
SURROGATE’S COURT E-FILING PROTOCOL 
 

The Administrative Judge of the Seventh Judicial District, the Surrogate of Cattaraugus  
County, and the Chief Clerk of the Cattaraugus County Surrogate Court hereby promulgate local 
user protocols to assist users in practice of the New York State Courts E-Filing System 
(hereinafter referred to as “NYSCEF”) implemented in the Cattaraugus County Surrogate Court 
in accordance with the program established by the Chief Administrator of the Courts pursuant to 
Uniform Rules 207.4a and 207.4aa  and provide guidance with respect to local practice and 
procedures used to process filings, fees, and court calendaring. Users should also review the 
NYSCEF website (www.nycourts.gov/efile). These Protocols do not supersede any statutory or 
regulatory provisions regarding electronic filing as those are controlling and take precedence. 
 

1) Cases Types Eligible for E-Filing:  
 

Mandatory E-Filing: E-filing is mandatory for probate, administration and voluntary 
administrations that are commenced in this court on or after May 23, 2018.  Except in 
limited circumstances, all such proceedings must be commenced by filing with the Court 
electronically through NYSCEF and all subsequent documents in such proceedings must 
be e-filed. 

 

Documents Must Be E-Filed: Unless otherwise provided in the e-filing rules, this 
protocol, or where a special exemption is granted (e.g., Oversized Exhibits in Section 3, 
below) all documents to be filed with the court in a NYSCEF case must be filed with the 
NYSCEF system. 
 
 

2) Non-Participation in E-Filing: 
 
• Exemptions from Mandatory E-Filing: An attorney who certifies in good faith that he or 
she lacks the equipment or knowledge needed to e-file and has no staff member or 
employee under his or her direction who has such knowledge and equipment may opt out 
of e-filing in each mandatory proceeding by filing an opt out form1 with the Clerk. 
Attorneys also may be exempted by the court for good cause shown. Proposed 
intervenors (non-attorneys) and unrepresented non-parties are exempt from e-filing. 
(Uniform Rule § 207.4-aa(e)(1)). Unrepresented litigants are exempt from e-filing, but 
may choose to participate. (CPLR § 2111) 

 
Unrepresented litigants in a consensual proceeding are not required to decline consent or 
to attach the Notice of Hard Copy Submission – E-Filed Proceeding to any of their hard 
copy filings.   
 
 
 

 
1 All forms referred to in the Protocol are available on the Forms page of the NYSCEF website at 
https://iappscontent.courts.state.ny.us/NYSCEF/live/forms.htm  



3) E-Filing Documents in Surrogate’s Court:

• Essential Step Prior to E-Filing: Prior to entering any information into an initial filing,
you should run an inquiry on the decedent’s last name, using the first initial, to determine
if a file is already open. Due to the numbering system in Surrogate’s Court, an inquiry
based on the file number alone may not produce accurate results. In addition, you must
contact the Court to ascertain whether there may be another will for the decedent on file
with the Court (e.g., filed for safekeeping).

• Initial Entering of Case Information: Any error in the initial entry of case information
can significantly delay the proceeding. Please double check to be sure to select the same
county as is shown on your papers.

The case name must be entered as follows:
Initial entry must be identical to the signature on the will
If the name on the death certificate is different, that becomes an "AKA"
If the name on the will does not match the signature, that becomes an "AKA"
No punctuation or spaces should be used when entering the name or "AKA"

• Notice of Hard-Copy Submission: Where, within the e-filing rules, an attorney or an
unrepresented litigant who is participating in e-filing submits a document in hard copy,
the document must bear a Notice of Hard Copy Submission -E-Filed Proceeding (see
NYSCEF Forms page). Attorneys who are exempt from e-filing are required to attach
this form to all hard copy filings, while unrepresented litigants who are not participating
in e-filing are not so required.

• Request for Surrogate’s Court Action:

This court does not require the Request for Surrogate’s Court Action form.








