to suits under 28 U.S.C. 1332, where parties are citizens of different states. When Box 4 is checked, the
citizenship of the different parties must be checked. (See Section ITI below; federal question actions take precedence over diversity cases.)

HI. Residence (citizenship) of Principal Parties. This section of the JS—44 is to be completed if diversity of citizenship was indicated above.
Mark this section for each principal party.

IV. NatureofSuit. Placean“X” inthe appropriate box.If the nature of suitcannotbe determined, be sure the cause of action, inSectionIVabove,
issufficienttoenable the deputyclerk or the statistical clerksin the Administrative Office todetermine the nature of suit, If the cause fits more than
one nature of suit, select the most definitive.

V. Origin. Place an “X” in one of the seven boxes.
Original Proceedings. (1) Cases which originate in the United States district courts.

Removed from State Court. (2) Proceedings initiated in state courts may be removed to the district courts under Title 28 U.S.C., Section 1441.
When the petition for removal is granted, check this box.

Remanded from Appellate Court. (3) Check thisbox forcases remanded to the district court for furtheraction. Use the date of remand as the filing
date. .

Reinstated or Reopened. (4) Check this box for cases reinstated or reopened in the district court. Use the reopening date as the filing date.

Transferred from Another District. (5) For cases transferred under Title 28 U.S.C. Section 1404(a). Do not use this for within district transfers or
multidistrict litigation transfers.

Multidistrict Litigation. (6) Check thisboxwhenamultidistrict case is transferred into the districtunder authority of Title 28 U.S.C. Section 1407.
When this box is checked, do not check (5) above.

Appeal to District Judge from Magistrate Judgment. (7) Check this box for an appeal from a magistrate judge’s decision.

VL. Cause of Action. Report the civil statute directly related to the cause of action and give a brief description of the cause.

VII. Requested in Complaint. Class Action. Place an “X” in this box if you are filing a class action under Rule 23, FR.Cv.P.

Demand. Inthisspace enterthedoliaramount(inthousandsofdoﬂars)beingdemandedorindicateotherdemandsuchasapreliminaryinjunction.
Jury Demand. Check the appropriate box to indicate whether or not a jury is being demanded.

VIIL. Related Cases. Thissection of the JS—44isused toreference related pending casesifany. If there are related pending cases, insert the docket
numbers and the corresponding judge names for such cases. '

Date and Attorney Signature. Date and sign the civil cover sheet.



AO 440 (Rev. 10/93) Summons in a Civil Action

Hnited BStates Bistrict Court

DISTRICT OF

SUMMONS IN A CIVIL CASE

V. CASE NUMBER:

TO: (Name and address of defendant)

YOU ARE HEREBY SUMMONED and required to serve upon PLAINTIFF'S ATTORNEY (name and address)

an answer to the complaint which is herewith served upon you, within days after service of this
summons upon you, exclusive of the day of service. If youfail to do so, judgment by default will be taken against youfor the relief
demanded in the complaint. You must also file your answer with the Clerk of this Court within a reasonable period of time after
service.

CLERK DATE

(BY) DEPUTY CLERK



AQ 440 (Rev. 10/93) Summons in a Civil Action

RETURN OF SERVICE

DATE
Service of the Summons and Complaint was made by me!

NAME OF SERVER (PRINT) TITLE

Check one box below to indicate appropriate method of service

D Served personally upon the defendant. Place where served:

D Left copies thereof at the defendant’s dwelling house or usual place of abode with a person of suitable age

and discretion then residing therein.
Name of person with whom the summons and complaint were left:

[] Returned unexecuted:

[} other (specify):

STATEMENT OF SERVICE FEES

TRAVEL SERVICES TOTAL

DECLARATION OF SERVER

| declare under penaity of perjury under the laws of the United States of America that the foregoing
information contained in the Return of Service and Statement of Service Fees is true and correct.

Executed on

Date Signature of Server

Address of Server

(1)  As to who may serve a summons see Rule 4 of the Federal Ruies of Civil Procedure.



Attachment 13



United States District Court
Northern District of Texas

Supplemental Civil Cover Sheet For Cases Removed
From State Court

This form must be attached to the Civil Cover Sheet at the time the case is filed in the U.S.
District Clerk’s Office. Additional sheets may be used as necessary.
1. State Court Information:

Please identify the court from which the case is being removed and specify the number
assigned to the case in that court.

Court Case Number

2. Style of the Case:

Please include all Plaintiff(s), Defendant(s), Intervenor(s), Counterclaimant(s),
Crossclaimant(s) and Third Party Claimant(s) still remaining in the case and indicate their
party type. Also, please list the attorney(s) of record for each party named and include their
bar number, firm name, correct mailing address, and phone number (including area code.)

Party and Party Type Attorney(s)

3. Jury Demand:
Was a Jury Demand made in State Court? O Yes 0O No

If "Yes," by which party and on what date?

Party Date



Supplemental Civil Cover Sheet

Page 2
4. Answer:
Was an Answer made in State Court? O Yes O No
If "Yes," by which party and on what date?
Party Date
5. Unserved Parties:

The following parties have not been served at the time this case was removed:

Party Reason(s) for No Service

6. Nonsuited, Dismissed or Terminated Parties:

Please indicate any changes from the style on the State Court papers and the reason for that
change:

Party Reason

7. Claims of the Parties:

The filing party submits the following summary of the remaining claims of each party in this
litigation:

Party Claim(s)



Attachment 14



Guide for Filing Notice of Removal

REQUIREMENTS

Civil Cover Sheet

File the original plus one copy for the press. Please insert county of the first plaintiff, If

(attached) the United States is the plaintiff, please insert county of the first defendant. The ORIGIN
code should be "2" for all removals to the U.S. District Court from a state court.
Supplemental Attach the supplemental civil cover sheet to the original and copy of the civil cover
Civil Cover Sheet | sheet. The case will be entered on the computer directly from the information provided
(attached) on this form. It is very important this form be accurate and complete.
Summons No summons is required in a removal case, but if a summons was not issued by state
(attached) court, it may be issued at this time. If so, one original and one copy per defendant are
required.
Notice of File the original plus one copy of a civil cover sheet, supplemental civil cover sheet and
Removal Notice of Removal. Attach each document filed in the state court action, except

discovery material, to both the original and copy of the Notice of Removal. The
documents must be individually tabbed and arranged in chronological order according to
the state court file date. A copy of the docket sheet in the state court action must also
be attached. The documents must be preceded by an index of all documents that clearly
identifies each document and indicates the date the document was filed in state court.
The Notice of Removal should bear the U.S. District Court heading and be styled in the
same manner as the original state court complaint.

Certificate of

See LR 81.1(a).

