
Do<# 2400779 Ill# nos PW:~ 
Recorded 1Zll6/~02~ Sl:03 .'\M Pag~ C vfS 

Filed and R=rdcd ill <Y.ficial Records of 
MO:'illOE COUNT\' KEVIN MAOOK, CPA 

It\ RE: 

ELF.CTROKIC FILING OF DOClJ!vtE:--ITS 

IN THE CIRCUITCotJRTOF TIIT, 16"' 
JUDICIAL CJRCUlT OF THE STA TE or 
foLORIDA, f'.'l A;'JD l'OR MONROE COUNTY 

1\DMIJ\lSTRA TJVl1 ORDER: 2.083 

WHEREAS, the Chief Judge is ch.iirged by Ruic 2.21 S(b)(2), rtorida Rules of Judicial 
Administration \o act as the administrative officer of the courts within the circuit; and 

\VHF.REAS, Florida Rule of Judicial Adm in isl ration 2.520 requires all documents liled 
in any court to be filed hy electronic transmission in accordance with Florida Rule of Judicial 
Administration 2.525; and 

WHEREAS, administrative procedures must be implemented in order to assist <1ltomcys 
and litigants ,vith electronic filing in the Sixteenth Judicial Circuit, IT IS THEREFORP 
0Rl)ERED a~ follows: 

A. GENERAL GUIDELNES 

I. Except as otherv.-ise provided in lhis Administrative Order, attorneys must e-file 
pleading~ and papers in all divisions. When documents are e-filcd, original 
documents are not to he filed \\ith the ?vtonroc County Clerk of Court ("Clerk") 
except as provided in thi~ Administrative Order. 

2. Pleadings and papers to be filed with the Court may o.nly be submitted through the 
Florida Courts R-Filing Portal ("Portal") in accordance with Rule ofGcncral Practice 
and Judicial Administration 2.525 .ind the Florida Supreme Court Standards l~,r 
Electronic Acces5 to the Court~. Attorneys shall not e-mail the Court or the Clerk 
with pleadings or papers for tiling. 

R. ORIGNAL OOCliMP.~TS 

1. Except for !hose documents speci lied in C, D, E and F below, when a rule, statute, or 
law requires an original document or a document containing an original signature to 
he maintained by Clerk in paper, such documenl will be filed or deposited with the 
Clerk in accordance with Florida Rules of Court. 
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2. Original documcms also include any document for which an electronic signature has 
not been authorized by law or a document which requires a seal, raised cmhossment 
or has a tactile requirement. 

3. Other than those documents specified in paragraph C, V, E and F helow, a copy oran 
original document shall be c-filed with the Portal and followed up with the original 
liled with the Clerk. The Clerk i~ to note in the docket that the original was filed. 
Documents of this nature include: 

a. Last Will and Testament 
b. Pre-need Guardian Declaration 
c. Original Notes and .Ylortgages 
d. Documents ordered by the Court 
e. 0(iginal documents required by law or rule of procedure 

C. AFFIOAVITS 

I. Copies of affidavits shall be e-filcd. 

2. The e-file<l copy is to show to full scripted signatures as reflected on the original 
affidavit. 

3. The original affidavit need only be filed or deposited with the Clerk if required by 
l;iw or court order. 

4. As a matter ofhest practices, the original allidavit should be maintained in the filer's 
possession for a minimum of one (I) year after final disposition and time for appeal 
of the c~e. E-filing a copy of the affidavit does not eliminate the potential need to 
present the original affidavit for evidentiary or record pUTpose~. 

n. RETURNS OF SERVICE 

I. Copies of returns of' service shall be c-filed. 

2. The e-liled copy is to show the full scripted signatures as rellecte<l on the original 
return of service. 

3. The ori~inal rcrum of service need only be filed or deposited with the Clerk if 
required by law or court order. 

4. /\s a ma lier of best practices, the return of service should be maintained in the filer's 
possession for a minimwn of one (1) year after final disposition an.d time for appe;il 
of'the case. E-filing a copy orthe affidavit docs not eliminate the potential need to 
present the original return of service for cvidcntiary or record purposes. 
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E. VERJFllil> DOCUMEKTS 

I. Complaints and othe( pleadings, papers. or documents which are verilied by an 
allorney, party, or person are to be c-filc<l and a paper copy shall not be filed with the 
Clerk except upon order of court 

2. Verified documents arc to contain a full scripted signature and not an clcctrnnic 
sig.narurc such as /s, s/, or/~/. 

3. 'lhe verified <locumeot need only be filed or deposited with the Clerk if required by 
law or court order. 

