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District of Colorado — NextGeneration CM/ECF —

New Attorney Admission Request

These instructions are for new attorneys who have not been admitted
to the District of Colorado (and do not have an existing PACER
account).

Refer to these instructions while completing the Attorney Admissions
and E-File online application in PACER.

Step Action

1 Go to PACER: www.pacer.uscourts.gov
2 Select Register for an Account

Register for an Actountw  Find a Casew  FileaCasew My Account & Bilingw  Pricing  Helpw Q Searchw

ale = e v O

Account
Search fora Filing Move to NextGen
Case Electronically Register for an Account CM/ECF
Leam options to find Find court specific e, I= your court migrating to
case information. information tohelp you Mﬂm‘"i :"’IMI"""”"! NextGen CMECF ;
file m case ehects ogn Fellow these steps to
and develaper rasource Bifing prepare in advance.
Forgot Usermama of
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https://pacer.uscourts.gov/
https://pacer.uscourts.gov/

Step

Action

Select Attorney Filers

Register foran Accountw  Find a Casew  FileaCasesw My Account & Bilingw  Pricing  Helpw @ Searchw

Register for an Account

Begin searching for or filing federal court recards electronically online by first registering for a PACER
account. Learn meore about the types of accounts.

Case Search Only Attorney Filers Non-attorney Group Billing
Filers

Register for acase Regester for a

Admi

earch only account i

Yo waant (o sEsch for

federal court case

PACER acrouw

Mok Ciira? Dalatad lnfarmatiam
4 Select Register for a PACER account
Register foran Accounts  Finda Casew FileaCasev My Account & Billings  Pricing  Helpv @, Searchw
Home = Register for an Account
Attorneys filing federal court records electronically or being admitted to practice at a court must first register for a PACER
account. This will give attorneys access to view case information and documents. Courts are using one of two versions of
CM/ECF - NextGen or CurrentGen.
¢ NextGen CM/ECF: Register through this site for a PACER account if the court you want to file in uses NextGen
CM/ECF. First time users will be prompted to register for a PACER account and then select to apply for attorney
admissions or electronic filing registration available for the selected court.
e  CurrentGen CM/ECF: First you need to register for a PACER account. Then, register directly with each district and/or
bankruptcy court who uses CurrentGen CM/ECE.
Register for a PACER account
New Attorney Admission Request Revised June 2021
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Step

Action

Alternate Phone
Text Phone

Fax Mumber
Email

Confirm Email

User Type * ATTORNEY

Panel

User Verification

I'm not a robot

r
FEUCAL GUYCRNMCN |
FEDERAL JUDICIARY

STATE OR LOCAL GOVERNMENT
* et Individual Accounts SRR
NDIVIDUAL

STUDENT

PLAINTIFF, DEFENDANT, OR DEBTOR IN A CASE
ATTORNEY

5 Complete the PACER registration form.

Required Information
Prefix Select Prefix .
First Name * Mary
Middle Name Frances
Last Name Lathrop
Generation Select Generation -
Suffix Select Suffix -
Date of Birth * 12/10/1BE5 E
Firm/Office Law Offices of Mary Frances Lathrop
Unit/Department Colorado
Address 90115th 5t
Room/Suite
City Denver
State Colorado -
County DENVER -
Zip/Postal Code * 20294
Country United States of America .
Primary Phone 303-335-2466

maryfranceslathrop@gmailorg

maryfranceslathrop@gmailorg

|:| Check here if this account will be used by an attorney appointed to the CJA Attorney

Select Attorney as the User Type. If you work for a government
agency, select that instead. Select Next

New Attorney Admission Request
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Step

Action

Create a Username and Password, and select Security Questions

and then Next

Attorney Admissions and/or E-File Registration

User Information

Reguired Information
Check Username Available
Username *

marfrancesattyd

Username available. This username has been reserved.

Medium
Password *
Confirm Password *
Security Question1 ” What is your aldest sibling's birthday?
Security Answer 1 * 11710/1899
Security Question 2 * In what city or town was your first job?