Interested
Persons
Service Counsel is responsible for all service regarding the notice of removal and for notification
to the state court of the removal action.
Court Fees The filing fee is $150.00 for each case. If payment is by check, make it payable to
(attached) "Clerk, U.S. District Court.” There are no fees for jury demands, counterclaims, etc.




Bty CIVIL COVER SHEET

The JS~44 civil cover sheet and the information contained herein neither replace nor suppiement the filing and service of pleadings or other papers as required
by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is required for the use
of the Clerk of Court for the purpose of initiating the civil docket sheet. (SEE INSTRUCTIONS ON THE REVERSE OF THE FORM.)

I. (a) PLAINTIFFS DEFENDANTS
{b) COUNTY OF RESIDENCE OF FIRST LISTED PLAINTIFF COUNTY OF RESIDENCE OF FIRST LISTED DEFENDANT
(EXCEPT IN U.S. PLAINTIFF CASES) (IN U.S. PLAINTIFF CASES ONLY)

NOTE:  IN LAND CONDEMNATION CASES, USE THE LOCATION OF THE
TRACT OF LAND INVOLVED.

(C) ATTORNEYS (FIRM NAME, ADDRESS, AND TELEPHONE NUMBER) ATTORNEYS (IF KNOWN)

Il. BASIS OF JURISDICTION  (riaceanx iNonEsoxonwy) | 11, CITIZENSHIP OF PRINCIPAL PARTIES  (PLACE AN “X" IN ONE BOX FOR PLAINTIFF
(For Diversity Cases Only) AND ONE BOX FOR DEFENDANT)
PTF DEF PTF DEF
a1 US. Government D 3 Federal Question Citizen of This State 01 Q01 Incorporated orPrincipalPlace D4 04
Plaintiff {U.S. Government Not a Party) of Business in This State
02 U.S. Government 0 4 Diversity Citizen of Another State 02 02 Incorporated and Principal Place 05 05
Defendant (Indicate Citizenship of Parties of Business In Another State
in ftem fi) Citizen or Subject of a0 3 03 Foreign Nation Oos Os
Foreign Country
IV. NATURE OF SUIT (PLACE AN X" IN ONE BOX ONLY) -
CONTRACT TORTS FORFEITURE/PENALTY BANKRUPTCY OTHER STATUTES
0 110 insurance PERSONAL INJURY PERSONAL INJURY O 610 Agricutture [J 422 Appeal 28 USC 158 | [ 400 State Reepportionment
D 120 Marine {1 310 Airplane [J 362 Personal Injury — [J €20 Other Food & Drug O 410 Antitrust
3 130 Miller Act O 215 Arpiane Product Med. Malpractice 3 625 Drug Related Seizure | [ 423 Withdrawal O 430 Banks and Banking
[J 140 Negotiable Instrument Liebiity 1 365 Personal Injury — of Property 21 USC 881 28USC 157 O 450 Commerce/ICC Rates/etc.
150 of D 320 Assault, Libel & Product Liability 630 Liquor Laws 460 ;
O Ertorcament o Aagment Siander 01 968 Asbeetos Porsonal | D 640 RB & Tk PROPERTY RIGHTS | 13 470 Raccetos; rusnced and
[) 151 Medicare Act 0 330 Federal Empioyers' injury Prodiuct Liability | [ 850 Aickne Regs. 820 Copyri Corrupt Organizations
O 152 Recovery of Defautted :abﬂﬂv O 660 Occupationat gmpgn“g'” O 810 Selective Service
Student Loans {3 340 Marine PERSONAL PROPERTY Safety/Health {1 850 Securities/Commodities/
{Exc. Veterans) 0 345 Mare Procuc 0 370 Other Fraud O 830 Other )840 Trademark Exchange
153 of et 0 371 Tnhi i ) 875 Customer C
B oz bonaie | 350 MowrVerice 3 380 Ot pesen LABOR SOCIAL SECURITY 12 USC 3410
O 160 Stockhokders' Sits 3 355 Moator Vehicle Property Damage O 891 Agricultural Acts
O 195 Contract Product Liability I3 360 Other Personal injury Product Liabiiity Act D 882 Biack Lung (923) D 833 Environmental Matters
" ) 720 Labor/Mgmt. Relations | [ 863 DIWC/DIWW (405(a)) | (3 894 Energy Allocation Act
‘REAL PROPERTY CIVIL RIGHTS PRISONER PETITIONS |0 z SSID Tite XVI O 895 Freedom of
0 210 Land Condemnation O 441 Voting 01510 Motons tovacats | 0 720 §erMomt. Reporting | D 865 RSI (4054g) 3 900 A of e Determieat
0 220 Foreciosure 0 432 Employment HABEAS GORPUS: £3 740 Raiwey Labor At | FEDERAL TAX SUITS Under Equal Access to Justce
01 230 Rent Lease & Ejectment [ 443 Housing/ 220 oy g e DRSS! 1 950 Constitutionalty of
0 240 Tors to Land Ascommodations Dusn.mm.y 0 750 Other Labor Litigation ) Stats Statutes
£ 245 Tort Product Liability 0 444 Wettare 5 540 Mandamos & Otrer O BT T ™ | 13 890 Other Statutory Actions
{3 290 Al Other Real Property D 440 Other Civil Rights 0 S50 Civil Rights 0 791 Empl. Ret Inc. 0 871 178 <= Thirst Perty
[ 555 Prison Condition Security Act 26USC 7609
V. ORIGIN {PLACE AN “X" IN ONE BOX ONLY) Appeal to District
Transferred from Judge from
0 1 Original 0 2 Removed from p aRemanded from ) « Reinstated or O s another district 1 & Multidistrict 0 7 Magistrate
Proceeding State Court Appellate Court Reopened (specify) Litigation Judgment

Vi. CAUSE OF ACTION (CITE THE U.S. CIVIL STATUTE UNDER WHICH YOU ARE FILING AND WRITE BRIEF STATEMENT OF CAUSE.
DO NOT CITE JURISDICTIONAL STATUTES UNLESS DIVERSITY)

Vil. REQUESTED IN CHECK IF THIS IS A CLASS ACTION DEMAND $ CHECK YES only if demanded in complaint:
COMPLAINT: D UNDERFR.CP23 JURY DEMAND: 0 Yes owNo
VIIL.RELATED CASE(S) (See instructions):
IF ANY - JUDGE DOCKET NUMBER
DATE SIGNATURE OF ATTORNEY OF RECORD
FOR OFFICE USE ONLY -

RECEIPT# e AMOUNT e APPLYING IFP JUDGE MAG. JUDGE




JS 44 Reverse
(Rev.3/99) _

INSTRUCTIONS FOR ATTORNEYS COMPLETING CIVIL COVER SHEET FORM JS—44
Authority For Civil Cover Sheet

The JS~44 civil cover sheet and the information contained herein neither replaces nor supplements the filings and service of pleading or
other papers as required by law, except as provided by local rules of court. This form, approved by the Judicial Conference of the United States
in September 1974, is required for the use of the Clerk of Court for the purpose of initiating the civil docket sheet. Consequently a civil coversheet
is submitted to the Clerk of Court for each civil complaint filed. The attorney filing a case should complete the form as follows:

L  (a)Plaintiffs — Defendants. Enter names (last, first, middle initial) of plaintiff and defendant. If the plaintiff or defendantis a government
agency, use only the full name or standard abbreviations. If the plaintiff or defendant is an official within a government agency, identify first the
agency and then the official, giving both name and title.