4. A~ a matter of best practices, the verified document should be maintained in the 
filer's possession for a minimum of' one (1) year after final disposition and time for 
appeal of the case. E-filing a copy of the verified document docs not eliminate the 
potential need to present the original verified document for cvidcnliary or record 
purposes. 

F. COURT ORDERED OIUGIKAL PAPER FIL!l\GS 

1. Judges may require additional documents to be paper filed. The Clerk is directed to 
accept those paper filings hase<l on an appropriate order from the Court. 

G. MEMORANDA OF LAW 

I. Memoranda of Law may bee-filed. Courtesy copies may be sent separately to the 
pn:sidingjudge in accordance with each individual judge's preference. Memoranda 
of Law shall not exceed the technical size limitations as set forth by the Florida 
Supreme Court and shall not exceed any page limitations as set forth by the p(esiding 
judge. 

H. l'/\l'ER ANO ELF.CmON[C COPIES 

1. The filer shall not provide the Clerk with a paper copy unless otherwise required by 
rule, statute, or court order. 

2. Other than an original paper document that is required by rule, statute, or order to be 
maintained in the court Jile, the Clerk may follow Ruic 2.525(c)(6), Florida Rules of 
Judicial Administration, with regard to the disposal of the paper document. 

3. Electronic courtesy copies shall be sent lo the judges' offices based on the pre~iding 
judge's in5tructions. 

3 



T. NON-COI\FORMTJ\G DOCUMENTS 

I. lntegri tv of Court Record: 1-'ilcrs mu.st en.sure that c-filcd document~ .ire properly 
fom1at1ed, legible, and meet applicable Portal standards. Documents must also be 
rolated in the proper orientation lo allow images to he viewed as intended. 

2. Correspondence: I .eHers will not be made parl of'the court file unless ordered by the 
judge. The Clerk may reject any correspondence that does not have a courl order or 
instructions that pennit the filing. This includes a :-Jot.ice of Filing Correspondence. 
The Clerk shall place the filing into the Portal Correction Queue and notify the filer 
that the document is not being ac1:epted for filing. After proper notice to the filer, the 
Clerk ~hall follow the 1-'lorida Supreme Court Standards l«>r Electronic Access lo the 
Cowts guidelines and pla1:e lhe filing in the Judicial Review Queue. Vilings moved 
to this queue will not he placed in the court file absent a court order. 

3. Proposed Orders/Proposed Judgments: Proposed orders and proposed judgments are 
not to he filed electronically or paper liled with the Clerk. This includes a l\otice or 
Filing Proposed Order or :--Jotice of filing Proposed Judgment. If proposed orders, 
proposed judgments or other documents intended for entry by the Court arc submitted 
through the Portal, the Clerk is directed to place the filing that contains those 
documents in the Porwl Co1Tection Queue and notify the filer that the document is not 
being accepted for liling and to refile the motion without the proposed order or 
proposed judgment. After proper notice lo the filer, the Clerk shall follow the Florida 
Supreme Court Standards for Electronic Access to the Courts guidelines and place the 
filing in the Judicial Review Queue. 

4. Wrong Jurisdiction/Invalid Case Number: The Clerk may reject documents that are 
e-filed in the \\Tong county or courthouse jurisdiction or with an invalid case number. 
The Clerk shall place the filing that contains those documents in the Portal Correction 
Queue and no(ily the filer that the document is not being accepted for Ii ling. After 
proper notice to the filer, the Clerk shall follow the Florida Supreme Court Standards 
for F.lecttonic Access to the Courts guidelines and place the Ii ling in the Judicial 
Review Queue. 