Security Answer 2 * Denver

New Attorney Admission Request
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Step Action

7 Enter Payment Information.

Attorney Admissions and/or E-File Registration

Payment Information

There is no registration fee. However, the Judicial Conference of the United States has
established a fee for access to information in PACER. All registered users will be charged as
follows:

» Use of PACER systems will generate a $.10 per-page charge and is capped at $3.00 for
single documents and case-specific reports that are more than 30 pages (e.g., docket
reports, creditor listings, and claims register). NOTE: The $3.00 cap does not apply to
search returns, reports that are not case specific, lists of cases, or transcripts.

s Audio files of court hearings retrieved via PACER will zenerate & $2.40 per-file charge.

e Judicial opinions accessed vie PACER will not generate a charge.

¢ If your usage does not exceed $30 in a guarter, fees are waived.

Providing a credit card is optional. If you would like to register without providing a credit card,
click Next below without entering any information on this screen. For instant access to PACER,
we will validate the credit card information you provide here. There is no registration charge;
however, the credit card will be charged quarterly for any fees incurred. If you submit your
registration request without providing credit card information, you will receive an activation
code by LS. mail in 7-10 business days.

* Credit card data is optional here. Howewver, if you do provide a credit card, the marked fields
below are reguired

- | IR

Account Holder Mary Frances Lathrop
Name *

Card Type ~ Visa -
Account Number OO KK

Card Expiration Date * | qq .lf 2040 -

Use billing address

Address 90119th 5t

City Denver

State * Colorado -
Zip/Postal Code * 80294

Country * United States of America n

| autharize the PACER Service Center to charge the above credit card once & quarter for
any PACER fees due. *

Note: We protect the security of your information during transmission using Secure Sockets
Layer (SSL) software, which encrypts information you submit.

e | or | et | coce

New Attorney Admission Request Revised June 2021
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Step

Action

Read and acknowledge the policies and procedures and click Submit

Attorney Admissions and/or E-File Registration

Acknowledgment of Policies and Procedures

There is no registration fee. However, the Judicial Conference of the United States has
established a fee for access to information in PACER. All registered users will be
charged as follows:

» Use of the PACER system will generate a $.10 per-page charge.
» Audio files of court hearings retrieved via PACER will generate a $2.40 per-file
charge.

Acknowledgment of Policies and Procedures
lunderstand that:

s Thereis a charge for accessing informaticn in PACER. See the Fee Information
section above, PACER provides electronic access to case information in ULS.
federal courts. By registering for a PACER account, | assume responsibility for all
fees incurred through the usage of this account.

s Certain accounts may be designated, under Judicial Conference policy, as exempt ™

Click here to download a printable version of the Policies and Procedures

* Required Informaticn
Click here to acknowledge you have read and understand the policies and procedures
listed abave. *

If you did not complete the CREDIT CARD INFORMATION, you will receive instructions at the
address entered on the personal information page with your activation code by US Mail in 7-10
business days. If you have any questions, call the PACER Service Center at (B800) 676-6856.

I

Click Continue to complete the Attorney Admissions and E-File
Registration

Attorney Admissions and/or E-File Registration

Click Continue to complete the attorney admissions and/or e-file
registration.
Your PACER account has been created. Now you may apply for attorney admissions and/or
register to e-file by clicking the Continue button below. You may also apply for attorney

admissions and/or register to e-file at any time through the Manage My Account link located in
the upper right corner of the PACER Service Center website.

New Attorney Admission Request Revised June 2021
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Step Action
10 Select U.S. District Courts from drop down list in Court Type box and

select Colorado District Court from drop down list in Court box. Click
Next
In what court do you want to practice?
* Required Information
Court Type* U.S. District

‘ U.S. District Courts j

Select Court Type
Court* Colorado

| Select Court j

Select Court
Note: Centralized attorney admissions and e-file registration are
currently not available for all courts. If you do not see a court listed,
please visit that court's website.

