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NOTIFICATIONS BY HEADS OF DEPARTMENTS, ETC.

JUDICIAL NOTIFICATIONS
MADRAS HIGH COURT E-FILING RULES, 2020.
(R.0.C.N0.36712-A/2020/CompO)
No. SRO C-22/2020.

Preamble:

Whereas it is necessary and expedient to enable and regulate the filing procedure in Courts and Tribunals through
online electronic filing; and

In exercise of powers under Articles 225 and 227(2)(b) of the Constitution of India, Section 122 of the Code of Civil
Procedure, 1908, Section 477(1)(d) of the Code of Criminal Procedure, 1973, Clauses 37 and 38 of the Letters Patent
and all other powers enabling and with the approval of the Governments of Tamil Nadu and Puducherry, the High Court
of Judicature at Madras makes the following Rules:

1. Short Title, Applicability and Commencement:
1.1. These Rules shall be called Madras High Court e-Filing Rules, 2020.

1.2. These Rules shall apply to Madras High Court and to all Courts/Tribunals (except Tribunals established by Acts of
Parliament) situate within the territories of the State of Tamil Nadu and the Union Territory of Puducherry under the supervisory
jurisdiction of the Madras High Court.

1.3. These Rules shall apply to on-line e-filing and e-filing through Designated Counters and facilities provided for e-filing,
including e-Service Centres.

1.4. These rules shall apply to such categories of cases as would be notified by the Chief Justice of the High Court
from time to time.

1.5. These Rules shall come into effect on such date as the High Court of Judicature at Madras may appoint by
notifications in the Tamil Nadu and Puducherry Government Gazettes.

2. Definitions

2.1. Action: includes all proceedings instituted in the Court such as suits, criminal complaints, writ petitions, execution
petitions, arbitration applications, probate cases, contempt petitions, including interlocutory applications, appeals, review and
revisions arising thereof, by whatever name called;

but does not include actions to be presented into Court in person like private complaint under section 200 of the Criminal
Procedure Code, 1973, indigent suit under Order XXXIII of Code of Civil Procedure, 1908 or any other action which is required
to be presented in person under the applicable law.

2.2. Administrator: means the Registrar (IT) or an officer appointed / nominated by the Chief Justice of High Court and
includes an officer appointed / nominated by the Principal District Judge / Chairman or President of Tribunals, as the case
may be, for administering and dealing with matters connected with or relating to e-filing.

2.3. Designated Counters: means and includes those counters as mentioned in Appendix-I.

2.4. Electronic Filing (e-filing): means e-filing as prescribed through the Internet (at the web portal of the Court) or through
the internet/intranet at Designated Counters, unless the context requires otherwise.

2.5. Objections: means and includes deficiencies and errors pointed out by the Registry in relation to the Actions instituted
in the Court.

2.6. Original Party: means any person or entity who initiates an action, by whatever name called / described.
2.7. Opposite Party: means any person or entity who is adversary to an action, by whatever name called / described.

2.8. Physical Filing: means Actions and pleadings filed as hard copies at the Registry of the Court or the Tribunal as
the case may be.

2.9. Pleadings: means statements filed in support or defence of an Action as provided under applicable law.
2.10. PDF: means an electronic document filed in a Portable Document Format.

2.11. PDF/A: means an 1SO-standardized version of the Portable Document Format (PDF) specialized for the digital
preservation of electronic documents.
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2.12. Practice Directions: means directions issued by the Chief Justice from time to time for effective and efficient filing
of proceedings in Court by e-Filing.

2.13. Registered user: means an Advocate or a party in person who is registered in the e-Filing portal by complying
with the required registration procedure.

2.14. Registry: means the Registry of the Court / Tribunal.

2.15. Technical failure: means a failure of the court's hardware, software, and/or telecommunications facility which results
in the impossibility of submitting a file electronically. Technical failure does not include malfunctioning of the equipment of the
person submitting an e-file for initiating an action.

2.16. Third Party: means any person or entity seeking to become a party or to intervene in an action, by whatever
name called / described.

2.17. Working Day: means and includes a day when the Registry of the Court functions.
3. General Instructions
3.1. On-line e-filing shall be made through designated web portals of the respective courts.

3.2. Except as provided in these Rules, Actions, whether fresh, pending or disposed shall be filed electronically by a
registered user from their home, office or other remote location in the manner provided in these Rules.

3.3. Any person who is unable to access the e-filing portal would be entitled to make use of the facilities provided at
the Designated Counters for that purpose upon payment of charges as prescribed and notified by the High Court.

3.4. The size of the e-file should not exceed 20 MB. However, if the file exceeds 20 MB, it can be split up and uploaded
separately.

4. Registration

4.1. Every Advocate or Party in Person who intends to make e-filing shall register on the e-filing portal of Hon'ble
E-Committee of Supreme Court of India. The Registered User's login ID/username, password, and profile will constitute the
Registered User’s electronic identity and user account for the purpose of e-filing.

4.2. Registration of an Advocate or litigant in person as a Registered User shall be as per the procedure prescribed in
the practice directions.

4.3. Litigants in person shall submit an affidavit/undertaking that they have not engaged an Advocate in the Action in
the format provided in Appendix VII.

4.4. Responsibilities of Registered User:-

(a) It will be the responsibility of the registered user to have a valid and working email address to receive notification
from e-filing portal electronically. It will not be the responsibility of Court to ascertain whether a registered user is receiving
notifications from the e-filing system via email or not.

(b) If the registered user’'s email address, phone number, or other information provided on e-filing portal has
changed, the registered user must promptly make the necessary changes to his or her profile.

(c) A registered user shall be liable for:
(i) any conduct undertaken using his / her user ID;
(i) the conduct of any person to whom access is provided by him/her by sharing his/her user ID and password;

(iii) any inappropriate conduct may result in suspension of the account or other proceedings as may be initiated
under the Law for the time being for contempt of court, or commission of an offence under relevant laws in force at the time
of the inappropriate conduct. It shall be presumed that the document(s) has(ve) been filed by the person using the user id;

(d) It shall be the responsibility of the registered user to maintain the secrecy of his / her user id and password.
If a registered user believes that the security of his or her electronic identity has been compromised or that a threat to the
system exists, the registered user must intimate the Registry of Madras High Court.

4.5. A litigant in person who subsequently engages an Advocate, or a litigant who subsequently changes the Advocate,
or a litigant who subsequently chooses to appear as party in person, on being permitted by the Court concerned, wherever
required, shall make an application before the Administrator for transferring the data in respect of their Action suitably.

4.6. Once the Administrator receivesthe application, the data in the Action shall be transferred in the user account of the
subsequent Advocate / litigant in person, as the case may be. Thereafter, the previous advocate or the litigant in person, as
the case may be, shall not be permitted to modify the data of the subject Action.
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4.7. A login ID will be allotted on the next working day if the application is found complete in all respects. The procedure
for registration is set out in Appendix-II.

5. Frame of Pleadings

The format and frame of pleadings presented through online shall comply with the Applicable Laws and the Practice
Directions.

6. Digital Signatures
6.1. The PDF document shall be digitally signed either by the parties and/or by their Advocate.
6.2 The digital signatures shall be appended on such places on the PDF document as prescribed under the extant rules.

6.3 If neither the litigant nor the advocate who has been engaged possess a digital signature, a print out of the Action
shall be physically signed by the party concerned and/or their advocate in accordance with rules and it shall thereafter be
scanned and uploaded.

6.4. A List of recognized Digital Signature Providers and the procedure involved in appending single or multiple signatures
is set out in Appendix — IV.

6.5. A litigant in person or advocate who does not possess a digital signature issued by the competent authority can
authenticate e-filed documents by e-Sign based on Aadhaar authentication.

7. Payment of Court Fees/Other Charges

Court fee and other charges can be paid electronically either by purchase on the on-line facility provided by the authorised
agency or from the Designated Counters provided for the purpose in the High Court and District Courts or from any authorized
court fee vendor. The Transaction ID provided upon payment of court fee and other charges is required to be entered in the
appropriate field at the time of on-line e-filing.

8. Retention of signed pleadings and original documents.

8.1. The original(s) of the signed vakalatnama, notarized/attested affidavit and pleadings or any other document presented
in an action at the time of e-filing through online shall be filed in the Registry of the court concerned as and when directed
by the Registry.

8.2. In all cases, unless exempted, the originals of the documents relied as evidence that are scanned and digitally
signed by the Advocate or the litigant in person, as the case may be, presented at the time of e-filing, should be filed in the
Registry at the earliest point of time, preferably before the commencement of trial or hearing.

8.3. The Registry shall ensure the originals of the signed pleadings / documents involved in an action are received for
its safe custody. Any destruction of the records so received and preserved shall be only in accordance with the applicable
rules for destruction.

9. Access to the Electronic Data of the Action

Access shall be available to a registered user free of cost on due permission to accessdata e-filed by any of the parties
to the specific Action, as is presently being provided in pending Actions. This facility shall be in addition to the procedure of
obtaining certified copies on payment of appropriate / prescribed charges.

10. Exemption from e-filing

In any Action, exemption from on-line e-filing of the entire pleading or a part of the pleadings and/or documents may be
permitted by the court concerned upon an application being made for that purpose in the following circumstances:

i)  where on-line e-filing is not feasible for reasons set out in the application; or
i) where there are concerns about confidentiality and protection of privacy; or
iii) where the document cannot be scanned or filed electronically because of its size, shape or condition; or
iv) where the on-line e-filing portal is either inaccessible or not available for some reason; and/or
v) for any other just and sufficient cause.
11. Service of Electronic Documents

In addition to the prescribed modes of service, notices, documents, pleadings that are filed electronically may also be
served through the designated e-mail IDs of Registry officials to the e-mail address of the advocates or parties, if available.
E-mail IDs of Registry officials will be published on the Court website to enable the recipients to verify the source of the e-mail.
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12. Computation of Time

12.1. Wherever limitation/time limits apply, it will be the responsibility of the party concerned to ensure that the filing is
carried out well before the cut-off date and time. The date of e-filing will be taken as that date when the Action is electronically
received in the Registry within the prescribed time on any working day. For computing the time at which e-filing is made,
Indian Standard Time (1ST) as in the Registry Portal will apply.