5. Corrupted Documents: Filings which arc not accepled by the Portal and/or the Clerk 
for non-compatible senings or which are unreadable will be placed in the Portal 
Correction Queue. The Clerk shall notify the filer that the document is not being 
accepted fot filing. 

6. Final Disposition Forms: Form 1.998 requires the prevailing party, or the plaintiff if 
there is no prevailing party, lo tile a Vinal Disposition Foflll at the conclusion of the 
court proceeding. Fin.ii Disposition Forms filed prior to the conclusion of the matter 
will be placed into the Portal Correction Queue and the Clerk will notify the filer that 
the document is n.ot being accepted for filing. After proper notice to lhe liler, the 
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Clerk shall follow the Florida Supreme Court Standards for Electronic Access to the 
Courts guidelines and place the filing in the Judicial Review Queue. 

7. Non-Compliant Docwncnts: Electronically filed documents which do not comply 
wilh the Florida Rules of Judicial Administration, lhe Florida Supreme Court's 
Administrative Ordel'!; or this Administrative Order and which have already not been 
addressed above, shall be placed in the Portal Correction Queue and the Cler.k will 
notify the filed that the document is not heing accepted for filing. Aller proper notice 
to the filer, the Clerk shall follow the Florida Supreme Cotirt Standards for Electronic 
Access lo the Courts guidelines and place the filing in the Judicial Review Queue. 

8. Batched Documents: A pleading or paper uploaded to the Portal shall not be 
combined with another pleading or paper to fonn one document. Each e-filed 
document must he submitted as one distinct ilem. Filings which arc not accepted by 
the Clerk as a result of multiple filings being "batched'' together as one document, 
will be placed in the Portal Correction Queue. The Clerk will notify the t.i\er that the 
filing was improperly batched. 

9. Duplicate Filings: 

a. Electronic and Paper Filim1s: If the Clerk is able to determine at the time of 
docketing that an e-filing is a duplicate of a pleading or document that was 
erroneously paper fucd, the Clerk will docker with the notion "Duplicate 
filing." 

h. Electronic Rcplaccmenl Filings: If after the Clerk notifies a filer that a filing 
was placed in the Portal Correction Queue and the filer, rather than co1Tecting 
the filing, file.s a replacement document, the original filing will be moved 
from the Portal Correction Queue lo the Judicial Queue in accordance with the 
florida Supreme Court Standards for Electronic Access to the Courts 
guidelines. 

J. SIGKATURES 

I. Except as provided above, the placement hy an attorney or parry or intere~led person 
of a "/s", "s/", or"/,;/'' or the placement of a signature on the signature line of an 
c-filcd document shall be accepted a~ the signature and shall represent to the court 
that lhe liler is in possession of the originally executed document. 

2. Signatures on verified pleadings and affida-.,,its shall be in accordance with paragraphs 
D, E and F above. 

5 



K. MULTIPLE CASES 

1. If a single document is to be filed in two or more cases, the document mu.~t be 
submitted in a separ.1te e-filing transaction for each case. If a document i~ e-filcd 
with multiple case numbers, the Clerk will only docket the pleading under tltc case 
number referenced in the Portal. 

L. COI\FIDENTIAL INFORMATION 

I. In accordance with Rule of General Practice and Judicial Administration 2.420, each 
e-liled document mllst be reviewed by the filer to determine whether the document 
contains confidential or exempt information. 

2. Ifthc document comains infonnation that is confidential or exempt, the document 
must he e-liled as a scaled document along with eitl1cr a Notice of Confidential 
Information or a Motion lo Determine Con lidemiality of Court Record in the same 
transaction. 

3. lf'the entire court Jile is maintained as confidential, the filer is not required to file an 
accompanying notice or motion. 

M. EMERGENCY MOTIONS AND DOCU.YIENTS TREATEV AS EMERGENCIES 

1. !:Ailed Emergency Motions. When an emergency motion or emerg.ency documclll is 
e-Jiled, the filer shall !lag the motion or document as an emergency by clicking on the 
emergency box in the Portal. The Clerk ~hall immediately email the emergency 
motion or emergency document to the presiding judge or duty judge's office. ll'lhe 
Clerk does not receive an electronic confirmation that the emergency filing wa:; 
received within three (3) hours or by the end of business, whichever occurs first, then 
the clerk shall personally contact the Judge's Office to verily the emergency filing 
was received. 