11 Select the tab Attorney Admissions and E-File
What would you like to apply/register for?
Attorney Admissions and E-File
E-File Registration Only
Multi-District Litigation
Federal Attorney
New Attorney Admission Request Revised June 2021
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Step

Action

12

Read the Notice under “Before continuing, view the local Policies
and Procedures on Electronic Filing for the selected court”

% NOTICE *** Admission to the U.S. District Court bar carries with it
great privileges but also serious responsibilities and duties. You must
follow ALL the directions provided below or YOU WILL NOT BE
ADMITTED

... and also read the Notice under “Before continuing, view the
local Policies and Procedures for Attorney Admission for the
selected court”

** NOTICE *** Pursuant to the District of Colorado’s local rule
D.C.Colo.LAttyR 3, “An applicant for admission to the bar of this court
shall be a person licensed by the highest court of a state, federal
territory, or the District of Columbia, on active status in a state, federal
territory, or the District of Columbia, and a member of the bar in good
standing in all courts and jurisdictions where the applicant has been
admitted. Each applicant shall complete an approved form provided by
the clerk and shall pay all fees established by the court.”

For District of Colorado bar admission therefore, you MUST be a
member of a bar of a state licensing jurisdiction, or federal territory, or
District of Columbia; ACTIVE in at least one (state) jurisdiction; and in

good standing in ALL jurisdictions where you are admitted. You DO
NOT have to be admitted as a member of the Colorado state bar, but
you must me admitted in another state.

*#* NOTICE *** ALL APPLICANTS AND FILERS of documents in the U.S.

District Court MUST read ALL instructions and ALL requirements

before applying for admission, including the following:

e The Federal Rules of Civil, Criminal, Bankruptcy, Appellate
Procedure, and the Federal Rules of Evidence, based on the field
of law in which you practice;

e The District of Colorado’s Local Rules of Practice and the court’s
Electronic Case Filing Procedures, which are incorporated in
the rules;

e Any applicable General Orders and Court Plans;

e The individual Practice Standards of the judicial officers who
preside over the cases in which you appear.

New Attorney Admission Request Revised June 2021
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Step

Action

13

*** NOTICE *** Before continuing, you MUST go to the District of
Colorado’s Policies and Procedures for Attorney Admission,
review the instructions, complete, save, and use the forms
presented on the page as part of this online admissions process.

*** NOTICE *** NEW APPLICANTS FOR BAR ADMISSION - Be
aware that the NextGen Attorney Bar Information page, (the next
screen if you select “Attorney Admissions and E-File” above), is
PACER-created application form that asks several questions that
DO NOT APPLY to the District of Colorado. Therefore, ignore the
first section that asks for Federal Bar Information — it is not
applicable to our bar admission process.

Q

You DO NOT have to complete the Federal Bar Information.

Complete all sections of Attorney Admissions
Attorney Bar Information

* Required Information

FEDERAL BAR INFORMATION

| am admitted to the bar in one or more federal courts.

Our data indicates that you have been admitted to the bar Enter information for any federal court not listed in table
of the following federal court(s): on the left:

Verified Federal Bar Information

Additional Federal Bar Information

Federal Court Bar ID Date
Admitted

Federal Court BarID Bar Date
Status Admitted

No verified federal bar data available. Click the "Add" button below to enter federal bar data.

+ Add

STATE BAR INFORMATION

| am admitted to the bar in one or more states.
Enter information for any state(s) in which you have been
admitted to the bar:
Additional State Bar Information

State Bar ID Date
Admitted

Colorado C0123456 04/05/2021

+ Add

*To remove a state, right click the entry in the table above
and select "Delete Additional State.”

New Attorney Admission Request Revised June 2021
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http://www.cod.uscourts.gov/Portals/0/Documents/LocalRules/2019_Final_Local_Rules.pdf
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Step Action

14 The same section then asks for you State Bar Information — YOU
MUST COMPLETE THIS SECTION. You DO NOT HAVE TO BE A
MEMBER OF THE COLORADO BAR, but YOU MUST INDICATE
WHAT OTHER STATE JURISDICTIONS you are admitted in, which
includes the District of Columbia, Puerto Rico, the Virgin Islands,
Guam or other Pacific Ocean Territories, etc.

Select the State Bar Information check box and the +Add Button to
enter admission information. Enter bar information from the State in
which you are admitted: Select the state from the Court drop down.
Enter your bar number issued by the State of Colorado. Enter your
admission date, if known. Select the +Add button to save. Continue
adding other state courts or select Close when finished.

