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Slide notes

In this module, we will begin filing the case opening document which, in our case, will be the a notice of
removal. Click Notice of Removal in the event list. Note that you can also type the name of an event to
filter the available events.
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Complaints and Other Initiating Documents
I | Statt typing to find another event.

Available Events (click to select events) Selected Events (click to remove events)
Amended Complaint #| | MNotice of Remowal

Amended Counterclaim s

Amended Crossclaim L&

Amended Third Party Complaint =
Application for Stay of Execution The selected event will appear here.|

Reports ~

Search Logout

Application for Wit of Garnishment |
Bankruptoy Appeal )

Complaint

Counterclaim
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District Transfer In
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Slide notes

Any selected event will show in the Selected Events box. Click next.
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| Click Next. |
| J
Slide notes

If you are proceeding directly from case opening, the case number should automatically appear here. If
not, enter the case number you were given by CM/ECF after case opening, and click Next.
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Com s and Other | ting Documents
: - c v, Presidents Corn | |
Click here. | Verify this is the correct case. |
| J

L Click Next. J

Slide notes

Verify that the case number is correct by looking at the hyperlink. Click Next.
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Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

D - CM/ECF needs to know which |
Collapse Al Expand Al | partyis filing the document. |
HPresidents Corp dft se i e i
“John @ Public pla i

Fublic. Joh-C [pla]

Select Presidents Corp [dft].?

: " CM/ECF Help Desk |
[ Hext I [ Clear H New Filer 1'800'323'1 1 01

Monday - Friday .
| 8:00-Noon & 1:00-5:00 |

Slide notes

The filer of the notice of removal is the defendant, Presidents Corp. If the filer does not appear in this
box, please call our CM/ECF Help Desk at 1-800-323-1101 and ask for assistance. Click Presidents
Corp. to highlight it.
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Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

sl Select the FILER.
Collapse All Expand All

EPresidents Corp dft
“John G Public pla

Select the Party:

i If there are multiple filers, hold the |
| [Ctrl] key, and click each filer.

Eﬂk)ﬂui Clear New Filer
|

| Click Next. ‘
l—.

Slide notes

If there are multiple filers, you may hold down the CTRL key and click on each filer. Click Next.
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Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

The following attormey/party associations do not exist for the above case(s).

ease check the box on the left of the screen for associations which should be created.

the association should net be created, be sure the box is m
Presidents Corp (pty.dft) represented by C "Whiddenaty (aty) Lead

box to indicate that the
| filing attorney is the
~ lead or trial attorney.

At this screen, the association between
the attorney electronically filing and the
party they represent is made.

Slide notes

This page is telling you that there is currently no association with your login and this party (Presidents
Corp). Since you are logged in as the attorney who represents this party, you need to make the
association by ensuring the check box next to the party name is checked. Since you are the trial or
lead attorney for this party, check the box next to the word “lead.” Always leave the box next to the
word notice checked. If you uncheck this box, you will not receive notification of any activity in this
case.
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EECF Logout
Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

The following attormey/party associations do not exist for the above case(s).

Eease check the box on the left of the screen for associations which should be created.

the association should net be created, be sure the box is unchecked.

ty'd&) represented by C Whiddenaty (aty) Lead Motice

Slide notes
Click Next.
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Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp =

All defendants must be selected.

Select A h & claim is AGAINST. |

Collapse Al B If more than one defendant was |

whresidents Corpdt Seli.fthe Party: . OR Selecta( Named, use the [Ctrl] key to select OR |

“John G Public pla | 3 i |
| click the All Defendants raido button. |
Fukb 1=, John ] ,p a @NO GrQHp

' NOTE: Notice of Removals | = - |
are filed by defendants | Select Presidents Corp [dft]. |
against defendants. A —— T o
Complaints are filed by
plaintiffs against the [(Mext | [ clear | [ NewPany |
defendants.

' CM/ECF needs to know the party or |
| parties to whom the filing is against. |

Slide notes

This page would like to know who the plaintiff's complaint is against. Again, you would select all
applicable defendants. Click Presidents Corp. to highlight it.
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Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

Select the party that the claim is AGAINST.
Collapse All Expand All
EiPresidents Corp dit Select the Party: OR Select a Group:

“John @ Public pla

= Corp [oif
hn G [play @ Mo Group

O All Defendants

O All Plaintiffs
w Clear | [ New Party

O All Parties
[\
|

[Public, Ja

Click Next for information on |
uploading your documents. |

Slide notes

Click Next to proceed to the document upload page.
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to navigate to a previously saved PDF document,
ind View the PDF document to verify it is the correct docum
 category and/or descriptiof¥8¥ each attachment, and

the document.