2. Paper Filed Emergency Motions. \\'hen !lJ1 emergency motion or emergency 
documcm is Ii led in paper with the Clerk, the Clerk shall immediately scun in the 
emergency motion or emergency document and email it to the pre~idingjudge or duty 
judge's oflice. Ifthc Clerk does notrcccive an electronic conlim1ation that the 
emergency filing was received within three (3) hours or hy the end of business, 
whichever occurs first, then the clerk .~hall personally contact the Judge's Ol'ficc to 
veri Jy the emergency filing was received. 

3. The following will be deemed and treated as an emergency and \-vill il>llow the 
procedures a$ set forth above in paragraphs I and 2: 

a. The filer electronically files the motion and flags the motion as an emergency 
in the Portal system. The title or the pleading or paper shall also include the 
word "Emergency .• , 
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b. The filer files lhe motion with the Clerk and titles the ,:notion as "Emergency 
Motion." 

c. The filer paper files or electronically files a Demand for Speedy Trial, Notice 
of Speedy Trial or Notice of Expiration of Speedy Trial. 

d. The tiler paper files or electronic.illy files a Writ of Habeas Corpu.,. 
e. The filer paper files or electronically files a Mandate returned by the Clerk of 

the District Court or Appeals or rtorida Supreme Court or the Circuit Court 
files a Mandate lo the County Court. 

f. l)omcslic Violence Injunctions 
g. Motions to Stay Issuance of Writs of Posses~ion 
h. Motion lo Cancel foorcclosurc Sale 

l\. ACCESS BY COLRI /\ND COURT S1AFF TO ill--JREVACTED FILTKGS 

L In accordance with In Re: Florida Rules of Judicial Administn1tion. 124 So.1d 819 
([,la 2013), judges and court staff shall have access to unredacted images of e-filed or 
paper filed documents. 

0. HART) COPY or COURT 1-'ILF.S 

1. The Court and Clerk agree to rnove forward cooperatively and expeditiously in 
accordance with Standard 4.1 the Florida Supreme Court Slane.lards for Electronic 
Access to the Courts. IIard copies of court files, including individual documents 
contained therein, need not be maintained or provided by the Clerk after December 
31, 2022, in all divisions except circuit criminal and county criminal. The tentative 
date f~,r discontinuation of hard copies of court files in circuit criminal and county 
criminal is June 30, 2023. 

P. ELECTROI\IC ACCESS 

I. The Clerk shall have images of filed pleadings and documents available for 
electronic viewing by the Court in Odyssey in the time period as set forth in the 
FCCC guidelines. Matters that are time sensitive must be treated as a priority. The 
Clerk shall continue to provide a direct link to the Court's Judicial Viewer, IC\.IS. 

Q. PRO IL-\C VICE 

I. Attorneys who have received a Pro Hae Vice e-liling number arc not permitted to 
appear ore-file in a case until an order oflhe Court granting appearance in the case 
has been entered. 

R lNREPRESENTED L!TlC.ANTS 
I. Unrepresented litiganLs ate not required to c-filc any pleadings, papers or documents 

through the Portal and the Clerk shall continue to accept hard copy filings frnn1 such 
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litigants, However, an unrepresented li!igant may opt into c-filing and e-service 
through the Porlal by registering at hrtn://w"vw.mvtloridacourtaccess.com 

2. Unrcprcsenled litiga.nt5 may e-lile pleadings and documents through the Ponal in all 
division~, but must comply ,vilh this Administrative Order and the rules of court 
governing e-filing. 

1. In accordance wilh Rule ofGencral Practice and Judicial Adminislralion 2.515, a 
document c-filed by an unrepresented lilig,mt must include a lypogrllphical signature 
of such person in the format of "ls","~/", or ''Isl" fNJ\MEI pr a reproduction of lhe 
litigant's signl!ture. The filer must also include his or her address, telephone number 
including the area code and emuil address. 

001\'E AND ORDER.ED at Key West, Monroe County, Florida, this 
2022. 
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