PILOT PROGRAM -INSTRUCTIONS TO ATTORNEYS
PROCEDURES FOR FILING UNDER SEAL DOCUMENTS

FOR REQUESTS TO SEAL DOCUMENTS ONLY, NOT THE APPLICATION
AND ORDER:

1. ELECTRONICALLY FILE THE APPLICATION TO SEAL AND THE DECLARATION
GIVING NOTICE OR PROOF OF SERVICE.

2. ATTACH A PROPOSED ORDER TO THE ELECTRONICALLY FILED
APPLICATION (STANDARD PROCEDURE FOR FILING APPLICATION WITH A
PROPOSED ORDER).

3. INDICATE WHICH OF THE THREE FOLLOWING ACTIONS WILL BE TAKEN IF
THE APPLICATION IS DENIED:

(1) COUNSEL WILL PUBLICALLY FILE THE DOCUMENT(S) FOR
CONSIDERATION BY THE COURT;

(2) ATTORNEY WILL RETRIEVE THE CHAMBERS COPY OF THE
DOCUMENT(S); OR

(3) CLERK WILL DESTROY THE CHAMBERS COPY OF THE DOCUMENT(S).

4. AFTER ELECTRONICALLY FILING THE APPLICATION AND PROOF OF
SERVICE, SEND AN E-MAIL TO GW_CHAMBERS@CACD.USCOURTS.GOV
WITH AN ATTACHMENT CONTAINING (1) AN ADOBE PDF VERSION OF THE
APPLICATION TO SEAL AND DECLARATION GIVING NOTICE OR A PROOF OF
SERVICE; (2) A WORD OR WP VERSION OF THE PROPOSED ORDER
(INCLUDING THE PROPOSED ACTION TO BE TAKEN IF THE APPLICATION IS
DENIED (SEE 3., ABOVE)); AND (3) AN ADOBE PDF OF THE DOCUMENT(S)
TO BE FILED UNDER SEAL WITH A CAPTION PAGE CLEARLY MARKED
"UNDER SEAL." THE SUBJECT LINE OF THE E-MAIL SHOULD HAVE THE
CASE NUMBER, PLUS THE WORDS "UNDER SEAL REQUEST".

FOR REQUESTS TO SEAL THE APPLICATION, ORDER AND
DOCUMENT(S):

1. ELECTRONICALLY FILE A NOTICE OF MANUAL FILING INDICATING THAT
THE FOLLOWING HAVE BEEN SUBMITTED TO THE COURT: (1) AN
APPLICATION TO SEAL; (2) A DECLARATION GIVING NOTICE OR A PROOF OF
SERVICE; (3) A PROPOSED ORDER; AND (4) THE DOCUMENTS TO BE PLACED
UNDER SEAL.

2. SEND AN EMAIL TO THE CHAMBERS EMAIL AT
GW_CHAMBERS@CACD.USCOURTS.GOV WITH AN ATTACHMENT
CONTAINING (1) AN ADOBE PDF VERSION OF THE APPLICATION TO SEAL
AND DECLARATION GIVING NOTICE OR A PROOF OF SERVICE; (2) A WORD
OR WP VERSION OF THE PROPOSED ORDER (INCLUDING THE PROPOSED



ACTION TO BE TAKEN IF THE APPLICATION IS DENIED); AND (3) AN ADOBE
PDF OF THE DOCUMENT(S) TO BE FILED UNDER SEAL WITH A CAPTION
PAGE, CLEARLY MARKED "UNDER SEAL." THE SUBJECT LINE OF THE E-
MAIL SHOULD HAVE THE CASE NUMBER, PLUS THE WORDS "UNDER SEAL
REQUEST".

PLEASE NOTE: THE TITLE OF THE PLEADING WILL BE PLACED ON THE PUBLIC
DOCKET ENTRY. FOR EXAMPLE: "DECLARATION OF JOHN DOE, EXHIBIT A." IF
APPROVED, THE DOCUMENT ITSELF WILL BE SEALED AND NOT VIEWABLE BY THE
PUBLIC, BUT THE ENTRY (TITLE) WILL BE VIEWABLE.

OTHER IMPORTANT INFORMATION REGARDING APPLICATIONS TO
FILE UNDER SEAL.:

1. ALL APPLICATIONS MUST PROVIDE REASON(S) AS TO WHY THE PARTIES’
INTEREST TO FILE THE DOCUMENT(S) UNDER SEAL OUTWEIGHS THE
PUBLIC’S RIGHT TO ACCESS.

2. ALL APPLICATIONS MUST INDICATE WHICH PORTIONS OF THE DOCUMENTS
TO BE FILED UNDER SEAL ARE CONFIDENTIAL.

3. IF A PARTY SUBMITS AN APPLICATION TO FILE UNDER SEAL PURSUANT TO
A PROTECTIVE ORDER ONLY (I.E., NO OTHER REASON IS GIVEN), THE
APPLICATION WILL BE DENIED UNLESS THE COURT RECEIVES WITHIN 48
HOURS FROM THE NOTICE OF FILING A DOCUMENT PROVIDING (1) THE
REASONS THE DOCUMENT SHOULD BE FILED UNDER SEAL; AND (2) THE
PORTIONS WITHIN THE DOCUMENT THAT ARE CONFIDENTIAL. THIS
DOCUMENT SHALL BE ENTITLED: “ADDENDUM TO APPLICATION TO
FILE UNDER SEAL PURSUANT TO PROTECTIVE ORDER”.