(b) CountyofResidence. Foreachcivilcase filed, except U.S. plaintiffcases, enterthe name of the countywhere the first listed plaintiffresides
at the time of filing. In U.S. plaintiff cases, enter the name of the county in which the first listed defendant resides at the time of filing.
(NOTE: In land condemnation cases, the county of residence of the “defendant” is the location of the tract of land involved.)

(c) Attorneys. Enter the firm name, address, telephone number, and attorney of record. If there are several attorneys, list them on an
attachment, noting in this section “(see attachment)”.

0. Jurisdiction. The basis of jurisdiction is set forth under Rule 8(a), FR.C.P,, which requires that jurisdictions be shown in pleadings. Place
an “X” in one of the boxes. If there is more than one basis of jurisdiction, precedence is given in the order shown below.

United States plaintiff. (1) Jurisdiction based on 28 U.S.C. 1345 and 1348. Suits by agencies and officers of the United States are included here.
United States defendant. (2) When the plaintiff is suing the United States, its officers or agencies, place an “X” in this box.

Federalquestion. (3) Thisreferstosuitsunder28U.S.C. 1331, wherejurisdictionarisesunderthe Constitutionofthe United States, anamendment
to the Constitution, an act of Congress ora treaty of the United States. In caseswhere the U.S. is a party, the U.S. plaintiff or defendant code takes
precedence, and box 1 or 2 should be marked.

Diversity of citizenship. (4) This refers to suits under 28 U.S.C. 1332, where parties are citizens of different states. When Box 4 is checked, the
citizenship of the different parties must be checked. (See Section I below; federal question actions take precedence over diversity cases.)

ITI. Residence (citizenship) of Principal Parties. This section of the JS—44 is to be completed if diversity of citizenship was indicated above.
Mark this section for each principal party.

IV. NatureofSuit. Place an“X”inthe appropriate box.Ifthe nature of suitcannotbe determined, be sure the cause of action, in SectionIVabove,
issufficienttoenable the deputyclerk orthe statistical clerksin the Administrative Office to determine the nature of suit. Ifthe cause fitsmore than
one nature of suit, select the most definitive.

V.  Origin. Place an “X” in one of the seven boxes.
Original Proceedings. (1) Cases which originate in the United States district courts.

Removed from State Court. (2) Proceedings initiated in state courts may be removed to the district courts under Title 28 U.S.C,, Section 1441.
When the petition for removal is granted, check this box.

Remanded from Appellate Court. (3) Check thisboxforcases remanded to the district court for furtheraction. Use the date of remand as the filing
date. 7

Reinstated or Reopened. (4) Check this box for cases reinstated or reopened in the district court. Use the reopening date as the filing date.

Transferred from Another District. (5) For casestransferred under Title 28 U.S.C. Section 1404(a). Do not use this for within district transfers or
multidistrict litigation transfers.

Multidistrict Litigation. (6) Check thisboxwhen a multidistrict case is transferred into the district under authority of Title 28 U.S.C. Section 1407.
When this box is checked, do not check (5) above.

Appeal to District Judge from Magistrate Judgment. (7) Check this box for an appeal from a magistrate judge’s decision.

VI. Cause of Action. Report the civil statute directly related to the cause of action and give a brief description of the cause.

VIL. Requested in Complaint. Class Action. Place an “X” in this box if you are filing a class action under Rule 23, FR.Cv.P.
Demand.Inthisspace enterthedoliaramount(inthousandsofdollars)beingdemandedorindicateothcrdemandsuchasapreliminaryinjunction.
Jury Demand. Check the appropriate box to indicate whether or not a jury is being demanded.

VIIL. Related Cases. Thissection of the JS—44 isused toreference related pending casesif any. If there are related pending cases, insert the docket
numbers and the corresponding judge names for such cases.

Date and Attorney Signature. Date and sign the civil cover sheet.



United States District Court
Northern District of Texas

Supplemental Civil Cover Sheet For Cases Removed
From State Court

This form must be attached to the Civil Cover Sheet at the time the case is filed in the U.S.
District Clerk’s Office. Additional sheets may be used as necessary.
1. State Court Information:

Please identify the court from which the case is being removed and specify the number
assigned to the case in that court.

Court Case Number

2. Style of the Case:

Please include all Plaintiff(s), Defendant(s), Intervenor(s), Counterclaimant(s),
Crossclaimant(s) and Third Party Claimant(s) still remaining in the case and indicate their
party type. Also, please list the attorney(s) of record for each party named and include their
bar number, firm name, correct mailing address, and phone number (including area code.)

Party and Party Type Attorney(s)

3. Jury Demand:
Was a Jury Demand made in State Court? O Yes 0O No

If "Yes," by which party and on what date?

Party Date



Supplemental Civil Cover Sheet

Page 2
4, Answer:
Was an Answer made in State Court? O Yes 00 No
If "Yes," by which party and on what date?
Party Date
5. Unserved Parties:

The following parties have not been served at the time this case was removed:

Party Reason(s) for No Service

6. Nonsuited, Dismissed or Terminated Parties:

Please indicate any changes from the style on the State Court papers and the reason for that
change:

Party Reason

7. Claims of the Parties:

The filing party submits the following summary of the remaining claims of each party in this
litigation:

Party Claim(s)



AO 440 (Rev. 10/93) Summons in a Civil Action

United States Bistrict Court

DISTRICT OF

SUMMONS IN A CIVIL CASE

V. CASE NUMBER:

TO: (Name and address of defendant)

YOU ARE HEREBY SUMMONED and required to serve upon PLAINTIFF’S ATTORNEY (name and address)

an answer to the complaint which is herewith served upon you, within days after service of this
suMMOoNs upon you, exclusive of the day of service. If youfail to do so, judgment by default will be taken against you for the reliet
demanded in the complaint. You must also file your answer with the Clerk of this Court within a reasonable period of time after
service.