Complete all sections of Attorney Admissions
Attorney Bar Information

* Required Information

FEDERAL BAR INFORMATION

| am admitted to the bar in one or more federal courts.

Our data indicates that you have been admitted to the bar Enter information for any federal court not listed in table
of the following federal court(s): on the left:

Verified Federal Bar Information

Additional Federal Bar Information

Federal Court BarID Bar Date Federal Court Bar ID Date

Status Admitted

No verified federal bar data available. Click the "Add" button below to enter federal bar data.

Admitted

+ Add

STATE BAR INFORMATION
| am admitted to the bar in one or more states.

Enter information for any state(s) in which you have been
admitted to the bar:
Additional State Bar Information

State Bar ID Date
Admitted

Celorado C0123456 04/05/2021

+ Add

*To remove a state, right click the entry in the table above
and select 'Delete Additional State.”

15 Next section — Sponsoring Attorney — LEAVE BLANK — the District of
Colorado does not require a sponsoring attorney.

New Attorney Admission Request Revised June 2021
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Step Action
16 Complete all fields in the Attorney Information section
NOTE: If you are not sure what type of cases your practice will involve or you won't handle cases
at all in your attorney career, select Civil.
Bar ID Jurisdiction | geject Court .
First Name Middle Name Last Name
Attorney Type (check all that apply) * Civil Criminal Bankruptcy
Have you ever been disharred/censured/denied admission? * O Yes @ No
Do you have any disciplinary actions pending? * O Yes @ No
Have you ever been convicted of a felony? * O Yes @ No
Fee Acknowledgment *
O lacknowledge that | will he charged an admission fee if | am admitted.
@ | request that the admission fee be waived for the following reason:

t  All new admissions require a $223 fee. The District of Colorado does not waive the
admission fee for any attorneys (excluding federal government employed in a legal
capacity, and Criminal Justice Act attorneys appointed in the 10" Circuit Court of
Appeals who need access to their clients’ records in the District of Colorado).

New Attorney Admission Request Revised June 2021
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Step

Action

17

Complete all fields in the Additional Attorney Information Required
by Court section [Ed’s note - -this is a section that needs to be
changed — see Ed’s 6/25/21 e-mail to Diann and Nichole.]

Additional Attorney Information Required by Court

Attorneys must be admitted to the Colorado bar in order to be eligible for
admission to the U.S. District Court for the District of Colorado. Are you admitted
and in good standing with the Colorado bar? *

What is your Colorado bar license number? *
What is the date of admission to the Colorado bar? *

List all other courts where you are admitted. If none, enter N/A. *

NEW QUESTIONS:

Attorneys must be admitted and licensed in a state jurisdiction (complete State
Bar Information above). The jurisdiction DOES NOT have to be Colorado.
Attorneys must have ACTIVE STATUS in at least one jurisdiction. In what
jurisdiction are you currently in active status? If the answer is none, stop here.
You will not be admitted in the District of Colorado if you are inactive in ALL
jurisdictions.

Bar applicants must 1) complete the District of Colorado Bar Application form,
and 2) complete a District of Colorado Bar Certificate with the name as the
attorney wishes it to appear on the certificate, and 3) upload the two
documents during this NextGen bar application process. Confirm that you
understand and have completed the two documents by stating “Yes, |
understand” in the space below.*

Attorneys must be in good standing in ALL jurisdictions where admitted. An
unresolved suspension or disbarment in any jurisdiction will mean you will
NOT be admitted. If you have an administrative suspension for not paying a
bar fee or complying with CLE credit requirements, indicate that below and in
what jurisdiction the administrative suspension has been imposed. You will
likely not be admitted, but court staff during the licensing confirmation and
vetting process will review that state’s bar information to confirm. Please be
aware that it is best to resolve your administrative suspensions in other
jurisdictions first before applying for District of Colorado bar admission.

