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Pro Hac Vice Admissions 
 

 

Pro Hac Vice Admissions and E-File Registration 
Civil Local Rule 83 and Criminal Local Rule 1B govern bar and pro hac vice admissions. 
 
To petition for Pro Hac Vice appearance in a specific case, complete the steps below:  
 
Step One: Request Pro Hac Vice E-File Registration 

You must first complete the Petition for PHV Admission Form to attach to your 
submission in PACER.  All sections must be filled out, including the signature of local 
counsel who is an active member in our District, and you must attach a Certificate of 
Good Standing from at least one Federal District in which you are currently a member. 

The Pro Hac Vice and E-File Registration is submitted through PACER. Go to the 
PACER website to submit your Pro Hac Vice Registration. Click here for detailed 
instructions. 
 
PLEASE NOTE: If you have previously been admitted PHV and already have 
efiling access to the Southern District of Georgia, you DO NOT NEED TO REDO 
THIS STEP.  Go straight to step 2.  
 

1. Go to the PACER website at www.pacer.uscourts.gov. Hover over Manage 
Your Account and select Manage My Account Login to login. If you do not 
have a PACER account, Register for an attorney filer account. 

2. Once you are logged in to PACER, click the Maintenance tab and 
select “Manage Your Account” then “Attorney Admissions / 
Efile Registration” 

https://www.gasd.uscourts.gov/sites/gasd/files/PROVICE2.pdf
https://pacer.uscourts.gov/
http://www.pacer.uscourts.gov/
https://pacer.uscourts.gov/register-account
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3. Select Court Type of “U.S. District Courts” and Court “Georgia Southern 

District Court” from the drop-down menus and select Next. If Georgia 
Southern District is not listed, then you are already an e-filer or you currently 
have a request pending. 

4. Choose “Pro Hac Vice” 

 
5. Confirm all of your information is correct.  Make sure to insert other federal court name 

and state bar information. 

 
 

6. Submit. 
7. The Court MUST approve your e-file request prior to you having access to file.  Upon 

approval, you will receive an email confirming you are eligible to file your PHV Motion 
and can proceed to Step Two. 
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Step Two: File Pro Hac Vice Motion 
 

In GASD CM/ECF: 
 

1) Go to Civil (or Criminal, if applicable)  > Motions and Related Filings > Motions > 
Appear Pro Hac Vice.  Upload your completed PHV Petition as the main document.    
 

2) Upload your Certificate of Good Standing as an attachment.  Choose “Exhibit” from 
the “Category” dropdown menu.   

 
3) Make sure that you have chosen the party you will be representing and marked 

yourself as “lead attorney” to ensure you get proper NEF notifications. 
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4) You must mark “N” for the question on this screen, unless you are a federal 

government attorney or otherwise exempt from paying the fee: 
 

 
 

5) You will be required to pay the $200 PHV fee at the time of this filing.  Make sure that 
the fee goes through and you click “Next” on the final screen.  Your motion is not filed 
until you see the final NEF screen indicating the filing has been completed. 

 

 
 

 
 

 
 

6) When the motion is granted, you may begin to e-file in the case.  Please note that your 
local counsel MUST enter appearance in the case within 5 days of the motion being 
granted (if they have not formerly appeared). 
 
a. If your motion is denied, the Clerk will remove your account from the case.  If you 

should choose to refile, follow the above steps. 
 


	Pro Hac Vice Admissions and E-File Registration
	In GASD CM/ECF:


