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Electronic Filing of a Notice of Removal for Lawyers 
 

Effective October 9, 2018, lawyers admitted to practice in the Middle District of Florida can 
electronically file a civil case in CM/ECF. After following the steps in the Attorney Electronic Civil Case 
Opening Manual, the Notice of Removal is now ready to be filed.  

Please note the following requirements: 

• Prepare the state court record in PDF format before beginning the filing of the Notice of 
Removal. CM/ECF times out after 30 minutes. 

• The following documents must be uploaded as separate files and attached to the Notice of 
Removal: 

o State Court Complaint 

o State Court Answer (if filed) 

o State Court Docket Sheet 

o All remaining State Court documents 

o Civil Cover Sheet (JS-44) 

• Each PDF must be flattened (See How to Flatten a PDF), and there is a 50-megabyte limitation 
per document. An attachment or exhibit larger than 50 megabytes must be filed in separate 50 
megabyte segments.  

• The filing fee must be paid when filing the Notice of Removal, or the Motion to proceed in forma 
pauperis must be separately filed immediately after the Notice of Removal.  

Follow the steps below to electronically file the initial pleading in a new civil case in CM/ECF.   

 

 

Docketing the Notice of Removal 
 

1. Click on the Civil menu, and under the Initial Pleadings and Service menu, click on 
Complaints and Other Initiating Documents.  

https://www.flmd.uscourts.gov/sites/flmd/files/documents/flmd-new-civil-case-opening-a-guide-for-attorneys_0.pdf
https://www.flmd.uscourts.gov/sites/flmd/files/documents/flmd-new-civil-case-opening-a-guide-for-attorneys_0.pdf
https://www.flmd.uscourts.gov/sites/flmd/files/documents/flmd-cmecf-pdf-related-functionality-for-public-filers-in-nextgen-cmecf.pdf
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2. Select Notice of Removal event and click [Next].  

 
 

3. Enter the case number assigned at case opening. A partial case number can be entered. 
When presented with a list of cases, click the box to select the applicable case. When accurate, 
click [Next]. 
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4. Verify Case Caption/Number screen. If accurate, click [Next]. 

 
 

5. Click to highlight and select the Filer(s). Hold the “Ctrl” key to select multiple non-
contiguous parties. When accurate, click [Next]. 
 
NOTE: The filing party of a Notice of Removal should be the defendant that is removing 
the case from state court to federal court.  
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The party/attorney association screen will appear only when the filing attorney is not 
already associated with the selected party. If accurately associated, leave the default 
“Notice” selection checked. If the filing attorney is lead counsel, mark “Lead” with a 
check and click [Next]. If the association should not be created, start over. 

 
6. Click to highlight the party(ies) this filing is against. Hold the “Ctrl” key to select multiple 

non-contiguous parties. Once all parties have been selected, click [Next]. 
 
NOTE: Plaintiff(s) should be the party the filing is against for a Notice of Removal. 

 
 

7. Review the document preparation prompt, make an applicable selection, and click [Next].  
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8. Attach your document(s). Navigate to your saved .pdf documents and attach the Notice of 
Removal as the Main Document.  

 
The state court documents, and the Civil Cover Sheet MUST be attached as SEPARATE PDF 
files under the Attachments section. You must select the correct category for each PDF 
attachment (image below).  
 
NOTE: Leave the Description fields BLANK unless adding an attachment that is not described 
in one of the categories below. When adding attachments to a filing, the “Category” drop-down 
menu allows you to select from several keywords such as “Exhibit”, “Appendix”, “Affidavit”, etc. 
to describe each attachment. If none of the supplied words applies, leave that box blank. The 
“Description” field is for free text and will allow you to describe the attachment. Do not repeat 
words from the “Category” menu in the “Description” field.   
 
Sample of a Notice of Removal 
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9. Enter State Court Information and select the method of payment. 
Enter the Name of other court, Case Number in other court, and Date filed in State Court. 
Select the method of payment from the available options.  
• If you select “Pay filing fee credit card required,” you will be taken to PACER to enter 

payment information; otherwise, the filing payment screens will be skipped, and the user is 
not prompted to enter credit card or debit card information. 
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• If you are filing a Motion to Proceed In Forma Pauperis or Application to Proceed Without 
Prepayment of Fees you must file the motion as a separate event immediately after filing 
the initiating document. After filing the initiating document return to the Civil Events List, 
Select Motions and file the IFP motion.  Service copies must be provided in paper to 
the court when IFP is granted. NOTE: Please refer to the Docket Text Modification 
section below to continue filing the initiating document. 

• Click [Next]. 
 

 
 

If you are paying the filing fee, the fee amount will be displayed. Click [Next]. The payment 
screen will load, providing the filer an opportunity to pay the filing fee online via PACER. Click 
[Next]. 

 
 

NOTE: Do not click the "back button." This may result in incomplete data transmission.  
 
PACER may require you to log back in to continue with the required payment. 
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NOTE: If you are not directed to the online payment screen, and you receive a message  
that your session has timed out, you will need to start your filing over with the same case 
number you received when you opened the case. Do not open another new case.  

 
 

If you inadvertently bypassed the payment screen and the initiating document is filed, refer to 
FLMD’s Pay Fee Event - A Guide for Lawyers for direction on how to pay the filing fee. 

 
10. Online Payment You may choose to pay the filing fee by an existing payment method on file or 

choose to enter a new credit card. 
 

NOTE: Complete the payment data fields as required. Fields marked with a red asterisk [*] are  
required fields. 

https://www.flmd.uscourts.gov/sites/flmd/files/documents/flmd-pay-fee-event-a-guide-for-lawyers.pdf
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The second of two payment screens will appear. 
o Verify the address, account and payment information is correct.  
o Fields marked with a red asterisk [*] are required fields. 
o Add an email address to receive a receipt of Payment. 
o Review authorization and check [] the box. 
o Click [Submit]. Do Not double click the [Submit] button. Double clicking this button may 

result in a duplicate charge to your card. 
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12. Final Docket Text. You may add docket text. When accurate, click [Next]. 

 
NOTE: Do not enter docket text in all CAPS or DUPLICATE the event text. 

 

 
 
13. Review the Final Text screen. Click [Next]. 
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14. Notice of Electronic Filing (NEF) is displayed with all the filing information as a receipt of the 
transaction. 

 
 
 

Revision Log 
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