Slide notes

For each document you are uploading, you will need to follow the same basic steps: 1) Browse to
navigate to a previously saved PDF document (the document you wish to file); 2) Open and view the
PDF document to verify it is the correct document; 3) Enter a category and/or description for each
attachment; and 4) attach the document. Click Continue.
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=ECF Civil ~ Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

FPlease add Exlubits (mcluding clearly identified applicable state court pleadings) and
the Civil Cover Sheet as separate arfachkments to this Notice of Remowval.

ATTENTION: The electronic filing system will only notice attorneys entered i this
case at the time of filmg. The attormeys appearmg in the state comt action will not be
electronically noticed with tlus filimg. Counsel should ensure that all attoineys are
notified of the state cowrt removal.

Import the main document first.

Eelect the pdf document and any att:

Jain Document

‘ This should be the Notice of
| Removal.

To properly identify your attac l: C|Ick Browse. ]lt‘ Category drop-down box.
Further identify exhibits by ente ilt brief Descripfion, i.e., A-Deposition of John Siith.

Arttachments C‘ategm'} Description

L

Slide notes

This is the document upload page. Please carefully read the information in the pink instructional box.
The main document will be the actual notice of removal. Click the browse button to navigate to the
location where you saved the notice of removal in PDF.
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UECF Civil Criminal Query Reports Utilities Search Logout

Complaints and Other Initiating Documents
S 1-cv-01659 Public v. Presiderla I EET

Flease add Exhibits (including cl4 Look i | £ rEw “ & e @A

the Civil Cover Sheet as separid = Y
B RIGHT Click here.
THE:

&

Fiecent
Docurments

ATTENTION: The electronic fil My
case at the time of filmg. The att

electronically noticed with tlus fi

7
notified of the state cowrt removs L
Desktop =
| Skate Cod = i -
Select the pdf document and any = . B state ca nght CIICk NOtlce Of Removal-pdf-
) Gt/
Jain Docmment My Dacuments

To properly identify your at§ my Computer
[Further identify exhibits by binith.
Attachments ! (Pl e v [_gpen |

A | Cancel

tdw Metwork, Files of type:

1| rr——

Slide notes

Navigate to the folder where you saved the notice of removal. We have done this for you. Note that
you may need to adjust the setting for “Files of type” in order to see the documents in the folder. We
set ours to “All Files.” Right click the Notice of Removal.pdf to pull up the document menu.
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Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
S 1-cv-01659 Public v. Presiderla I EET

Please add Exhibits (including cls Look ire | £ nEw v @2 e m-
the Civil Cover Sheet as separid

- Exchibit 1.pdf ]
. I 4 B Exhibit: 1,wpd . .
ATTENTION: The electronic ﬁ:l My oot | BEshibie 2. g The best practice is to open

&

case at the time of filing. The att] Documerts | I xibi and review the PDF prior to

electronically noticed with tlus fi = e im po rtin g it.
notified of the state cowrt removs L _E_N‘:'tice o
Desktop | Sample 0
State Cc Ppint
Select the pdf document and any = . D Skate Ct =
_ Gt/ Select Open with Acrobat 8.
Jdain Document My Documents 5
51‘); Send To 3
To properly identify your at§ my Computer E”t
. . . . ORY .
[Further identify exhibits by — binith.
T . Create Shortcut
Attachments .5] File name: v [ Open |
My Metwark | Files of type  Rename v [ cancel ]
1. | T oo T Properties

Slide notes

To be sure this is the correct PDF, we want to open and view it. Click Open with Acrobat 8. Note, your
option may be different depending on the software installed on your computer.
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m Notice of Removal. pdf. - Adobe Acrobat |Z|EEJ
File Edit Wiew Document ©Comments Forms Tools  Advanced ‘window Help x
5 B o a 5. . ; = Click the Clg¢
i L")J Create - E:;J Combine + @ T - f = |£| = _j' i w Typevriter W T Courier
OBz ee =l i nCle oo iHdi-