12.2. E-filing through Designated Counters will be permissible up to 16.00 hours on any court working day. On-line e-filing
carried out after midnight, i.e. 24.00 hours of the day, will be treated as the date which follows the actual filing date provided
it is a court working day. Actions filed on a day declared as gazetted holiday or on a day when the court is closed, will be
regarded as having been filed on the next working day. For the computation of limitation, on-line e-filing shall be subject to
the same legal regime as applicable to physical filing, save and except as provided herein above.

12.3. The facility for on-line e-filing through the web portal shall be available during all twenty four hours of each day,
subject to breakdown, server downtime, system maintenance or such other exigencies. Where on-line e-filing is not possible
for any of the reasons set out above, parties can either approach the Designated Counters for e-filing during court hours on
working days or take recourse to physical filing along with soft copies in CD or pen drive.

12.4. Provisions for limitation governing on-line e-filing will be the same as those applicable to physical filing. The period of
limitation for such actions shall commence from the date when e-filing is made as per the procedure prescribed in these Rules.

13. Procedure for Filing Caveat
All caveats can be filed on-line. The procedure for this purpose is set out in Appendix —VI.
14. Hard Copies of Pleadings and Documents filed Electronically

Advocates, as well as parties, may print hard copies of all pleadings and documents filed electronically for their use in
the court or elsewhere. The Registry shall, wherever required, prepare hard copies for official use.

15. Storage and Retrieval of e-Filed Documents and Pleadings

E-filings shall be stored on an exclusive server maintained under the control and directions of the Court. Each such filing
shall be separately labelled and encrypted to facilitate easy identification and retrieval. The security of such filings shall be
ensured. Access to e-filings would be restricted in the manner provided herein above and as may be notified from time to
time. For continuity of operations in case of disaster, natural calamity or breakdown, a mirror image of e-filings available on the
servers located in the Court may be maintained at different geographical locations, as decided from time to time by the Court.

16. Residuary provisions
For the purpose of implementing these Rules

i) The Chief Justice shall have the power to notify the charges payable for the facilities provided through designated
counters.

i) The Chief Justice shall have the power to include or exclude any place or premises as Designated Counters.

iii) The Chief Justice shall have the power to issue any additional directions apart from Practice Directions for effective
implementation of these Rules which shall be and in consistent with the principle of furthering the interests of justice.

17. Power to Remove Difficulties

The High Court may, if satisfied that the operation of any Rule is causing undue hardship, by an order dispense with
or relax the requirements of that Rule to such extent and subject to such conditions, as may be stipulated, to deal with the
case in a just and equitable manner.

18. Repeal and Savings

18.1. All Rules, circulars, administrative orders (ROC) and guidelines in the nature of directions governing the e-filing
procedure so far, shall stand repealed with effect from the date of coming into force of these Rules in Tamil Nadu and the
Union Territory of Puducherry, respectively.

18.2. Such repeal shall not affect the validity of actions commenced and completed under the repealed rules or pending
as on the date of coming into force of these Rules. Such pending actions shall be deemed to have been undertaken under
these Rules and may be proceeded with on that basis.

18.3. These Rules are for the purpose of e-filing procedures and shall not be read in derogation of any provision, rule,
expression and definition in other Statutes / Rules and shall be read as supplemental to the same.
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Practice Directions:
l.  Registration Procedure:

Advocates and Litigants in person who seek to register as a Registered User in the e-filing Portal shall comply with the
following procedures.

i) Advocates

a) Should visit the web portal (https:/efiling.ecourts.gov.in/tn/) to view the form.

b) Click the registration link.

c) Fill the form with requisite details.

d) Submit the filled-up form along with a self-attested copy of The Bar Council Registration Certificate or Bar

Council ID-card (in PDF format only).

ii) Litigants in person

a) Should visit the web portal (https://efiling.ecourts.gov.in/tn/) to view the form.
b) Click the registration link.
c) Fill the form with requisite details.
d) Submit the filled-up form along with the self-attested copy of any identity document issued by the Government
(in PDF format only).
Il. Formatting

(i) All the e-Filings in relation to an action shall conform to the following requirements:
. Paper size : A-4
. Top Margin : 1.5"
. Bottom Margin : 1.5"
. Left Margin : 1.75"
. Right Margin : 1.0"
*  Alignment : Justified
. Font : Times New Roman
. Font size : 14
. Line spacing : 1.5

. If any document is typed in a local language in Trial Courts, it must be in prepared using Tamil Unicode
Marutham Font 14 (Font available at http://www.tamilvu.org/tkbd/index.htm.)

(i) The document should be converted into Optical Character Recognition (OCR) searchable Portable Document Format
(PDF) or PDF/A using any PDF converter or inbuilt PDF conversion plug-in provided in the software. PDF/A is the preferred
format.

(i) A document which is not a text document and has to be enclosed with the Action, should be scanned using an image
resolution of 300 DPI (Dots per inch) in OCR searchable mode and saved as a PDF document. The procedure for converting
a document into an OCR searchable PDF as mentioned above and as required in clause 8.1 is set out in Appendix —III.

(iv) The text documents and scanned documents set out in clauses stated above and the PDF documents referred in
Rule 6.1 should be merged as a single OCR searchable PDF file and should be book-marked as per the Master Index, duly
approved by the Registry. The procedure in this behalf is set out in Appendix -V.

