RETAINER AND CLOSING (R&C) E-FILE

Effective June 8, 2020, amendments to the Appellate Division, 1st
and 2nd Departments Retainer and Closing rules (22 NYCRR 603.25
& 691.20) will require the electronic filing of R&C Statements with
the Office of Court Administration (OCA).

A new OCA R&C E-filing system is scheduled for release on June 8,
2020 to permit attorneys with Online Services Accounts to securely
file individual R&C forms. The system will assign an OCA Statement
number and provide proof of filing. Access to the system can be
found here: https://iapps.courts.state.ny.us/aronline/Signin
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RETAINER AND CLOSING (R&C) E-FILE

The new Online Services R&C E-filing system has been designed
to replace the practice of mailing forms to OCA and the return of
paper postcard receipts from OCA. The process simply requires
attorneys to upload either a completed and signed Retainer or
Closing Statement. The OCA E-filing system will return proof of
filing with an imprinted OCA Statement filing number.

The system includes simple instructions and FAQs for commonly
asked questions.

Atforney Online Services - Refainer & Closing Statement Filing

Home uy
Retainer & Closing w#rry Sign In or Create an Account

Account

o Welcome to Retainer & Closing Statement Filing!

Sign in This website is 3 service of the NYS Unified Court System that provides NYS
attomeys the ability to electronically file Ratainer & Closing Statements with the
Office of Court Admanistrabion (OCA),

FAQ Statements are filed in accordance with the Rules of the Appellate Division, First
and Second Departments.

Contact Us

v \When are Retainer Statements required?
= a—

Retainer Statements are required from attomeys in "...any action or claim for
damages for personal Injuries or for property damages or for death or loss of
services resulting from personal infuries, or in connection with any claim in
condemnation or change of grade proceedings... whereby [their] compensation is
to be dependent or contingent in whole or In part upon the successful prosecution
or settiement thereof [...] within 30 days from the date of any such retainer or
agreement...”

v When gre Closing Statements requirad?
Closing Statements are required "...in connection with every claim, action or
proceeding in which a retainer statement is required... upon receiving, retaining or
sharing any sum in connection with a claim, action o¢ proceeding subject to this
section... within 15 days after such recelpt, retention or sharing...” "Where there
has been & disposition of any claim, action or proceeding, or 3 retainer agreement
Is terminated, without recovery, @ closing statement showing such fact shall be
signed personally by the attorney and filed within 30 days after such disposition
or termination,

Please follow the instructions to sign in.

For more Information on the rules, or technical requirements, please see our FAQ.
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RETAINER AND CLOSING (R&C) E-FILE

The new Online Services R&C E-filing system permits attorneys to
upload an individual Retainer or Closing Statement for each client
using their Online Services account. In addition, the system will
provide screens to view previously E-filed R&C statements.

Electronic upload files containing R&C statements may also include
any required attachments. However, the statement MUST be the
first page(s) of all upload files.

The system requires an individual Retainer statement from each

attorney, however, either counsel may E-file a joint Closing
Statement, as permitted by rule, at the conclusion of the matter.

Attorney Online Services - Retainer & Closing Statement Filing

You are logged n as E=Y ), ST (. (Attomey Registration Number: 20717 71) sign out

:°t'“ve e Home: Welcome, Si&IpA!
sl izl Q Account Email Confirmed: rildtmtillar @ nggoamts. g - Edit | Help
Retainer and Closing Statements must be uploaded separately, and an
Upload Retainer OCA Statement Number will be assigned to each upload.
Retainer History
3 Retainer Statements Closing Statements

Closings

Joint Statements NOT Permitted * Joint Statements Permitted =~

Upload Closing

- . D . 9
FAQ

Contadt Us Upload Retainer Retainer History Upload Closing Closing History
E-File Traning Upload an individual View the history of all Upload an individual View the history of all
—_— retainer statement for the retainer statements closing statement for the closing statements
each client retained, uploaded with your each retainer being uploaded with your

together with any Attorney Online closed, together with Attorney Online
attachments. Services account. any attachments. Services account.
- Joint Retainer Statements are not permitted by the rules. If in a co-counsel relationship on a contingent fee basis,

the rules require trial or appeal counsel to report on their Retainer Statement the “...particulars as to the fee
arrangement, the type of services to be rendered in the matter, the code number assigned to the statement of
retainer filed by the retaining sttorney and the date when said statement of retainer was filed.”