=| » / e
-~
UNITED STATES DISTRICT COURT
WESTERN DISTRICT OF LOUISIANA
SHREVEPORT DIVISION
JOHN Q. PUBLIC CIVIL ACTION NO. 5:11CV1659
VERSUS JUDGE:
PRESIDENTS CORPORATION doing MAGISTRATE JUDGE:
business as PRESIDENTS INSURANCE
COMPANY, L.L.C.
NOTICE OF REMOVAL
Ensure this is the correct PDF you
wish to import.
~

Slide notes

Ensure this is the correct PDF. Click the close button to return to CM/ECF.
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Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I + ‘ -

5 (' y ; Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 1240644052 26683
ST S R ey b S b sl A v

Reports ~

Search Logout

Complaints and Other Ini

ting Documents

Please add Exhibits (including clg Laok in: | 5 rEw/ ¥ © 2 @
the Civil Cover Sheet as separid

= Exhibit 1.pdf

) | 1 B Exchibit 1.wpd
ATTENTION: The electronic ﬁ:l My Recent =% Exhibit 2.pdF

&

case at the time of filmg. The att Documents n Exhibit 2, wpd

pdf

electronically noticed with tlus fi

=
notified of the state court removs; L NUt'EE of Removal.wpd
Desktop | sample Civil Cover Sheet,pdf
"2 Stake Court Petition.pdf
I:‘elect the pdf document and any = X B state Court Petition.wpd
Jain Document My Documents

To properly identify your at§ my Computer L‘Clld( here.
[Further identify exhibits by _ Ifanith.
Arttachiments - File name: ‘NUUCE of Removal pdf ™ | I Cligg8ox I
My Network | Files of type: Al Files ~] o Seal L
1.

T oo Ly Click Open.

Slide notes

Click Open to insert the path and file name into CM/ECF.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox
Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric + -

5 6 J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 1240644052 26683 L[ o - ,u. - @
EECF Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents

S1M-cv-01659 Public v Presidents Corp | A” new suits Should have at Ieast one |
FPlease add Exhibits (including cleaily identified applicable state court pleadings) and | attachment - the civil cover sheet. |
the Civil Cover Sheet as separvie attachments to this Notice of Removal. a— —

| Attachments to complaints should |

ATTENTIOIN: The electronic filing system will only notice attorneys entered in this | include a ny exhibits and the civil
case at the time of filmg. The attormeys appearmg in the state comt action will not be | cover Sheet.
electronically noticed with tlus filimg. Counsel should ensure that all attoineys are - I

notified of the state cowrt removal. Not_ices Of removal ShOU Id I'ncl Ude

the state court pleadings, including
the petition, any service documents,

Eelect the pdf document and any attachments.

Tain Document answers, etc., and the civil cover
ChDocuments and Sett_ingg\cwh_\dden\h | Sheet.
To properly identify your attachment, select firom the Cafegory drop-down box.
JFurther identify exhibits by entering an ; ate but brief Desciripfion, i.e., A-Deposition of Jolhn Simith.
Arttachments w Category Description
1. EftiekBox || v
bex | Click Browse. Now, we need to add any
L attachments to our Notice of
‘ Removal. '
Slide notes

All new suits should have at least one attachment, the civil cover sheet. Additionally, complaints should
be accompanied by any exhibits, and removals from state court should have the state court pleadings
included as attachments. Our new suit has four attachments: the state court petition, 2 exhibits and the
civil cover sheet. They should be added as separate attachments. To begin, click the browse button to
locate the state court petition.
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Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I = |

Criminal~

Complaints and Other Ini

FPlease add Exlubits (mcluding clg
the Civil Cover Sheet as separid

&

ATTENTION: The electronic fil My Recent
case at the time of filmg. The att: Dacuments
electronically noticed with tlus fi =
notified of the state cowrt removs L
Desktop
I:‘elect the pdf document and any = .
Jain Document

ChDocuments and Settings\owhidden'

To properly identify your at§ my Computer
[Further identify exhibits by
Attachments

fdy Mel

bwwork.

1|

5 é J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 1240644052 26683 L[ o " £

Query Reports ~

tiating Documents

Look ir: I £ nEw vi

= Exhibit 1.pdf
E Exhibit: 1,wpd
| Exhibit 2. pdf
PP Exchibit 2.wn

Click State Court Petition.pdf.