(v) The merged documents should be uploaded at the time of on-line e-filing. Screenshots of the manner of accessing
the on-line e-filing portal and for e-Filings in relation to an Action are set out in Appendix-I.

(vi) Once e-filing is accepted, a time stamped automated filing or registration number shall be generated and notified
to the Registered User.

(vii) In case on-line e-filing includes audio and/or video files, the Administrator shall generate a hash value.
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(viii) Special Characters are not allowed while e-filing Memo of Parties and Advocate remarks.
(ix) Document Binary File Name Standards

The following special characters are not allowed in a file name:

* A quotation mark (")

. A number sign/Pound (#)

*  Per cent (%)

. Ampersand (&)

*  Asterisk (¥)

. Colon (:)

*  Angle brackets (less than, greater than) (<>)

* A question mark (?)

. Backslash (\)

. Forward slash (/)

. Braces (left and right) ({ })

+  Pipe (])

« Atilde (~)

*  The period (.) character used consecutively in the middle of the file name or at the beginning or end of the
file name.

(x) No File name should exceed 45 characters in length, including spaces. Single space must be counted as one
character each.

(xi) On-line e-filing shall not be watermarked or encrypted. The e-fled documents shall not contain any virus, malware,
spam-ware, trojan horse or the like. All the e-filed documents shall be legible and free of markings, track changes or annotations.

(xii) The e-filing made by an Advocate/litigant in person will be rejected if they do not follow the protocol mandated by
these Rules or practice directions.

(xiii) Subject to such further directions as may be issued, it would not be obligatory on the part of the opposite party to
accept pleadings and documents by email. In such an eventuality, hard copies of pleadings and documents will have to be
provided to the opposite party. In such circumstances, the Original Party can be called upon to deposit the charges calculated
on the basis of the number of pages per Opposite Party which are required to be photocopied. This facility will be provided
by the Registry on a written request being made by the Opposite Party.

(xiv) The Registry will communicate the objections, if any, regarding the cases filed by email/SMS/web hosting to the
concerned Advocate/litigant in person. After the objections are cleared the case will be processed for listing and the Advocate/
litigant in person will be informed including by email/SMS.

(xv) Any communication transmitted by email can be intercepted or read by a third party. An Advocate or litigant in person
seeking to transmit confidential or sensitive document/material, shall approach the Registry for requisite assistance/advice.

High Court, Madras, C.KUMARAPPAN,
16th October, 2020. Registrar General.
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APPENDIX |

APPENDIX I

APPENDIX Il

APPENDIX IV

APPENDIX V

APPENDIX VI

APPENDIX VII

APPENDIXES

Screenshots showing the procedure for accessing the on-line
portal, electronic filing of documents and list of Designated
Counters.

Screenshots showing the procedure for registration.

Screenshots showing the procedure for converting a Document
into an OCR searchable PDF.

Screenshots showing the procedure for appending single or
multiple digital signatures.

Screenshots showing the procedure for bookmarking.
Screenshots showing the procedure for filing Caveat.

Template of the Affidavit / Undertaking by Party in Person.
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APPENDIX -1

SCREENSHOTS SHOWING THE
PROCEDURE FOR ACCESSING
THE ON-LINE PORTAL, ELECTRONIC
FILING OF DOCUMENTS

N

HOME PAGE OF E-FILING PORTAL
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STAGE 3 - MAIN PARTIES - EXTRA INFORMATION ‘
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STAGE 9 - LOWER COURT DETAILS
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STAGE 11 - OPTING DIGITAL AUTHORIZATION METHOD

**To know about signing documents digitally - Refer Appendix IV
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STAGE 12 - UPLOADING OF DOCUMENTS ‘

