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FILING INSTRUCTIONS CRIMINAL MOTION TO SEAL  

 

From the Criminal Events menu select Motions to Seal. 
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Enter the case number, then click the Find this Case button. 

 

 

Place a check in the box next to the case file or as to defendant.  Click next to 
continue. 

 

 

 



3 
 

Click next to continue. 

 

Click on the filer from the party pick list. 
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From the available events, select the motion to seal.  Once it is in the selected 
events text box click next to continue. 

 

 

Attach your motion to seal as the main document and the document that you 
are requesting to be sealed as the attachment.  Enter the title of the proposed 
seal document in the description textbox.  Click next to continue. 

 

 

 



5 
 

Because this entry’s docket text and document are sealed, nothing will appear 
on the public docket sheet.  You must serve opposing counsel conventionally.  
Also, keep in mind that this entry must not be used for ex-parte motions.  Click 
next to continue. 

 

The response deadline is automatically calculated.  Click next to continue. 
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Enter the text With Supporting Memo in the available text box.  Click next to 
continue. 

 

Enter the title of the document that you are requesting to be sealed in the 
available text box.  Click next to continue. 
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You are at the final preview page.  Review the entry and click next to continue. 

 

Your NEF appears.  The document has been filed.  No notice is sent for this 
entry because it has been filed under seal.   

 