CLERK DATE

(BY) DEPUTY CLERK



AQ 440 (Rev. 10/93) Summons In a Civil Action

RETURN OF SERVICE

Service of the Summons and Complaint was made by me'

DATE

NAME OF SERVER (PRINT) TITLE

Check one box below to indicate appropriate method of service

O
O

Served personally upon the defendant. Place where served:

Left copies thereof at the defendant’s dwelling house or usual place of abode with a person of suitabie age
and discretion then residing therein.
Name of person with whom the summons and complaint were left:

Returned unexecuted:

Other (specify):

STATEMENT OF SERVICE FEES

TRAVEL SERVICES TOTAL

DECLARATION OF SERVER

| declare under penalty of perjury under the laws of the United States of America that the foregoing
information contained in the Return of Service and Statement of Service Fees is true and correct.

Executed on

Date Signature of Server

Address of Server

)

As to who may serve a summons 389 Rule 4 of the Federal Rules of Civil Procedure.




Fee and Payment Schedule

All checks for required fees should be made payable to "Clerk, United States District Court.”

Payment by credit card is only accepted by the Dallas Clerk's Office. Credit cards accepted are Visa,
Mastercard, American Express, Discover and Diners Club. Fees covered are: Filing Fees, Attorney
Admission Fees, Certificates of Good Standing, Copywork, Searches, Certifications, Retrieval Fees.

Rates
Description Effective
November 1, 2003

Admission of Attorneys to Practice $75.00
Application & Order for Admission Pro Hac Vice (Per case) $25.00
Appeal to District Judge from a Judgment of Conviction by a Magistrate Judge in a $32.00
Misdemeanor Case

Application for Writ of Garnishment $150.00
Certificate of Search (per name) $26.00
Certificate of Good Standing $15.00
Certifying any Document $9.00
Checks Paid into the Court Returned for Lack of Funds $45.00
Complaint in Interpleader $150.00
Duplicate Certificate of Admission $15.00
Exemplification Certificate $18.00
Filing Fee for any civil action, suit or proceeding [28 U.S.C. B 1914(a)] $150.00
Foreign Subpoena (Per notice) $39.00
Letters Rogatory or Letters of Request $39.00
Microfiche Sheet of Film, Microfilm Jacket Copy of Any Court Record (where available) $5.00
Motion to Compel Re: Foreign Subpoena $39.00
Motion to Quash IRS Subpoena or Application to Enjoin under 12 U.S.C. 8 3410 $150.00
{Customer Challenge cases)

Motion to Quash Administrative Summons $150.00
Motion to Quash Grand Jury or Foreign Deposition Subpoena $39.00
Notice of Appeal $255.00
Notice of Removal $150.00
Papers of Trustees under 28 U.S.C. 8 754 $39.00
Petition for Writ of Habeas Corpus $5.00
Petition to Perpetuate Testimony, Rule 27(a), F.R.C.P. $39.00
Power of Attorney - $39.00 per original $273.00

(a total of seven (7) originals are required in this district)




Registration of Judgment from Another District (28 U.S.C. B 1963) AO 451

$39.00

Reproducing Any Record or Paper (per page) $0.50
Reproduction of Recordings of Court Proceedings (includes cost of materials) $26.00
Retrieval of Record From FRC, National Archive or Other Storage Location Removed $45.00

from the Place of Business

Witness Fees (28 U.S.C. B 1821)

See Statute

Electronic Public Access Fees

Rates Effective
November 1, 2003

Printing copies accessed electronically at public terminal in the courthouse - per page $0.10
Public Access to Court Electronic Records (PACER) - per page (Internet Service) $0.07
Public Access to Court Electronic Records (PACER) - per minute (dial-up service) $0.60

Rev. 11/01/03
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A0 440 (Rev. 8/01) Summons in a Civil Action

UNITED STATES DISTRICT COURT

Northern District of Texas

SUMMONS IN A CIVIL CASE

CASE NUMBER:

TO: (Name and address of Defendant)

YOU ARE HEREBY SUMMONED and required to serve on PLAINTIFF’S ATTORNEY (name and address)

an answer to the complaint which is served on you with this summons, within days after service
of this summons on you, exclusive of the day of service. If you fail to do so, judgment by default will be taken against you
for the relief demanded in the complaint. Any answer that you serve on the parties to this action must be filed with the
Clerk of this Court within a reasonable period of time after service.

CLERK DATE

(By) DEPUTY CLERK



A0 440 (Rev. 8/01) Summons m a Civil Action

RETURN OF SERVICE
DATE
Service of the Summons and complaint was made by me"
NAME OF SERVER (PRINT) TITLE

Check one box below to indicate appropriate method of service

O Served personally upon the defendant. Place where served:

0 Left copies thereof at the defendant’s dwelling house or usual place of abode with a person of suitable age and
discretion then residing therein.

Name of person with whom the summons and complaint were left:

O Returned unexecuted:

O Other (specify):

STATEMENT OF SERVICE FEES

TRAVEL SERVICES TOTAL

DECLARATION OF SERVER

I declare under penalty of perjury under the laws of the United States of America that the foregoing information
contained in the Return of Service and Statement of Service Fees is true and correct.

Executed on

Date Signature of Server

Address of Server

(1) As to who may serve a summons see Rule 4 of the Federal Rules of Civil Procedure.



Attachment 16



Guide for Filing Federal Civil Suits Against the
United States, an Agency Official, or an
Employee of the United States Government in
the Northern District of Texas

If you want a file-stamped copy for your records, you must provide one copy in addition to the numbers
stated below.

ITEM REQUIREMENTS

Civil Cover Sheet Submit the original and one copy to the Clerk’s Office.
(Is-44)
Complaint Submit the original and one copy to the Clerk’s Office.

Submit one copy in person or via registered or certified mail to the United States
Attorney’s Office (addressed to Civil Process Clerk) at one of the following addresses:

1100 Commerce, 3™ Floor, Dallas, TX 75242-1699

801 Cherry Street, Suite 1700 Fort Worth, TX 76102-6897
1205 Texas Avenue, C201 U.S. Fed. Bldg, Lubbock, TX 79401
500 S. Taylor Street, Suite 300, LB 238, Amarillo, TX 79101

Submit one copy to the Attorney General of the United States via registered or
certified mail at the following address:

10" & Pennsylvania Avenue NW, Washington DC 20530

Submit one copy to each agency, officer, or corporation listed on the complaint via
registered or certified mail.

Certificate of File the original plus one copy for the Court. See LR 3.1(f).
Interested Persons

Summons Submit three summonses each for service on the following: 1) the U.S. Attorney; 2)
the Attorney General; and 3) each agency, officer or corporation listed on the
complaint. One summons is for service with the complaint, one is for return of
service, and one is for the Clerk’s Office file.

Pursuant to Rule 12 of the Federal Rules of Civil Procedure, the United States or any
agency or official of the United States shall have 60 (not the usual 20) days to
answer the complaint. Enter "60" in the applicable place on each summons.