STAGE 13 - PAYMENT OF COURT FEE

** payment Modes — Challan, E-Challan,
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E-FILING

LIST OF DESIGNATED COUNTERS
IN THE STATE OF TAMIL NADU AND THE U.T OF PUDUCHERRY

S.No

NAME OF THE
JUDICIAL DISTRICT

NAME OF THE COURT COMPLEX WITH ADDRESS

ARIYALUR

COMBINED COURT COMPLEX,
ARIYALUR -621704

CHENNALI

CITY CIVIL COURT COMPLEX,
MADRAS HIGH COURT CAMPUS,
CHENNAI-600104

COIMBATORE

COMBINED COURT COMPLEX,
GOVT, ARTS COLLEGE ROAD,
COIMBATORE-641018

CUDDALORE

DISTRICT COURT COMPLEX,
OLD COLLECTOR OFFICE ROAD,
CUDDALORE-607001

DHARMAFURI

COMBINED COURT COMPLEX,
THOKKAMPATTI (POST), THADANGAM,
DHARMAPURI-6367 05

DINDIGUL

COMBINED COURT COMPLEX,
V.N VALAGAM, NEAR COLLECTORATE OFFICE,
DINDIGUL-620004

ERODE

PRINCIPAL DISTRICT COURT COMPLEX,
COMEBINED COURT BUILDING, SAMPATH NAGAR,
ERODE-638011

KANCHEEPURAM

COMEBINED COURT COMPLEX,
GST ROAD, CHENGALPATTL,
KANCHEEPURAM-603001

RANNIYARUMARI

COMBINED COURT COMPLEX,
NAGERCOIL COURT ROAD, NAGERCOIL
KANNIYAKUMARI-629001

[Part [ll—Sec. 2
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E-FILING

LIST OF DESIGNATED COUNTERS
IN THE STATE OF TAMIL NADU AND THE U.T OF PUDUCHERRY

NAME OF THE
JUDICIAL DISTRICT

NAME OF THE COURT COMPLEX WITH ADDRESS

10

KARUR

COMPLEX.COMBINED COURT COMPLEX,
THANTHOMNIMALAL
KARUR-632007

11

KRISHNAGIRI

COMEBINED COURT COMPLEX,
RAYAKOTTAI ROAD,
KRISHNAGIRI-635001

12

MADURAI

COMBINED COURT COMPLEX,
MELUR ROAD,
MADURAI-625020

13

NAGAPATTINAM

COMEBINED COURT COMPLEX,
PUBLIC OFFICE ROAD,
NAGAPATTINAM-611001

1%

NAMAKKAL

COMBINED COURT COMPLEX,
NEAR COLLECTOR OFFICE. TIRUCHENGODE ROAD,
NAMAKKAL-637003

15

MILGIRIS

DISTRICT COURT COMPLEX,
UDHAGAMANDALAM,
MNILGIRIS-643001

16

PERAMEALUR

COMBINED COURTS COMPLEX,
DISTRICT MASTER PLAN CAMPUS,
PERAMBALUR-621212

17

PUDURKOTTAI

PRINCIPAL DISTRICT COURT COMPLEX,
PUBLIC OFFICE COMFOUND,
PUDUKKOTTAL-622001

18

RAMANATHAPLRAM

PRINCIPAL DISTRICT COURT COMPLEX,
COMBINED COURT BUILDING,
RAMANATHAPURAM-623503
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E-FILING

LIST OF DESIGNATED COUNTERS

IN THE STATE OF TAMIL NADU AND THE U.T OF PUDUCHERRY

SNo

NAME OF THE
JUDICIAL DISTRICT

NAME OF THE COURT COMPLEX WITH ADDRESS

19

SALEM

COMBINED COURT BUILDMING,
YERCAUD MAIN ROAD, HASTHAMPATTY,
SALEM-636007

20

SIVAGANGALI

NEW COMBINED COURT BUILDING,
NEAR COLLECTRATE COMPLEX,
SIVAGANGAL-630561

21

THANJAVUR

COMBINED COURT COMPLEX,
TRICHY ROAD, NEAR MANIMANDABAM,
THANJAVUR-613001

22

THENI

COMBINED COURT COMPLEX,
LAKSHMIPURAM,
THENI-625523

23

THOOTHUKUDI

COMBINED COURT COMPLEX,
NEAR S0UTH POLICE STATION,
THOOTHUKUDI-628003

24

TIRUCHIRAPPALLI

COMBINED COURT COMPLEX,
CANTONMENT,
TIRUCHIRAPFALLI-6Z0001

25

TIRUNELVELI

COMBINED COURT COMPLEX,
TIRUCHENDUR ROAD, PALAYAMKOTTAL
TIRUNELVELI-6Z7D0OZ

26

TIRUPPUR

DISTRICT COURT COMPLEX,
|V TAPES BUILDING, LAKSHMI NAGAR,
TIRUPPUR-5641602

¥

TIRUVALLUR

COMBINED COURT COMPLEX,
NEAR BUS 5TAND,
POONAMALLEE,
TIRUVALLUR -600056
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E-FILING

LIST OF DESIGNATED COUNTERS
IN THE STATE OF TAMIL NADU AND THE U.T OF PUDUCHERRY

NAME OF THE
: TH ADDRESS
5.No JUDICIAL DISTRICT NAME OF THE COURT COMPLEX WI

COMBINED COURT COMPLEX,

28 |TIRUVANNAMALAL | pUVANNAMALAL-606604

COMBINED COURT COMPLEX,

29 |TIRUVARUR TIRUVARUR-610004

COMBINED COURT COMPLEX,
30 VELLORE SATHUVACHARL
VELLORE-632009 '

COMBINED COURT COMFPLEX.

31 |VILLUFURAM VILLUPURAM-605602

COMBINED COURT COMFLEX, ‘
SIVAKASI MAIN ROAD,

SRIVILLIPUTTUR,

VIRUDHUNAGAR-626125

32 |VIRUDHUNAGAR

INTEGRATED NEW COURT BUILDING,
33 |PUDIICHERRY PUDUCHERRY TO CUDDLORE MAIN ROAD,
PUDUCHERRY - 605004
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N

APPENDIX I1
SCREENSHOTS SHOWING THE
PROCEDURE FOR
REGISTRATION

N

HOME PAGE OF E-FILING PORTAL

“errin s Evenih rFiling Xagnal
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LOGIN PAGE OF E-FILING PORTAL

REGISTRATION IN E-FILING PORTAL
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USER REGISTRATION REQUEST

FOR ADVOCATES FOR PARTY IN
PERSON

MOBILE NUMBER & EMAIL ID VERIFICATION
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PERSONAL DETAILS - FINAL REGISTRATION

PERSCIN&L DHETANLS

LOGIN PAGE

= O i eespEnerkposinied e g o L ] -
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APPENDIX-III

SCREENSHOTS SHOWING THE PROCEDURE FOR
CONVERTING A DOCUMENT INTO AN OCR SEARCHABLE PDF

Several free & trial version software(s) were available online which can be
downloaded from internet for creating OCR in PDF files. Some of the available
Software(s) are PDF-XChange Viewer, Acrobat Adobe Reader, ABBYY FineReader etc.,

Open the PDF file containing a scanned image you wish to convert in OCR
Format using PDF-XChange Viewer.