The District of Colorado collects every two years a fee that funds the Federal
Pro Se Clinic. The fee is collected between Oct. 1 and Dec. 31 every two
years — biennially — and the next fee collection will take place Oct 1 — Dec. 31,
2022. Attorneys who do not pay the fee are administratively removed and
cannot e-file or practice in the District of Colorado. Confirm that you
understand and acknowledge this policy, and that you will not in the future
claim that you had no prior notice of the fee collection and the potential for
administrative removal, by stating “Yes, | understand” in the space below.*

New Attorney Admission Request Revised June 2021
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Step Action
18 Select Next

19 Complete the E-File Registration information
Complete all sections of E-File Registration

* Required Information
Role in Court Attorney
Title

|
—

r— Il'acknowledge that I am submitting the e-file registration for the
individual listed above. Note: If more than one individual uses this
account, you must create a new PACER account for the individual

who needs e-filing privileges, if she or he does not already have
one.*

Please verify your address. You may also enter a different
address from the one provided for your CSO account.

New Attorney Admission Request Revised June 2021
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Step

Action

20

Complete the Filer Information. Address information comes from your
existing PACER account. Check the box to use a different address if
desired. Add additional phone numbers if desired.

Additional Filer Information

Already Admittedat  ggject Court -
Court

Court Bar ID

Other Names Used

Most Recent Case
(in court where you
are registering)

Delivery Method and Formatting

Use a different email. Checking this will clear the primary
email fields below.

Primary Email * d_duino+cotestattyl@yahoo.com

Confirm Email * d_duino+cotestattyl@yahoo.com
Email Frequency * Select Email Frequency -

Email Format * Select Email Format -

21

Enter Additional Filer Information if desired (not required)

22

Also complete the Delivery Method and Formatting section of the
form. This is used for electronic natification in cases in which you are
involved. Complete this section even if you will not be actively
practicing in federal court. Email address information comes from
your existing PACER information. Check the box to use a different
email if desired. Email Frequency and Email Format are required and
are also used for electronic notice in cases in which you are involved.
In Email Frequency dropdown, Select Once Per Day for a daily
summary notification or At The Time of Filing for individual notice.
Select from the Email Format dropdown. Select HTML unless you are
having difficulty with your emails. Select Next

23

Set default payment information if desired (not required). You can add
a new credit card or designate your existing card as the default method
for filing fees or admission fees by selecting the appropriate icons as
shown in the image below.

**NOTICE***The District of Colorado only accepts credit card
payments. It DOES NOT accept ACH (bank account) payments.

New Attorney Admission Request Revised June 2021
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Step

Action

24 Check the Acknowledgment of Policies and Procedures for
Attorney Admissions

=

25 Check the two boxes in the E-Filing Terms of Use

Acknowledgment of Policies and Procedures for Attorney Admissions

[#] Click here to acknowledge that you have read and agree to the local requirements for the

court in which you are registering. Click here to view local Court Policies and Procedures, *

E-Filing Terms of Use

| EFingTermsotuse
Attorney E-filing Terms and |
Conditions

| agree that a filing or submission made with my judiciary e-filing login and
password constitutes my signature for all purposes, including the Federal Rules of
Procedure and the local rules of the courtis) where | am filing, and shall have the
same force and effect as if | had affixed by signature on a paper document being
filed or submitted.

| agree that a filing or submission made with my judiciary e-filing login and
password constitutes my affirmation that | am admitted to practice in the court(s)
where | am filing, or am permitted to make an appearance in those court(s) in
accordance with local requirements, and that | am an attorney holding a current
and valid license to practice law.

| agree to adhere to the local rules, orders, policies, and procedures govearning
electronic filing promulgated by the court(s) where | have filing privileges.

| must pay for any fees incurred for transactions made in CM/ECF in accordance
with applicable statutes and fee schedules,

# | agree to protect the security of my password.
= | will change my password through my judiciary e-filing account if | suspectit has

been compromised and immediately notify the affected court(s). | am aware that |
may be sanctioned for failure to comply with this provision. -

Click here to download a printable version of the Attorney E-filing Terms and Conditions

Click here to acknowledge that you have read and agree to the terms and conditions
above, and this constitutes your signature for registration. *

Click here to acknowledge that you have read and agree to the local requirements for the
court in which you are registering. Click here to view local Court Policies and Procedures. *

26 Select Submit. The court will review your admission request and you
will receive further instructions via email.
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