*%  Joint Closing Statements are permitted under the rules. Only a single attorney needs to upload the joint Closing
Statement. After that counsel files the joint Closing Statement, they can share the OCA Closing Statement filing
receipt with co-counsel as proof of filing.



RETAINER AND CLOSING (R&C) E-FILE

Retainer Upload - STEP 1 - Drop the correct statement file you wish to
upload saved on your computer, or click to Browse to find and select
the file.

Your statement and any attachments must be saved in a single file for
uploading. Your signed Retainer must begin on Page 1 of the file,
followed by any attachments.

Acceptable file types are .pdf, .jpg, .png, and .tiff.

STEP 2 - To proceed with the E-filing, press Next.

Retainer Statement Filing: Upload

© Help | E-Fils Training Manua * Required
Filing a Retainer Statement:

File one (1) Retainer Statement per client; joint Retainer Statements are not
permitted

Your Retainer Statement must be one (1) complete file, with your signed
statement as the first page. Include any necessary attachments (orders, nuc pro
tunc affidavit/affirmation, affidavits/affirmations, etc.) as additional pages after
your statement

For help on merging/combining files, see our FAQ

o Before uploading any Retainer Statement ensure that the form is

complete and signed. Statements require the following:

o Date of agreement as 10 retainer

e Terms of compensation
o A percentage not exceeding 33% of the sum recovered (Schedule B)
o Appellate Division Rule Sliding Scale (Schedule A)
« Medical Malpractice Sliding Scale (NY Jud L §474-A)
o Dther

o Client Name and Address

o If engaged by an attorney, name and address of retaining attorney, and
his/her OCA retainer number

o If daim for Personal Injuries, Wrongful Death or Property Damage, date and
place of occurrence

o If Condemnation or Change of Grade Proceedings: Title and Description/date
proceeding Commenced and Number or other Designations of the Parcels
Affected

Browse & Upload Retainer Statement

You may only upload one (1) file, attachments included *

Accepted file types: POF. JPG, PNG, TIF

Q & Drop file here or Click to browse

Cancel Next O




RETAINER AND CLOSING (R&C) E-FILE

Retainer Affirmation - STEP 1 - Type the Client’s Name and verify
that the statement is complete & correct.

STEPS 2 & 3 — Click Yes to affirm & click Submit to complete the E-
filing. If incorrect, click Previous to select a new statement to
upload.
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RETAINER AND CLOSING (R&C) E-FILE

Retainer E-Filing Complete — after a successful upload, a
confirmation screen will verify the filing with the OCA
Statement number.

The page will also include the name of the client and the email
address where a receipt was sent.

A link is also provided to Download the E-filed statement if
required.

User may proceed to Upload Another Retainer, Return Home
to file a Closing Statement or Sign Out.

Aftorney Online Services - Retainer & Closing Statement Filing

You are logged ;mn as BEN, & | || |. (Attomey Registration Numbes: 207111 )  sSgn.oul

o— Retainer Statement Filing: Filing Complete
Retainer & Closing b@g-—~—‘----- — L

Thank you for electronically filing your Retainer Statement with the Office of

Court Administration, If any fields are noted to be missing when the form s
Upload Retainer reviewed, you will be notified to file an amended statement to make any
corrections.

Retaner History

o G

Upload Cl An emad confirming the filing of this Retainer Statement, # 30000083 for Ahl
pload Closing - B, has been sent to rEBFS10NE . You may also download a copy of

the fled Retainer Statement via the download button below or by visiting the
Closang Mstory Retainer History page.