Court Fees The filing fee is $150.00 for each case. Make checks payable to "Clerk, U.S. District
Court."
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IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS
DIVISION

NOTICE OF LAWSUIT AND REQUEST FOR
WAIVER OF SERVICE FOR SUMMONS

A - Name of individual defendant (or name of officer or agent of corporate defendant).

B - Title, or other relationship of individual to corporate defendant.

C - Name of corporate defendant, if any.

* - Addressee must be given at least 30 days (60 days if located in a foreign country) in which to return waiver.

TO: (A)
as (B) of (C)

A lawsuit has been commenced against you for the entity on whose behalf you are addressed. A
copy of the complaint is attached to this notice. It has been filed in the United States District Court for
the Northern District of Texas, and has been assigned docket number

This is not a formal summons or notification from the court, but rather my request that you sign
and return the enclosed waiver of service in order to save the cost of serving you with a judicial summons
and an additional copy of the complaint. The cost of service will be avoided if I receive a signed copy of
the waiver within days* after the date designated below as the date on which this Notice
and Request is sent. I am enclosing a stamped and addressed envelope (or other means of cost-free
return) for your use. An extra copy of the waiver is also attached for your records.

If you comply with this request and return the signed waiver, it will be filed with the Court and
no summons will be served on you. The action will then proceed as if you had been served on the date
the waiver is filed, except you will not be obligated to answer the complaint before 60 days from the date
designated below as the date on which this notice is sent (or before 90 days from that date if your address
is not in any judicial district of the United States).

If you do not return the signed waiver within the time indicated, I will take appropriate steps to
effect formal service in a manner authorized by the Federal Rules of Civil Procedure and will then, to the
extent authorized by those Rules, ask the court to require you (or the party on whose behalf you are
addressed) to pay the full costs of such service. In that connection, please read the statement concerning
the duty of parties to waive the service of the summons, which is set forth on the bottom of the Waiver of
Service of Summons form.

I affirm that this request is being sent to you on behalf of the plaintiff, this day of

Signature of Plaintiff’s Attorney
or Unrepresented Plaintiff



IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS
DIVISION

WAIVER OF SERVICE OF SUMMONS

RE: Caption of Action:

Case Number:

TO:

(Name of Plaintiff’s Attorney or Unrepresented Plamtiff)

I acknowledge receipt of your request that I waive service of a summons in the action stated
above, which was filed in the United States District Court for the Northern District of Texas. I have
also received a copy of the complaint in the action, two copies of this Instrument, and a means by
which I can return the signed waiver to you without cost to me.

I agree to save the cost of service of a summons and an additional copy of the complaint in
this lawsuit by not requiring that I (or the entity on whose behalf I am acting) be served with judicial
process in the manner provided by Rule 4.

I (or the entity on whose behalf I am acting) will retain all defenses or objections to the
lawsuit or to the jurisdiction or venue of the Court except for objections based on a defect in the
summons or in the service of the summons.

I understand that a judgment may be entered against me (or the party on whose behalf I am
acting) if an answer or motion under Rule 12 is not served upon you within 60 days after the date
the request was sent, which was , or within 90 days after that date if
the request was sent outside the United States.

Date Signature

Printed/Typed Name

For Defendant

Duty to Avoid Unnecessary Costs of Service of Summons

Rule 4 of the Federal Rules of Civil Procedure requires certain parties to cooperate in saving costs of service of the
summons and complaint. A defendant located in the United States who afier being notified of an action and asked by a plaintiff
located in the United States to waive service of a summons, fails to do so will be required to bear the cost of such service unless good
cause be shown for its failure to sign and return the waiver.

It is not good cause for a failure to waive service that a party believes that the complaint is unfounded or that the action
has been brought in an improper place or in a court that lacks jurisdiction over the subject matter of the action or over its person or
property. A party who waives service of the summons retains all defenses and objections (except any relating to the summons or to
the service of the summons), and may later object to the jurisdiction of the Court or to the place where the action has been brought.

A defendant who waives service must within the time specified on the waiver form serve on the plaintiff’s attorney (or
unrepresented plaintiff) a response to the complaint and must also file a signed copy of the response with the Court. If the answer
or motion is not served within this time, a default judgment may be taken against that defendant. By waiving service, a defendant is
allowed more time to answer than if the summons had been actually served when the request for waiver of service was received. ..
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IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS
DIVISION

WAIVER OF SERVICE OF SUMMONS

RE: Caption of Action:

Case Number:

TO:

(Name of Plaintiff’s Attorney or Unrepresented Plaintiff)

I acknowledge receipt of your request that I waive service of a summons in the action stated
above, which was filed in the United States District Court for the Northern District of Texas. I have
also received a copy of the complaint in the action, two copies of this Instrument, and a means by
which I can return the signed waiver to you without cost to me.

1 agree to save the cost of service of a summons and an additional copy of the complaint in
this lawsuit by not requiring that I (or the entity on whose behalf I am acting) be served with judicial
process in the manner provided by Rule 4.

I (or the entity on whose behalf I am acting) will retain all defenses or objections to the
lawsuit or to the jurisdiction or venue of the Court except for objections based on a defect in the
summons or in the service of the summons.

I understand that a judgment may be entered against me (or the party on whose behalf I am
acting) if an answer or motion under Rule 12 is not served upon you within 60 days after the date
the request was sent, which was , or within 90 days after that date if
the request was sent outside the United States.

Date Signature

Printed/Typed Name

For Defendant

Duty to Avoid Unnecessary Costs of Service of Summeons

Rule 4 of the Federal Rules of Civil Procedure requires certain parties to cooperate in saving costs of service of the
summons and complaint. A defendant located in the United States who after being notified of an action and asked by a plaintiff
located in the United States to waive service of a summons, fails to do so will be required to bear the cost of such service unless good
cause be shown for its failure to sign and return the waiver.

It is not good cause for a failure to waive service that a party believes that the complaint is unfounded or that the action
has been brought in an improper place or in a court that lacks jurisdiction over the subject matter of the action or over its person or
property. A party who waives service of the summons retains all defenses and objections (except any relating to the summons or to
the service of the summons), and may later object to the jurisdiction of the Court or to the place where the action has been brought.

A defendant who waives service must within the time specified on the waiver form serve on the plaintiff’s attorney (or
unrepresented plaintiff) a response to the complaint and must also file a signed copy of the response with the Court. If the answer
or motion is not served within this time, a default judgment may be taken against that defendant. By waiving service, a defendant is
allowed more time to answer than if the summons had been actually served when the request for waiver of service was received. .
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IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS

DIVISION
Plaintiff
V. Docket No.
Defendant

CONSENT TO PROCEED BEFORE A UNITED STATES MAGISTRATE JUDGE

In accordance with the provisions of 28 U.S.C. § 636(c), the parties to the above captioned
civil matter hereby waive their right to proceed before a Judge of the United States District Court and
consent to have a United States Magistrate Judge conduct any and all further proceedings in the above
styled case (including the trial) and order entry of a final judgment.

