
 

United States District Court Northern District of New York 

 
HOW TO SUBMIT AN APPLICATION FOR PERMANENT ADMISSION 

 
 
You must have an individual upgraded PACER account to submit an application.  If you have an existing 
legacy PACER account, created prior to August 11, 2014, you can upgrade it by following the directions 
in this link.  If you do not have a PACER account, create a new account using the directions in this link. To 
complete this process, you must have a single flattened PDF of your Application that includes all required 
documents for the specific method of admission sought.  

 

1. Navigate to www.pacer.gov.  Click on Manage Your Account, select Manage My Account Login 
then click on Log in to Manage My Account.  Enter your PACER Username and Password. 

  

2. Click on the Maintenance Tab and select the Attorney Admissions/E-File Registration. 

 

 

  

 

 

 

 

 

 

 

http://www.nynd.uscourts.gov/sites/nynd/files/Upgrade-Current-PACER-Account.pdf
http://www.nynd.uscourts.gov/sites/nynd/files/Register-for-New-PACER-Account.pdf
http://www.pacer.gov/


3. Select District Courts for Court Type and Northern District of New York for Court, click Next.  

 
 
 
 
 
 
 
 
 

 

4. Select Attorney Admissions and E-file or Federal Attorney if you’re a federal employee. 

 

 
 
5. Provide information about other Courts where you’re admitted to practice. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
  
6. NDNY no longer requires a sponsoring attorney.  Please leave this section blank. 
 

 
 
 
7. For the Attorney Type, check all three boxes.  Answer the three required disciplinary questions 

and check the fee acknowledgment.  If you’re a federal employee, select the waiver request and 
enter the federal agency you are employed with. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Upload the PDF of your Application.  Wait for the upload confirmation then click Done.   
 
9. Scroll down and answer the required Court questions then click Next. 

 
  



 
 
10. Complete the required fields on the Filer Information screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. Enter your email address and select your preferred Frequency and Format. Click Next. 
 
 

 

 

 

  

 

12. On the Payment Information screen, click Next.  Admission fees are not paid in PACER.  The 
fee is paid via a secure link to Pay.gov which is emailed to the applicant upon the Court’s review 
and acceptance of an application.  

13. Check the boxes to acknowledge the Court’s Policies and Procedures for Attorney Admission as 
well as the E-Filing Terms of use. 

 
 
 
 
 
 
 
 



 
 
 
 
14. Click Submit to complete your Admission and E-file Registration. 
 
 
 
 
   
 
 
 
 

You should receive the following Confirmation Message: 
 
 
 
 
 
 
 
 
 

Click Done to return to your PACER account screen.  You will immediately receive notification from 
PACER that your application was submitted to the Court.  If your application is accepted, you will receive 
an email from the Court with a secure link to pay the attorney admission fee.  Upon receipt of payment, 
your application is then forwarded to a Judge for approval.  You will receive notification from PACER 
when your application is approved and your electronic filing account is activated.  Additionally, the Court 
will send a Welcome email providing pertinent information to newly admitted members of the bar. 
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