_ - < Download Retainer Statement
FAQ

If you have any questions regarding the filing process, please contact us
Contact Us

H Return Home Upload Another Retamer




RETAINER AND CLOSING (R&C) E-FILE

Retainer Statement Confirmation Email — An email confirming each
successful upload will be sent to the attorney’s account email on file.

The email will contain the OCA Retainer Number assigned, the name
of the client, and a link to return to the system to view the E-filed
statement.

- Subject: OCA Retainer Statement Filing #30000083 - Client Astsgl Rediy
From: "No Reply” <noreply@unycourts.gov=>
Date: Mon, May 18, 2020 9:10 am
To: "83dipgpes” <cactaligms=@ agupormgan-
Priority: Normal
Options: View Full Header | View Printable Version | Download this us a file | Hide Unsafe Images

Attorney Online Services - Refainer & Closing Statement Filing

Retainer Statement Successfully Filed!

Name: BHERNHY. BEN
Attorney Registration Number: 200888 %

' Thank you for electronically filing Retainer Statement Number 30000083 for Client Apgud Rl
View a copy of the filing to confirm the OCA statement number,
If any fields are noted to be missing after this form Is reviewed, you will be notified to file an amended statement.
The Retainer & Closing Statement Filing website allows you to view the complete history of all your retainer and closing
statement uploads. Sign in with your Attorney Online Services account to view your history.

Proceed 1o Retainer & Closing Statement Filing

ATTY Websites

Retainer Statement Number — All E-filed Retainer Statements wiill
include the OCA Statement number, filing date, client name, and page
count.

# OCR Statement $20000083 Uploaded: 05-12-2020 Client: AfNEql RPN (Page 3 of 1)

RETAINER STATEMENT

To: OFFICE OF COURT ADMINISTRATION
Retainer and Closing Statement
Post Office Box 2016
Church Street Station
New York, New York 10008



RETAINER AND CLOSING (R&C) E-FILE

Closing Upload - STEP 1 - Drop the correct statement file you wish to
upload saved on your computer, or click to Browse to find and select
the file.

Your statement and any attachments must be saved in a single file for
uploading. Your signed Closing must begin on Page 1 of the file,
followed by any attachments.

Acceptable file types are .pdf, .jpg, .png, and .tiff.

STEP 2 - To proceed with the E-filing, press Upload and then Next.

Closing Statement Filing: Upload

© Help | E-File Training Manyal * Raquired

Filing a Closing Statement:

File one {1) Closing Statement per client; joint Closing Statements are
permitted

Your Closing Statement must be one (1) complete file, with your signed
statement as the first page. Include any necessary attachments (itemized
statements of payment, orders, nuc pro tunc affidavit/affirmation, etc.) as
additional pages after your statement,

For help on merging/combining files, see our FAQ.

o Before uploading any Closing Statement ensure that the form is
complete and signed. Statements require the following:

+ Code number appearing on Attorney's receipt for filing of retainer statement.
(If filing 3 joint dosing statement, must also Include co-counsel's retainer
statement number)

o Client Name and Address

o Plaintiff(s) Name(s)

» Defendant(s) Name(s)

* Was action commenced? Date, Court and County

* Was action disposed in Open Court?

« If not, and a request for judicial intervention was filed. state the
date the stipulation or statement of discontinuance was filed with the clerk
of the part to which the action was assigned

« [f not, and an index number was assigned but no request for
judicial intervention was filed, state the date the stipulation or

ctatamant nf dicrantinianca wae filad with tha rlark of tha nart #n whick

You may only upload one (1) file, attachments included *

Accepted file types; PDF, 190G, PNG, TIF

O X Drop file here or Click to browse

Cancsl Next O




RETAINER AND CLOSING (R&C) E-FILE

Closing Affirmation - STEP 1 - Type the Retainer Number & Client’s
Name and verify that the statement is complete & correct. (If a joint
closing statement, include co-counsel’s Retainer Number as well.)

