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I. OVERVIEW	

Pursuant	to	Local	Rule	203(c),each	member	of	the	bar	of	this	Court	shall	renew	his	
or	her	bar	registration	every	fourth	year	beginning	with	the	year	2010.	Bar	
membership	renewal	shall	be	completed	electronically	using	the	court’s	Case	
Management/Electronic	Case	Files	(“CM/ECF”)	system.			

These	instructions	assume	you	are	an	ECF	Filing	User	and	know	your	ECF	login	and	
password.		If	you	are	not	an	ECF	User	or	forgot	your	login	or	password	please	visit	
the	CM/ECF	Quick	Links	section	of	our	website	(www.rid.uscourts.gov)	to	obtain	
information	on	how	to	register	for	ECF	or	how	to	retrieve	your	ECF	account	
information.			

II. UPDATE	YOUR	CM/ECF	CONTACT	INFORMATION	

Members	of	the	bar	must	maintain	current	contact	information	on	file	with	the	
Clerk’s	Office.		As	part	of	the	renewal	process,	renewing	attorneys	first	must	verify	
their	contact	information	and	make	any	necessary	corrections.		

A. UPDATE	YOUR	CM/ECF	CONTACT	INFORMATION	

Go	to	the	ECF	filing	interface	at	http://ecf.rid.uscourts.gov		

	

	

	

	

We	recommend	you	use	Internet	Explorer	8.0	or	9.0	with	CM/ECF.	

Log	into	your	CM/ECF	account	using	your	District	of	Rhode	Island	CM/ECF	username	and	
password.		The	CM/ECF	login	used	must	be	that	of	the	attorney	who	is	renewing.	

	

	

	

	

	

NOTE:		You	must	use	the	CM/ECF	login	and	password	that	you	obtained	from	the	
U.S.	District	Court	of	Rhode	Island.		Please	do	not	use	your	U.S.	Bankruptcy	Court	
or	PACER	login	information.	
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Select	the	appropriate	response	to	the	third	question	and	click	Next.		Answer	NO	if	you	are	
not	an	attorney	employed	on	a	full‐time	basis	by	the	United	States	and/or	the	State	of	
Rhode	Island.		If	you	answer	Yes	and	you	are	an	employee	of	the	United	States	or	State	of	
Rhode	Island,	your	fee	will	be	waived.	

	

Select	the	appropriate	response	to	the	fourth	question	and	click	Next.		If	you	answer	no,		continue	
with	the	event.	

	

If	you	answer	yes,	you	will	need	to	connect	an	explanation	in	PDF	format	as	the	main	document.		
Browse	you	file	manager	and	connect	the	PDF	document,	then	click	Next.		Please	note	all	
submissions	are	confidential.	
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If	you	are	not	waived	from	filing	a	renewal	fee,	you	will	be	prompted	to	enter	the	Pay.gov	system	
for	collection	of	the	renewal	fee.		Renewal	requests	submitted	after	June	30,	2014	are	subject	to	a	
$40.00	late	fee.		Click	Next	to	enter	the	Pay.gov	system.	

	

Enter	your	credit	card	information	and	complete	the	internet	payment	transaction.	
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Although	this	screen	directs	you	to	modify	as	appropriate,	the	system	will	not	allow	you	to	modify	
this	text.		Read	through	the	docket	text	carefully	and	if	any	information	is	incorrect,	contact	the	
Clerk’s	Office	at	401‐752‐7223.		To	continue	click	Next.	

	

You	have	reached	the	final	preview	page.		Click	Next.	
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You	will	receive	a	Notice	of	Electronic	Filing	(NEF)	once	you	have	completed	the	renewal	process.	

	

	

	

Renewal Notification 

After	submitting	your	renewal	application,	the	Clerk’s	Office	will	review	and	process	your	renewal.		
You	will	receive	an	email	notification	once	your	renewal	has	been	approved.		Please	allow	up	to	one	
week	to	receive	this	notification.	

From	time	to	time,	the	Court	may	need	additional	information	to	process	your	renewal	application.		
If	you	are	contacted	by	someone	in	the	Clerk’s	Office,	please	provide	the	additional	information	as	
soon	as	possible	to	avoid	further	delay	with	your	submission.	

	