Step 1: Click the “File” menu and select the document which has to be opened
and click on the “Open” button as shown below.
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Step 2:

Click on the “Convert" menu and select the “OCR Pages” tool as shown
below.

Kumiutha, FF37 years,
Wilo.Shanmugavel,

Mo, 16241, Marivamman Koll Street,
Pavoor Yillage,

Vembaklkam Taluk,
Tiruvannamalai District

Werais

The Btale rep by

The Inspecior of Police,
AWPS Chevyar,
Tiruvvannmmnlni Discrice,
£, N, 3 F 2030

- M e 1
b S T

[0n Ehe file of the respondent hereln)

o Ptitioner J Accused no3

o REsponcent | Comglalnant

FROCEDIURE

|=a ol - -

Step 3:

Mention the range of pages for the

conversion process and select the

type as Searchable Image under the Output Options and click on the

“OK” button as shown below.

o | il L5 = i+ vimny TR i we e iy - B K
R, T EEEF '.HH_E&_I_____!&_“ e e . P B
% T £ | g il (8|
Ty Latemi Tt gl:f'. -..I ':ﬁ 'Ij * o b iy
e R N e — o iy
% i o et N | i Ui U
-
e L e B
tdrar i P
g B B 8, Bt
Rumutha, F/37y ===
Wi Bhssumnugavy L e s
No. 162/ 1, Marivd Ervapage] Lintass,
Fﬂ'ﬂ:ﬂ:rl' ?ﬂh“- o ey g o -
Vembalkam Taly ey
Tiruvannamalai [ e areedd n0 3
TheStaterepby | ™
The Inspeetar al | L o e K
AWFS Chevyar, A .
Tinvraneares bl T L ——. at / Complainant
1. Na. 3/ 2020 ] - -
B O — T T § "uRC] ] a1 1k ] T T I
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The conversion process will work as shown below.

Jem ] -k - + woimay Pl g L i L Rfi- It
i e e i em Ggen e e e Sl fey e [l e =
il ey [ 5 : " o 0l =
sew BERORGUEAE N EED @
T TR ol -l —l - -l — e T R ol
Cr.No. 3 af 2020 [ e LR
{0 the file of the respondent herein]
Rumutha, F/AT s g
W o Shanmasga
Mo 163/ 1|, Mariyg) Moo man oL il =
Pavoor Willage, ;
Vembakkam Talu === R e
Tiruvannomalai Destpet, -Petboneer | Accused no.d
Versus
The Btate rep by
The Inspector of Police, .
AWPE Cleeyyar,
Tiruvannamala District, ... Respondent { Complainant
Cr. No.3r2020
BAIL PETITION FILED U/SEC 439 OF THE CRIMINAL ROAC LE CORE
B, oyt + [ =7 I - b . 7| i . H-
B =il L piang Uagy W & mange | i S il - T
T I O IR T e A ey l_'_.I-.-!-n.-
= T . Rl o, T .
s BB | BAESE ) 5D
R Sl T R
ey w il
IN THE NIGH COURT OF JUDICATURE AT MADRAS
(Criminal Origlaal Jurisdietion) 3
CRL.OP. NO. 0OF 2020 |
in -
Cr.No. 3 af 2020 |
{0 the flle of the respondent herein) 3
Himnatha| vo-Petlticaer [ Accuses rio 2
Versus
The State rep by
The Inspector of Podice,
AWPS Cheyyar, -
Tirurannamalai Districy . Respondent [ Complainan
Cr. Nou3/ 2020
e s B B | i e s 5 3 -|!::""‘".-'" al'F. ..-'

bl I T vy, -y T o
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APPENDIX IV

SCREENSHOTS SHOWING THE PROCEDURE FOR
APPENDING SINGLE OR MULTIPLE DIGITAL SIGNATURES

PLEASE VISIT THE WEBSITE OF CONTROLLER OF CERTIFYING
AUTHORITIES (http://cca.gov.in/licensed_ca.html), TO GET

THE LIST OF LICENSED CAs
E@;;::;.'::;;;".;:::;m_. i R @l@ﬂ
[Tt S s o S S A A

SAFE

SORTT
=




144 TAMIL NADU GOVERNMENT GAZETTE [Part Ill—Sec. 2

PROCEDURE TO SIGN THE PDF DOCUMENT WITH
DIGITAL SIGNATURE

Step 1: Open a PDF document with the Adobe Reader Software.