STEPS 2 & 3 — Click Yes to affirm & click Submit to complete the E-
filing. If incorrect, click Previous to select a new statement to
upload‘ — '.A.:'t'o"r':'.c'}?"(.1'5'!'?6& S'Er'v'i'& -Retajner & Closing Statement Filing
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RETAINER AND CLOSING (R&C) E-FILE

Closing E-Filing Complete — after a successful upload, a
confirmation screen will verify the filing with the OCA
Statement number.

The page will also include the name of the client and the email
address where a receipt was sent.

A link is also provided to Download the E-filed statement if
required.

User may proceed to Upload Another Closing, Return Home to

file a Retainer Statement or Sign Out.

Altorney Online Services - Retainer & Closing Statement Filing

‘ou are logped in a3 BEN, S -F L | . (Attorney Registration Number: 207 '7 |3)  glan o

ez _ Closing Statement Filing: Filing Complete
Retaner & Closing © Helo

—_
m Thank you for electronically fling your Closing Statement with the Office of Court

Administration, If any fields are noted to be missing when the form is reviewed,
you will be notified to e an amended statement [0 make any corrections.

Upload Retamer

Retauner History )
@ OCA Filing Receipt

m An emai confirming the filing of thes Closing Statemant, # 30000084 for R‘m

has been sent to i You may also download 3
prawEm—— e Lo NI g

copy af lhe filed Closing St “c'ncr»( via the download butten below ar by visiing
the Closing History page
Closing Hstory

_ - £ pownload Closing Statement

If you have any quesbans regarding the fling process, please contact us

Contact Us
ﬂ Raturn Homa Upload Another Closing




RETAINER AND CLOSING (R&C) E-FILE

Closing Statement Confirmation Email — An email confirming each
successful upload will be sent to the attorney’s account email on file.

The email will contain the OCA Closing Number assigned, the name
of the client, and a link to return to the system to view the E-filed
statement. If a joint Closing Statement, you may wish to send a copy
of the email or E-filed statement to co-counsel as proof of filing.

- Subject: OCA Closing Statement Filing #30000084 - Client Regittd Higpsn
From: "No Reply” <noreply@nycourts.gov>
Date: Mon, May 18, 2020 9:21 am
To: "INERIES" “IW M CINNIIEN
Priority: Normal
Options: Viow Full Hepder| View Printable Version | Download this 25 a file | Hide Unsafe Images

Attorney Online Services - Retainer & Closing Statement Filing

Closing Statement Successfully Filed!

Name: SYFEIA HEPEN
Attornay Registration Number: 20 2089

l Thank you for electronically filing Closing Statement Number 30000084 for Client Rg848 Hj..t

View a copy of the filing to confirm the QCA statement number.

It any fields are noted to be missing after this form is reviewed, you will be notified to file an amended statement.

The Retainer & Closing Statement Filing website allows you to view the complete history of all your retainer and cosing
staternent uploads. Sign in with your Attorney Online Services account to view your history,

Proceed to Retainer & Closing Statement Flling

Closing Statement Number — All E-filed Closing Statements will include
the OCA Statement number, filing date, client name, and page count.

# OCA Statessat 30000024 Dplossed: 03-12-3020 Ciient: Rdfgy 2§ 150 ¢ of 2

]

} For Ofice Use

CLOSING STATEMENT



RETAINER AND CLOSING (R&C) E-FILE

Retainer and Closing History —
The new Online Services R&C E-filing system also provides an
inventory of previously E-filed R&C statements.

This feature will permit users to view a list of prior R&C E-filings
and retrieve copies of those filings.

Aftforney Online Services - Retainer & Closing Statement Filing

You are logged o a5 BEN, ! 1 4 . (Attomey Ragstrabon Number: 207 | ) sgo ol

P Home: Welcome, SHEILA!
D& Coeng @ Account Email Confirmed: LG TERE 11 3 17 R I Eeas

Retainer and Closing Statements must be uploaded separately, and an
OCA Statement Number will be assigned to each upload.