The best practiceis to

Logout

review the PDF before it is

imported; however, for the
remainder of the tutorial,
we will skip that step.

|

sl

fnith.

Slide notes

Click the state court petition.pdf. Normally, you would open each PDF to make sure it is the correct
document; however, in the interest of time, we will skip this step.
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Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I + ‘ -

5 (' y ; Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 1240644052 26683
ST S R ey b S b sl A v

Reports ~ Search Logout
Complaints and Other Initiating Documents
S 1-cv-01659 Public v. Presiderla I EET
Please add Exhibits (including clg Laok in: | 5 rEw/ 5 02 e E-

the Civil Cover Sheet as separid

= Exhibit 1.pdf
A B Exhibit: 1,wpd
My Recent | Exhibit 2. pdf
Documents | [ Exhibit 2,wpd
"2 Motice of Remaval.pdf

&

case at the time of filmg. The att

ATTENTION: The electronic ﬁl:l
electronically noticed with tlus fi

= S
notified of the state cowrt removs L N‘:'t'ce of Removal:wpd
Desktop | gample Civil Cover Sheet,pdf
2 State Court Petition.pdf
I:‘elect the pdf document and any = . D Skabe Court Petition.wpd
Jain Document My Documents

ChDocuments and Settings\owhidden'

To properly identify yomr at§  y Computer LC| ick here.
T

[Further identify exhibits by binith.
Attachments " File name: ‘Slale Court Petition. pdf B | I ClidkBox I
My Network | Files of type: Al Files ~] 0 eal 1|
1. T v

Click Open.

Slide notes

Click Open to insert the path and file name into CM/ECF.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox E=E&E
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

e Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl? 1240644052 26683 L[ o ."’

= iminal~ - ilities ~ -
UECF Criminal Query Reports Utilities Search Logout

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

FPlease add Exlubits (mcluding clearly identified applicable state court pleadings) and
the Civil Cover Sheet as separate arfachkments to this Notice of Remowval.

ATTENTION: The electronic filing system will only notice attorneys entered i this
case at the time of filmg. The attormeys appearmg in the state comt action will not be

electronically noticed with tlus filimg. Counsel should ensure that all attoineys are
notified of the state cowrt removal.

Select the pdf document and any attachments.
L A category AND/OR a '

_ description must be entered for
l each attachment. |

MainDocument
ChDocuments and Settings\owhidden

To properly identify your attachment, select firom the Cafegory drop-down box.
JFurther identify exhibits by entering an accurate but brief Descripfion,

i.e.. A-Deposition of John Sinith.
Attachments

cription

Category

1. [C\Documents and Settingsicwhiddenh[ Browse. || Click Box |

) | | = 1
2. [ “Click the Drop Down Arrow.,

i [
Next )

Slide notes

A category and/or a description must be entered for each attachment. There is a category for the state
court petition. Click the drop down arrow.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox CEX
Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric + -

& & | | GJ° uscourts.gav | https:ject test lawd.uscourts.gov/cai-binfDispatch. pl? 124064405 226683 M= B Ll .|| S -

= il - — . ilities ~ :
UECF Civil Criminal Query Reports Utilities Search Logout

ATTENTION: The electromc filing system will only notice attorneys entered m tlas
case at the tune of filmg. The attormeys appearmg m the state cowt action will not be
electronically noticed with this filing. Counsel should ensure that all attoimeys are

notified of the state court remowval

Eelect the pdf document and any attachments.

Jain Document

CADocuments and Setlings\c:wh\dden\h

To properly identify your attaclhiment, select from the Cafegory drop-down box.
[Further identify exhibits by entering an accurate but brief Descripfion, i.e., A-Deposition of John Smith.
Attachments Category Description

1. |CA\Documents and Setlings\c:whidden\hl State court petition v

2. [C\Documents and Settings\cwhiddenyt_Browse.. | || Exhibit 1 | Fiemove |

3. 'C:\Documents and Settlngs\l:whldden\h Exhikit 2 @

EN '(::‘_‘:H:mﬂunem.e.and.!%eninq:s\mvhidden\h Browse... Civil cover sheet N
i I ;'

_ |

LT

13

Slide notes

Again, in the interest of time, we have selected the remaining attachments, categories and/or
descriptions. Note that we attached the state court petition, two exhibits and a civil cover sheet. There
are categories for the state court petition and the civil coversheet; however, since the exhibits are
numbered one & two, a description was needed for these attachments. Click Next to continue.
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EEX