[ RS TR R T [ PR
Vo] ot s e
.
=]
.

o P

Step 2: Click on the Fill & Sign sub-menu which is available under the View

menu as shown below:

TEST DOCUMENT FOR THE
DEMONSTRATION
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Step 3: Upon Selecting the Fill & Sign sub-menu, the screen will appears as
shown below. After inserting the Digital Signature USB Dongle, click

on the Place Signature menu as shown below

HOW T APFLY DIGITAL SIGNATURE
INA PDF DOCUMENT

[ ——
1 em rwe Cream

TEST DOCUMENT FOR THE
DEMONSTRATION

Step4: The Adobe Reader will prompts the user to select the method of

signature as shown below.

B e e
I niE. LLe .
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Step 5:  Select the Option “Use a certificate” and click on the Next Button as

shown below.

= e e om
=L S E=GF F

D B R S N S B S WL 8 R Al s e
. P ke S ] P B i L e W L

Step 6: Locate and draw the portion in a document, where the Digital

Signature needs to be affixed as shown below.

1N A PDF DOCUMEN]

TEST DOCUMENT FOR THE
DEMONSTRATION
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Step 7:  The User will be prompted to select the Digital Signature Details as
shown below. Select the Signature Name from the “Sign As” drop down

box and click on the “Sign” Button as shown below.

** The User can also review the document using the Review Button

Step8:  Upon clicking the Sign button, the user will be prompted to specify a

new File name for the Digitally Signed Document as shown below.

BB e —

et | o T U PE — = : T

HOW T0 APPLY DIGITAL SIGNATURE
1M A PDF DOCUMENT
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Step 9:  The User has to authenticate the digital signature by providing the User
PIN for the Digital Signature USB Token in the next step as shown

below.

B je e

o vl T2l e | — - I a L i EE s B

HOW TOAFPLY INGETAL SIGNATURE
I8 A POE DOCUMENT

Step 10: Upon successful authentication, the Digital Signature will be affixed in

the PDF document as shown below.

HOW TOAPPLY INGUTAL SIGNATURE
Il A PDF DOCUMENT

ST p— I — TET ] LB e —

TEST DOCUMENT FOR THE
DEMOMNSTRATION
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APPENDIX -V

SCREENSHOTS SHOWING THE PROCEDURE
FOR BOOKMARKING

Several free & trial version software(s) were available online which can be downloaded from
internet for bookmarking the PDF files. Some of the available Software(s) are Foxit Reader,

ABBYY FineReader, Adobe Acrobat etc.

HOW TO OPEN THE BOOKMARKING SOFTWARE

Step 1: Open the PDF document with the bookmarking application software. The

screen will appears as shown below,

o e Esl [ 5] AT B e

e o T E L T OHE e L

el Semn BT Enmes. e aOEwa e D0

LI Pl

C]5 FIRG PROLERS

o wrhich orw lsd i b LT cedoesre e |m'|ln]mrhh|qm
Wit B al o evwed a1 R Number | Lo m Prooteding . The Filing Femier 5
pe v peprcard sumber gnd i i seigroed 10 e o abuch is Flexd o 15
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CREATION OF BOOKMARK

Step 2:  Click on the “Bookmark” menu which is available under the View Menu as

shown below
(Or)

Click on the “Bookmark” button which is available in the left pane of the

application window as shown below,

B = ERD P S L
---D SaT M E D MEET A4F # PP ——
BN o . ' - — " a
™ S—— ‘i warm -
Y i
R
. 5

B whar o bheed i B L0 T b ool W L Ay Pl
e e v o 8 B e Crme ki The i bewesrsa
e g e vl i e fe i e oree peech i led mC] 0

Step 3:  Once the Bookmark button is clicked, the user will be allowed to create the

Bookmark for the PDF file using the “Add” button as shown below,

PR 1

L]
s e -
" -
N
Fabrst w b e (ld o D D0 Sl i b ol ol Ve PN
e 1 e 10 e S g s ey Cpa e, Thet B il o b i
FUEE B TP T LRI B e A 1 L e S e B
= -
—
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Step 4:

Click on the “Add” button and set the name for the created Bookmark as

shown below,

Lrer whad @v Dimiis o 115 sdrewn s pevied ord Ge Jlieg Sl
e s e O e = et Presrriop. The Dy Mo

i g el mb @ e sperd e e e e il B

MAPPING OF PAGES TO THE CREATED BOOKMARK

Step 5:

Now the user should set the pages which are to be mapped under the
created bookmark.

In order to map the pages, scroll down the PDF file and select the page which
has to be kept as the first page / destination page for the created
bookmark and make a right click on the created bookmark and select the

“Set Destination” as shown below,

mlimEF~ " F [P——r—
. - - L -
o i g
] r— e cEm
[E—
Y -
- o i
i [STTS TRITTR, B e
o
ﬁ} 7= 1nCH, e Pt s e 1 v e gl (e L Sy e el s e
bk il b Frmeied g i s N mrnmry
[ITp—— SRR
L
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Step 6:  Once the “Set Destination” is selected, the screen will prompts the user to

confirm the first page / destination page for the created bookmark once again.