Retainer Statements Closing Statements

Jont Statements NOT Porinitted Joint Statements Purmitied ==

Upload an individual View the hestory of ab Upioad an mdividus| View the history of
retarer staternent for the retamer statements dosing stetement for the cosing statemenrty
each chertt retained, upioaded with your each ratamer being uplcaded with your
together with any Attorney Onlne dosed, together weh Attorney Onkne
stachmenrts Services sccount any sttachments, Servioes sccount

- Jore Retaner Statements arg 0ot permiied by the rules. If in & co-counsel relatonship on a contingant fee basis,

the rules require trial or appeal counsel to report on their Retainer Statement the “., particulers &5 o the fas
arrangamant, the type of services 10 be randered in the malter, the code number assigned 1 the stinement of

ratamer Alad by the refaining attomey and the date when said statement of retainar was Ved. ™

=%  Jort Casing Statemeants are oarmitted under the rules. Oniy a single attorney needs to upload the joint Closing
Statement. After that counsel files the joint Closng Statement, they can share the OCA Closing Statement fling
racaipt mith cocounasl as precf of Nlng.

Retainer and Closing E-file — questions to: R-C@nycourts.gov
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RETAINER AND CLOSING (R&C) E-FILE

Retainer and Closing History -

Lists of prior R&C E-filings include the Filing Date, Client Name,
OCA Statement Number, and a link to Download a copy of the
filing.

Atforney Online Services - Retainer & Closing Statement Filing

You are logged in 25 BEN St)1:1 A (Attomey Registrabion Number: 21 2 1) Sgn out

Retainer Statement Filing: History

Retainar &

© rerr st onson

You can only view the retainer statements that have been uploaded using your
Upload Retainer Attorney Onfine Servces account,

If you would like to obtain a copy of any statemants praviously filed wia paper,
Retaner History
please contact OCA for addbonal assistance.

W Date ~ Client 3 Statement Number
Upload Clo: 05/18/2020 Al RO 30000083 Downdoad

Closing History 05/11/2020 RV MMty 20000051 Downioad
_ 05/11/2020 T oo 30000050 Downioad
05/11/2020 cH 3448 30000048 Download

FAQ 05/11/2020 SRS 30000047 Downfoad
Contact Us 05/11/2020 ch: Bl 30000046 Downéoad
EEeessssssss— | 05/11/2020 i = ¥ [ 30000045 Download
05/11/2020 oy CN 30000044 Rownioad

05/11/2020 Lagy Py 30000040 Dovnioad

05/11/2020 Jerggy ShENe 30000039 Downioad

05/11/2020 e Ml . 30000038 Downioad

05/07/2020 ng Jligeg: 30000036 Download

05/06/2020 Ayl TRl 30000035 Rawnizad

05/06/2020 Sappt SNl 30000034 Qownioad

Afforncy online Ser 5 - Relainer & Closing statement FIling
You are logged m az BE? , ¥ £1 € (Attorney Regmtrabion Number: 20147 5) pon out
fiome Closing Statement Filing: History
Retamner & Cl P ——————T T

m o Closing Statement Uploads Only

You can anly view the closing statements that have been uploaded using your
Upload Retamner Attorney Online Services account,

If you would ke to obtain 3 copy of any statements previously filed wa paper,

Retainer Histo
s d please contact OCA for addibional assistance.

Date « Client & Statement Number
UploaG.clo 05/18/2020 Ry Hapgeh 30000084 Downlgad
Closing History 05/12/2020 Jagdp SAM 30000057 Download
05/11/2020 K 59 30000053 Downioad

05/11/2020 Sam MAESE 30000052 Downigad
FAQ 05/11/2020 Lawiie TPr 30000049 Download
Cantact Us 05/11/2020 Karkdb MOGER= 30000043 wil
EEEEEESss— 05/11/2020 Chos 3 30000042 Download

05/11/2020 D3 g 30000041 wnio

05/07/2020 T I d 30000037 2OWIRDS