Party or Counsel of Record Date

NOTE: Return this form to the District Clerk only if it has been executed by all parties to the
case.

ORDER OF REASSIGNMENT

IT IS HEREBY ORDERED that the above captioned matter be reassigned to the United
States Magistrate Judge for the conduct of all further
proceedings and the entry of judgment in accordance with 28 U.S.C. § 636(c) and the foregoing

consent of the parties.

DATED:

UNITED STATES DISTRICT JUDGE



NOTICE OF RIGHT TO CONSENT TO DISPOSITION OF A CIVIL CASE
BY A UNITED STATES MAGISTRATE JUDGE

In accordance with the provisions of 28 U.S.C. § 636(c), you are hereby notified that the United
States Magistrate Judges of this district court, in addition to their other duties, may, upon the consent of
all the parties in a civil case, conduct any or all proceedings in a civil case, including a jury or non-jury
trial, and order the entry of a final judgment. Copies of appropriate consent forms for this purpose are

available from the clerk of the court.

You should be aware that your decision to consent, or not to consent, to the reassignment of your
case to a United States Magistrate Judge for disposition is entirely voluntary and should be communicated
solely to the clerk of the district court. No Judge or Magistrate Judge will be informed of a party's refusal
to consent to trial of a case before a Magistrate Judge. If a consent form is not filed within twenty (20)
days of the date that all parties have filed an answer or otherwise responded, the court will deem that
failure as evidence that the parties wish that the cause of action proceed before the district judge to whom
the case was assigned at the time it was originally filed. Should all the parties subsequently consent to trial

by a magistrate judge, however, the district judge may in his/her discretion so order.

Pursuant to 28 U.S.C. § 636(c), appeal to the United States Court of Appeals for the Fifth Circuit
from a judgment of a Magistrate Judge is permitted in the same manner as an appeal from any other

judgment of the Court.
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IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS

DIVISION
IN RE: §
Debtor § Civil Action No:
§
§
Plaintiff §
§
v. § Bankruptcy Case No:
§
§
Defendant  §
§
§ Adversary No:
§
§

CERTIFICATION REGARDING REQUEST FOR EMERGENCY HEARING

I hereby certify, as a member of the Bar of this Court, that I have carefully examined this
matter and that there is a true necessity for an emergency hearing.
I certify further that: (Check one)
_____ this matter has been presented to and ruled upon by a U. S. Bankruptcy Judge.

after diligent search I have ascertained that no Bankruptcy Judge is available.

I certify further that I have made a bona fide effort to resolve this matter with a hearing.

Dated this day of

Signature of Attorney
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CRIMINAL

ATTACHMENT 21

UNIFORM REQUIREMENTS ON MOTION PRACTICE

B - Brief required (not required with agreed motion)
C - Certificate of conference required

O - Order required

MOTION (to/for)

CHANGE OF VENUE
COMPEL

CONSOLIDATION
CONTINUANCE

DISMISS

EXTEND TIME

JUDGMENT OF ACQUITTAL
LEAVE TO FILE

LIMINE

NEW TRIAL

PRODUCE DOCUMENTS
PROTECTIVE ORDER
QUASH

SANCTIONS

SUBSTITUTE COUNSEL
WITHDRAW

“oX X

>

T o T o T T

XKoo X X0

>

oo

R X ) X

Mo XX XXX X |0

T T T e

NOTE: If a motion is not listed, a brief, certificate of conference, and an order are required.



CIviL
UNIFORM REQUIREMENTS ON MOTION PRACTICE

B - Brief required (not required with agreed motion)
C - Certificate of conference required
O - Order required

MOTION (to/for) B C o)
AMEND X X
CHANGE OF VENUE X X X
COMPEL X X X
CONSOLIDATION X X X
CONTINUANCE X X
DISMISS X

EXTEND TIME X X
INTERVENE X X X
JUDGMENT AS A MATTER OF LAW X X
JUDGMENT ON PLEADINGS X

LEAVE TO FILE X X X
LIMINE X X X
MORE DEFINITE STATEMENT X X X
NEW TRIAL X

PRELIMINARY INJUNCTION X X X
PRODUCE DOCUMENTS X X X
PROTECTIVE ORDER X X X
QUASH X X X
REMAND X X X
SANCTIONS X X X
STAY X X X
STRIKE X X X
SUBSTITUTE COUNSEL X X
SUMMARY JUDGMENT X

WITHDRAW X X

NOTE: If a motion is not listed, a brief, certificate of conference, and an order are required.
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CERTIFICATE OF CONFERENCE*

On June 6, 1998, I conferred with John Smith, attorney for Plaintiffs, and he reserves
judgment on this motion until he can examine it. Counsel for Plaintiffs agreed, however, that the
deadlines in the accelerated scheduling order were not appropriate in this case, and he concurred

that extensions of time were warranted for summary judgment motions and for discovery.

Jane Doe, Attorney for Defendant

*The Certificate of Conference may be filed as a separate pleading with the style and number of
the case set out at the top. If the Certificate of Conference is placed within the Motion it
accompanies, the Conference should be set out in a separate paragraph and clearly labeled.



Attachment 23



IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS

ORDER STRIKING/UNFILING PLEADING

The Clerk, having identified a defect in the form of the document indicated below, and the Court, having
independently determinedthat the document should be stricken, it is orderedthat the document be stricken from
the record of this case. The Clerk is hereby directed to unfile and return this document to the party who filedit.

DATE JUDICIAL OFFICER

NOTICE OF DEFICIENCY

Judge: Date:
Case Number: Plaintiff:
Deputy Clerk: Telephone Number:
A(n)
has been filed by and is considered deficient in the areas(s) noted below:
1. A civil cover sheet must be filed with the complaint. See LR 3.1(c).
2. The document(s) must be in proper form. See LR 10.1.
3. The signature of the attorney of record or the party proceeding pro se is required on each document

filed. See FR.CP. 11.
A completed certificate of service as defined in F.R.C.P. 5(d) is required.

5. Each separate document contained therein must be identified. See LR 5.1(c).

The motion must include:
certificate of conference or inability to confer. See LR 7.1(b).

brief in support of motion. See LR 7.1(d) or LR 56.5(a).

c. proposed order. See LR 7.1(c).
d. documentary or non-documentary evidence in a separate appendix. See
LR 7.1(i) or LR 56.6(a).
7. A motion for leave to amend must be accompanied by a copy of the proposed amended pleading

attached as an exhibit and an original and second copy of the proposed pleading that is neither attached
to the motion nor made an exhibit to the motion. See LR 15.1.

8. A motion for continuance of a trial setting must be signed by the party as well as by the attorney of
record. See LR 40.1.

