XI. PRINTING/MAILING

Background. The office generates a significant amount of work that requires
physically printing and sending. via U.S. mail. Federal Express, or otherwise. copies of court
filings and other documents to the federal courts. opposing counsel. pro se litigants, and other
vecipients. While electronic filing of motions. oppositions, briefs. and other pleadings throagh
the courts” CM/ECE and ACMS systems satisfies the government's obligation to serve
opposing counsel who are registered to use those systems (see generalh Fed. R Civ. P.
3(bj{2)(E)), some federal courts still requirve physical hard copies of briefs and pleadings to be
filed. and some opposing counsel and most pro s litigants are not registered to use the federai
courts’ CM/ECE or ACMS electronic filing svstems.  These instances require the Office to
print and mail documents accordingly.

In mid-January 202k, printing vesponsibilities transitioned to management by Civil's
Office if Information Technology (ONMP/OIT) following a nearly four-vear pericd during
which printing was handled by Civil Division OLS contractors.! With this transition, printing
no longer occurs at an oflsite location, but primarily is completed by contractors located in the
copy center on the lower level of the Liberty Square Building. Following the transition.
mailing responsibilities reverted to the office to be handled by the Office’s litigation support
team much as it was before April 2020.

Requests for Litigation Assistance.

¢ Litigation Support Personnel. As part of routine litigation support assistiance. the
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office’s litigation support team should handle requests for printing and mailing.

e  Email Box for Requests: “OLS-Mailings-OIL-AP". All printing/ mailing
requests should be forwarded to "OLS-Mailing-OIL-AP” | in Outlook and also

available via SharePoint link . This is a designated email box monmtored by the
Oftice’s Supervisory Paralegal Specialists and their designees that is vsed to tield
and assign print requests to the office’s litigation support team for handling.

* Request Details. Requests for printing/ mailing support should be clear and

specific. At a mimimum. requests should: |1 identifv the case caption in the email
subject line: (2] identify the type of document: |3 specifv the number of copies
necded: (b state where the copies need to be sent  pro s petitioner, court, both? ;3
include a complete mailing address: and 6 include any specific instructions (e,
spiral binding for briefs and records .

Until early April 2020, the Oftice’s litigation support team handled all such printing and
mailing requirements for their assigned attorneys. Following the Office’s transition o remote
operations due to the ongoing COVID-19 pandemic, the Oftice enlisted the assistance of the
Civil Division's Oftice of Litigation Support [OLS) to assist with its printing and mailing
requirements through the use of a contractor  CACIL. Inc. = Commercial . This arrangement
ended in mid-January 202 +.
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e SharePoint site for Managing Print Requests. Once assigned to a fitigation
support team member. print requests are forwarded to contractors with Civil
Division's OI'T (lower-level copy center) via OIL's Print Request site on SharePoint.
Communications about the print request (including notice of completion) between
the copy center and the requestor are thereafter managed through SharePoint, and
status of the request likewise can be tracked via the site.

o Tracking Requests. Print requests can be readily tracked via the SharePoint site
(OIL Printing Requests site).

Contact. Questions about the Office’s print/mail arrangement and procedures or the
process generally should be directed to vour Supervisor.
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