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Documents submitted for signature by a court official 

The general rule for eFiling is that proposed orders must be submitted in Word editable format (.docx) so the 
court has the ability to edit the proposed order before signing. Proposed orders that are submitted in Word 
format must omit the signature block for the court official.  

However, there are many documents where court officials rarely make a change to the proposed order. 
Common examples include: 

> stipulation and order 
> motion and order appointing counsel 
> motion and order for dismissal 
> bench warrant 

If an eFiler anticipates that the court is not likely to edit the order, based on experience, the eFiler may 
submit the order in PDF format. The eFiling system now has a PDF signature available for court officials to 
sign these documents. This makes it possible to submit the motion and order as a single document, or to 
gather signatures on a stipulation and have the judge sign it. PDF documents must include a standard 
signature block that can be downloaded from the eFiling website. 

When proposed orders are received by the clerk’s office, they are routed to the judge or court commissioner 
for signature. Sometimes motions are subject to a 5-day hold for objections under local practice. Currently 
only Word orders are placed in the queue for a 5-day hold, but this feature will be added for PDF documents 
in an upcoming release. 

If an eFiler files a confidential document that requires a court official signature, all eNotice parties on the 
case will receive notification about the document, but only the filer's notification will include a link to view 
the document. Likewise, on the My Cases screen of the eFiling website, only the filer will have access to the 
document that is awaiting the court official signature. After the court official signs the document and it is 
returned to the clerk to be added to the case, the clerk will set access to the document for the other parties.  

For offices and agencies that do not already have Word, there are commercial PDF converter tools available. 
The tool from Adobe costs $24 per user year. 

Other document specifications also apply to proposed orders, whether in Word or PDF. For more detail on 
technical requirements, see the Technical requirements page on the eFiling website. 

https://www.wicourts.gov/ecourts/efilecircuit/docs/ccofficialsig.docx
https://www.wicourts.gov/ecourts/efilecircuit/tech.htm