9. An attorney seeking pro hac vice admission must apply for admission on an approved form and pay
a $25.00 fee. See LR 83.9(b).

10. Additional copies are required. See LR 5.1(b).

11. The attorney filing the pleading is not admitted to practice in this district. See
LR 83.7.

12. The document requires a separately signed certificate of interested persons. See LR 3.1(f),LR 7.4, or

LR 81.1 (a)(3)(D).
13. Other




Attachment 24



Issued by the
UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

SUBPOENA IN A CIVIL CASE

Case Number:'

TO:

L1 YOU ARE COMMANDED to appear in the United States District court at the place, date, and time specified
testify in the above case.

PLACE OF TESTIMONY COURTROOM

DATE AND TIME

[0 YOU ARE COMMANDED to appear at the place, date, and time specified below to testify at the taking of
in the above case.

PLACE OF DEPOSITION DATE AND TIME

0 YOU ARE COMMANDED to produce and permit inspection and copying of the following documents or
place, date, and time specified below (list documents or objects):

PLACE DATE AND TIME

0 YOU ARE COMMANDED to permit inspection of the following premises at the date and time specified

PREMISES DATE AND TIME

Any organization not a party to this suit that is subpoenaed for the taking of a deposition shall designate one or more
officers, directors, or managing agents, or other persons who consent to testify on its behalf, and may set forth, for each
person designated, the matters on which the person will testify. Federal Rules of Civil Procedure, 30(b)(6).

ISSUING OFFICER’S SIGNATURE AND TITLE (INDICATE IF ATTORNEY FOR PLAINTIFF OR DATE

ISSUING OFFICER’S NAME, ADDRESS AND PHONE NUMBER

(See Rule 45, Federal Rules of Civil Procedure, Parts C & D on next page)

" If action is pending in district other than district of issuance, state district under case number.



PROOF OF SERVICE
DATE PLACE
SERVED
SERVED ON (PRINT NAME) MANNER OF SERVICE
SERVED BY (PRINT NAME) TITLE

DECLARATION OF SERVER

| declare under penalty of perjury under the laws of the United States of America that the foregoing
information contained in the Proof of Service is true and correct.

Executed on

DATE

SIGNATURE OF SERVER

ADDRESS OF SERVER

Rule 45, Federal Rules of Civil Procedure, Parts C & D:
(c) PROTECTION OF PERSONS SUBJECT TO SUBPOENAS.

(1) A party or an attorney responsible for the issuance and service of a
subpoena shall take reasonable steps to avoid imposing undue burden or
expense on a person subject to that subpoena. The court on behalf of which
the subpoena was issued shall enforce this duty and impose upon the party
or attorney in breach of this duty an appropriate sanction which may include,
but is not limited to, lost earnings and reasonable attorney’s fee.

(2) (A) A person commanded to produce and permit inspection and
copying of designated books, papers, documents or tangible things, or
inspection of premises need not appear in person at the place of production
or inspection unless commanded to appear for deposition, hearing or trial.

(B) Subject to paragraph (d) (2) of this rule, a person commanded
to produce and permit inspection and copying may, within 14 days after
service of subpoena or before the time specified for compliance if such time
is less than 14 days after service, serve upon the party or attorney designated
in the subpoena written objection to inspection or copying of any or all of the
designated materials or of the premises. If objection is made, the party
serving the subpoena shall not be entitied to inspect and copy materials or
inspect the premises except pursuant to an order of the court by which the
subpoena was issued. If objection has been made, the party serving the
subpoena may, upon notice to the person commanded to produce, move at
any time for an order to compel the production. Such an order to comply
production shall protect any person who is not a party or an officer of a party
from significant expense resulting from the inspection and copying
commanded.

(3) (A) On timely motion, the court by which a subpoena was issued
shall quash or modify the subpoena if it

(i) fails to allow reasonable time for compliance,
(ii) requires a person who is not a party or an officer of a party
to travel to a place more than 100 miles from the place where that

person resides, is employed or regularly transacts business in person, except
that, subject to the provisions of clause (c) (3) (B) (iii) of this rule, such a
person may in order to attend trial be commanded to travel from any such
place within the state in which the trial is held, or

(iii) requires disclosure of privileged or other protected matter
and no exception or waiver applies, or
(iv) subjects a person to undue burden.

(B) If a subpoena

(i) requires disclosure of a trade secret or other confidential
research, development, or commercial information, or

(ii) requires disclosure of an unretained expert’'s opinion or
information not describing specific events or occurrences in dispute and
resulting from the expert's study made not at the request of any party, or

(iii) requires a person who is not a party or an officer of a party
to incur substantial expense to travel more than 100 miles to attend trial, the
court may, to protect a person subject to or affected by the subpoena, quash
or modify the subpoena, or, if the party in who behalf the subpoena is issued
shows a substantial need for the testimony or material that cannot be
otherwise met without undue hardship and assures that the person to whom
the subpoena is addressed will be reasonably compensated, the court may
order appearance or production only upon specified conditions.

(d) DUTIES IN RESPONDING TO SUBPOENA.

(1) A person responding to a subpoena to produce documents shall
produce them as they are kept in the usual course of business or shall
organize and label them to correspond with the categories in the demand.

(2) When information subject to a subpoena is withheld on a claim that
itis privileged or subject to protection as trial preparation materials, the claim
shall be made expressly and shall be supported by a description of the nature
of the documents, communications, or things not produced that is sufficient
to enable the demanding party to contest the claim.
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A0 45] (Rev.12/93) Certification of Judgment

UNITED STATES DISTRICT COURT
NORTHERN DISTRICT OF TEXAS

CERTIFICATION OF JUDGMENT
FOR REGISTRATION IN
V. ANOTHER DISTRICT

Case Number:

I, Clerk of the United States district court certify that the

attached judgment is a true and correct copy of the original judgment entered in this action on ,asit
Date

appears in the records of this court, and that

*

IN TESTIMONY WHEREQOPF, I sign my name and affix the seal of this Court.

Date Clerk

(By) Deputy Clerk

*Insert the appropriate language: ...“no notice of appeal from this judgment has been filed, and no motion of any kind listed in Rule 4(a) of the Federal
Rules of Appellate Procedure has been filed.” ...“no notice of appeal from this judgment has been filed, and any motions of the kinds listed in Rule
4(a) of the Federal Rules of Appellate Procedure (1) have been disposed of, the latest order disposing of such a motion having been entered on [date].”
...“an appeal was taken from this judgment and the judgment was affirmed by mandate of the Court of Appeals issued on [date]. ...“an appeal was
taken from this judgment and the appeal was dismissed by order entered on [date].”