Click on “Yes” button to set the selected page as the first page / destination
page for the created bookmark.

m mAESET F

=i NS T MM RS AT RS
om 3

' | w!
S - S—_ e —— i i

W Wi E
-
o

T ——

D B T L i L P e e [T

will b oreenied @ de ReTEaMn EEdes afeT caReEng e Ty

o ey e s ard S m——
e @ e e !

o -
-

Step 7:  Click on the “Add” button to create the next bookmark as shown below,

O SREmEBES F

P iy R e
mam e b Pl

EEE T e
_—

e e bl e

e Same ‘e

[

| 'i.'i-E-— a

i

In Y. e ook owamth e be wosk B ol o Beforw ovemdtion of
e T e

[E TR RE o B NP TL SR Ee ot b

Y T T] T S — ] T
Repeat the Steps 5 and 6, for setting destination page to the newly added bookmark.

** Similarly repeat the Step 4, 5 and 6 for the creation of new bookmarks and
setting destination page to the newly created bookmarks.
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ADDING A CHILD BOOKMARK UNDER THE CREATED BOOKMARK

e The user can add a “Child Bookmark” under the already created bookmark. In

order to do this process, make a right click on the already bookmark and select
the “Add Child” as shown below,

EELLLI R

"rrghery iy FTF siar v
L] ST NN AR AOmE  eWTED MR T e T
= - = ] e
Srs i (e Sl Seeni femba By GeSees Fory ey Siles baew LRTETS ™
e
¥ A s i el
i
of
| e L Bearrm
: _ T O Do
* M Bmimes CAVENT SEARCH FEATURI BN BEGISTHATION FROCESS
E: EL APk o OO e owvedr georch oan be pole W all s Bdee oEnglenen of
— @RI [P
] P B e
=iy il Banioris r— = ,
P B

e The newly created “Child Bookmark” will appears as shown below,

g - BEslE = E o ke O e
] 1 Dyl o067 RElL Epel  RORLT  EF - s
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CRATAT 5 B G AN T T




154 TAMIL NADU GOVERNMENT GAZETTE [Part Ill—Sec. 2

e To Set the first page for the “Child Bookmark”, scroll down the PDF file and
select the page which has to be kept as the first page / destination page for the

child bookmark and make a right click on the child bookmark and select the

“Set Destination” as shown below,

0 BEERD S Ef TG
L “rAsmy1 & B FOENT FETIEET O WL

[ | T 3 =] g W
e b NTER Peimen Qe Susis e e Vi by -y p—
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Ll Ve i BaE Dilr B0 appcaisaie of Sl peitEs e el @l
s pc ko mga i el again and Braly you map cone @ e conchadon ikai U

vwry wnry by i by rjeried o poncowplise oy of ohjertore. The pestreir
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e Once the “Set Destination” is selected, the screen will prompts the user to
confirm the first page for the child bookmark once again. Click on “Yes” button to

set the selected page as the first page for the Child Bookmark.
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APPENDIX - VI

SCREENSHOTS SHOWING THE
PROCEDURE FOR FILING CAVEAT.

N

HOME PAGE OF E-FILING PORTAL
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LOGIN PAGE

DASH HOME
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FILING OF NEW CAVEAT APPLICATION

.‘. [_EILR | -} n
- .
= e | s
STAGE 2 - CAVEATEE DETAILS l ‘
: [Ty p— =
T - - -
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STAGE 3 - CAVEATOR/CAVEATEE- EXTRA INFORMATION I ‘

:- + il - =
STAGE 4 - EXTRA PARTY INFORMATION
s i =2
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STAGE 5- SUBORDINATE COURT DETAILS

STAGE 6- OPTING DIGITAL AUTHORIZATION METHOD

** To know about signing documents digitally - Refer Appendix IV

N
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STAGE 7 - OPTING DIGITAL AUTHORIZATION METHOD

= v s SR ErEmr e s pEen T

STAGE 8 - UPLOADING OF DOCUMENTS

Civen) Fymmy

N




Nov. 18, 2020] TAMIL NADU GOVERNMENT GAZETTE 161

STAGE 9 - PAYMENT OF COURT FEE ‘
: + i - —
 aien GRS .}
STAGE 10 - AFFIRMATION
: - ] =
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STAGE 11 - DIGITALLY VERIFYING AFFIRMATION

STAGE 12 - FINAL VERIFICATION - BEFORE SUBMIT

N
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FINAL SUBMIT - E-FILING PROCESS

b et
- e — i
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YEE
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NOTIFICATION - E-FILING PROCESS COMPLETION
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APPENDIX VII

(Rule 4.3)

AFFIDAVIT / UNDERTAKING
| S/o. / Dlo. | W/o. aged

years, residing / carrying on business at

do hereby

solemnly affirm and sincerely state on oath as follows:

(i) I have brought this action as party in person, | submit that | have not

engaged any Advocate and / or not given vakalatnama in this action to any

Advocate.

(i) I have understood that pursuing this action as party in person
is subject to obtaining Rules / Notifications of this Court in this regard.

(i) 1 also undertake to abide by any other notification/s or directives of
Hon'ble High Court.

(iv) I also undertake to abide by all the provisions of obtaining e-Filling

Rules of this Court in letter and spirit.

Date: (Signature)
High Court Madras, C. KUMARAPPAN,
16th October 2020. Registrar General.

PRINTED AND PUBLISHED BY THE COMMISSIONER OF STATIONERY AND PRINTING, CHENNAI
ON BEHALF OF THE GOVERNMENT OF TAMIL NADU