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox

Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | +

5 e J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, gov/cgi-binfDispatch. pl?118105079390392 L[ o ‘.' £ ,u. - @
EEC F Civil ~ Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Docum| Type 1st JDC Caddo Parish :

5:11-cv-01659 Public v. Presidents Corp and press the Tab key. |
Enter the name of the court this action is being -
emoved from, 1e. 1st JDC Cadde Parish:

™

[Enter the case number from that court: r_l_

ype 1st JDC Caddo Parish. |
(] |

Slide notes

Enter the name of the state court from which this case is being removed. Type 1st JDC Caddo Parish
in the first box, and press the Tab key.
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£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox EJEIPEI

Eile Edit Wiew History EBookmarks Tools  Help
5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | + -
e _Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, gov/cgi-binfDispatch. pl?118105079390392 L[ o ‘.' £ ,u. _ﬁ_ _Ei)__
=EC F Civil ~ Criminal~ Query Reports ~ Utilities ~ Search Logout
Complaints and Other Initiating | ]
5.11-cv-01659 Public v. Presidents Corg Type 123,456 as the 1st JDC case
[Enter the name of the court this action is bem‘gi number and press the Tab key‘ ‘
emeved from, 16, 1st JDC Cadde Parish: |15
'
[Enter the case number from that court:
T r Type 123,456. }
Slide notes

Type the state court case number in the second box. Type one hundred twenty-three thousand, four
hundred and fifty six, and press the Tab key.
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EEX

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox

Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =

e Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, gov/cgi-binfDispatch. pl?118105079390392 L[ o “"’ ,u. - @ =
EEC F Civil ~ Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

[Enter the name of the court this action is being )
emoved from, 1e. 1st JDC Cadde Parish: :'I st JOC Caddao Parish

lEnee) Click here.]om that court: |123.456

Click Next.

1

|
|
|
kS

Slide notes
Click Next.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox CEX
Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric + -

& & || GJ° uscourts.aaw | https:jjec-test lawd uscourts.govicai-binfDispatch. pl7e4 027855238757 M= B Ll .|| S -

= — . ilities ~ :
UECF Criminal Query Reports Utilities Search Logout

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

Pursuant to Fed E.CwP. 7.1, a corporate disclosure staternent should be filed as a separate
entry if this is a first appearance by a corporate party Failure to comply will result in this matter

b Click here ourt for further action

 [EE ' A corporate disclosure statement is
filed as a separate document, not as

| Click Next. ' | an attachment to this one.

Slide notes

A green reminder box appears to inform us about the corporate disclosure statement requirement.
After filing the notice of removal, the attorney for a corporate party is required to file a corporate
disclosure statement. Click Next.
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&) CMIECF - UL.S. District Court:Western District of Louisiana - TEST - Mozilla Firefox E=E&E
Eile Edit Wiew History EBookmarks Tools  Help

E]® CMJECF - 1.5, District Court:Western Distric I+ =
L e J Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl7950496 27 3566828 - | -" - ‘,' Eihg @
EE Criminal~ Query Reports ~ Utilities ~ Search Logout

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

13

= - and requested within the attached Notice of Removal?
Click here.
es

e

: |
[ Click the No radio button. l

L

Slide notes

We are not requesting a jury in the notice of removal, so click the radio button next to No.
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EEX

£ CMJECF - LS. District Court:Western District of Louisiana - TEST - Mozilla Firefox

Eile Edit Wiew History EBookmarks Tools  Help

5PCM,|’ECF - L.5. Districk Courk:'Weskern Diskric | +

Q 513 uscourts.goy | https:/fecf-test lawd.uscourts, govfcgi-binfDispatch. pl7950496 27 3566828

Search Logout

Criminal~ Utilities ~

Query Reports ~

Complaints and Other Initiating Documents
S 1M-cw-01659 Public v Presidents Corp

Is there ajwy demand requested within the attached INotice of Removal?

|
| The next module will demonstrate
payment of the filing fee via
pay.gov and finalizing the
electronic filing.

Click Next to continue to |
the next module. | : :

Slide notes

Click Next to proceed to the Next module where we will pay the filing fee in pay.gov and finalize the
electronic filing.
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