(tNote: The motions listed in Rule 4(a), Fed. R. App. P., are motions: for judgment notwithstanding the verdict; to amend or make additional findings
of fact; to alter or amend the judgment; for a new trial; and for an extension of time for filing a notice of appeal.)
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United States District Court
Northern District of Texas

Writ of Execution

Case No
v.(Complete the following if judgment
was rendered in another district)

District
Docket No
Date Entered

TO ANY UNITED STATES MARSHAL IN THE STATE OF TEXAS:

WHEREAS, on the day of , AD, in a cause styled as above, judgment was rendered

in this Court, or other United States District Court as indicated above and registered herein, in favor of

against
hereinafter called judgment debtor, for the sum of $ with interest thereon at the rate of
percent per annum from the day of ,AD., until paid, together with costs which have

been taxed to date by the Clerk of Court in the sum of § ;

AND WHEREAS, according to an affidavit on the reverse side hereof, executed by or in behalf of the judgment
creditor, there remains due and unpaid the following sums:

$ Unpaid balance of costs specified hereinabove taxed by the Clerk of Court
& Judgment
$ Interest on Judgment

and further interest will accrue on the unsatisfied judgment in the sum of $ per day from

date of the aforesaid affidavit;
THEREFORE YOU ARE COMMANDED, that of the goods and chattels, lands and tenements of the said
judgment debtor you cause to be made the full amount of said judgment, interest, and costs, with the further

costs of executing this writ.

HEREIN FAIL NOT, and have you the said monies, together with this writ, before this Court within ninety
(90) days from the date of this writ.

WITNESS my hand and the seal of this Court at , Texas, this day of

KAREN MITCHELL, CLERK

By

Deputy Clerk



AFFIDAVIT AND REQUEST FOR ISSUANCE OF WRIT OF EXECUTION

I, , judgment creditor or duly authorized agent or attorney acting in the
capacity specified under my signature, do hereby swear or affirm that all of the recitals on the reverse side of
this instrument relating to the entry of judgment and costs are true and correct; and, after application of all
credits, first against costs, second against accrued interest, and third against the judgment as entered, there
remains unpaid and unsatisfied the sums specified, and that further interest will accrue as shown.

Dated this day of ,AD.,

Signature and capacity in which signed:

Address:

Telephone Number:

STATE OF

COUNTY OF

On this date there appeared before me, the undersigned authority, the person whose name is subscribed to the
foregoing instrument and on his oath did swear or affirm that he has knowledge of the facts stated therein, that
such facts are true and correct, and that he has authority to execute the instrument in the capacity stated therein.

Date:
(SEAL)
Title
MARSHAL'S RETURN
Received this writ at , on
and executed as follows:
UNITED STATES MARSHAL

By

Deputy Marshal
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IN THE UNITED STATES DISTRICT COURT
FOR THE NORTHERN DISTRICT OF TEXAS

DIVISION

(Name All Plaintiffs and Defendants)
CIVIL NUMBER

Complete the following if judgment
was rendered in another District:
vS.
District:
Docket Number:
Date Entered:

ABSTRACT OF JUDGMENT

In the above entitled and numbered cause a judgment was rendered in this Court, or other United States District

Court as indicated above and registered herein, on the day of , , in favor of

against

in the sum of $ with interest at the rate of
per cent per annum from the day of

Costs have been taxed by the Clerk of Court in the sum of $

Credits reflected by returns on execution in the sum of $

The birth date and driver's license number of the defendant available to the Clerk are:

The address of the defendant shown in this suit in which said judgment was rendered:

or nature of

citation and date and place citation served:

I certify that the above and foregoing is a true and correct abstract of judgment rendered or registered in this
Court.

Witness my hand and seal of the Court this day of , 20

KAREN MITCHELL, CLERK

By

Deputy Clerk
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*A0 133 (Rev. 9/89) Bill of Costs

UNITED STATES DISTRICT COURT

Northern District of Texas

BILL OF COSTS
V.
Case Number:
Judgment having been entered in the above entitled action on against ,
Date
the Clerk is requested to tax the following as costs:
Fees of the Clerk ... ... oot e e e e e e $

Fees for service of summons and subpoena ........ .. ... ... e

Fees of the court reporter for all or any part of the transcript necessarily obtained for use in the case

Fees and disbursements for printing .. ..........c. ittt e e e

Fees for witnesses (itemize onreverse side) .. ......... .ttt e

Fees for exemplification and copies of papers necessarily obtained for use inthecase ...........

Docket fees under 28 U.S.C. 1023 ... .. i

Costs as shown on Mandate of Court of Appeals ........ ... ... ..

Compensation of court-appointed eXperts . ...........ot ittt

Compensation of interpreters and costs of special interpretation services under 28 U.S.C. 1828 . . ..

Other costs (please itemize) . . . ... .ottt e e

TOTAL $

SPECIAL NOTE: Attach to your bill an itemization and documentation for requested costs in all categories.

DECLARATION

I declare under penalty of perjury that the foregoing costs are correct and were necessarily incurred in this action and that the
services for which fees have been charged were actually and necessarily performed. A copy of this bill was mailed today with postage
prepaid to:

Signature of Attorney:
Name of Attorney:
For: Date:
Name of Claiming Party
Costs are taxed in the amount of and included in the judgment.
Karen Mitchell By:

Clerk of Court Deputy Clerk Date



WITNESS FEES (computation, cf. 28 U.S.C. 1821 for statutory fees)

ATTENDANCE SUBSISTENCE MILEAGE
Total Cost
NAME AND RESIDENCE Total Total Total Each Witness
Days Cost Days Cost Miles Cost
TOTAL
NOTICE

Section 1924, Title 28, U.S. Code (effective September 1, 1948) provides:
“Sec. 1924. Verification of bill of costs.”

“Before any bill of costs is taxed, the party claiming any item of cost or disbursement shall attach thereto an
affidavit, made by himself or by his duly authorized attorney or agent having knowledge of the facts, that such item is
correct and has been necessarily incurred in the case and that the services for which fees have been charged were
actually and necessarily performed.”

See also Section 1920 of Title 28, which reads in part as follows:
“A bill of costs shall be filed in the case and, upon allowance, included in the judgment or decree.”

The Federal Rules of Civil Procedure contain the following provisions:
Rule 54 (d)

“Except when express provision therefor is made either in a statute of the United States or in these rules, costs shall
be allowed as of course to the prevailing party unless the court otherwise directs, but costs against the United States,
its officers, and agencies shall be imposed only to the extent permitted by law. Costs may be taxed by the clerk on one
day’s notice. On motion served within 5 days thereafter, the action of the clerk may be reviewed by the court.”

Rule 6(e)

“Whenever a party has the right or is required to do some act or take some proceedings within a prescribed period
after the service of a notice or other paper upon him and the notice or paper is served upon him by mail, 3 days shall
be added to the prescribed period.”

Rule 58 (In Part)
“Entry of the judgment shall not be delayed for the taxing of costs.”
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