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Note

Items that are highlighted still require information from Indiana Utility Regulatory Commission (IURC or Commission) staff, the electronic filing system vendor, or external parties.
Overview

The IURC has been accepting the following documents through its Electronic Filing System (EFS):

· Filings in docketed cases (not including new case petitions);

· Confidential documents related to docketed cases; and

· General submissions (30-day filings, fee bills, annual reports, communications non-docketed filings, non-confidential communications, survey responses, etc.)

Effective May 1, 2015, the Commission accepts the following:

· Filings in docketed cases (including new case petitions);

· Confidential documents related to docketed cases; and
· General submissions (30-day filings, fee bills, annual reports, communications non-docketed filings, non-confidential communications, survey responses, affiliate contracts)
Effective TBD, the Commission accepts the following:

· Filings in docketed cases (including new case petitions);

· Confidential documents related to docketed cases; and
· General submissions (30-day filings, fee bills, annual reports, communications non-docketed filings, non-confidential communications, survey responses, affiliate contracts)

Disclaimer Regarding Acceptance of Electronic Files
As stated in 170 IAC 1-1.1-3, “The transmission of a notice of acceptance of the electronic filing from the commission, not a notice that the electronic filing was received, constitutes filing of the pleading, document or information for all purposes and constitutes entry of the filing on the commission’s docket.”
Modify if the language of 170 IAC 1-1.1-3 changes.
File Types

· Nearly all file types are accepted in EFS.  Electronically filed documents do not have to be in Portable Document Format (PDF).  Please contact ADD STAFF CONTACT NAME if EFS does not accept your filing.  

· Whenever possible, the Commission prefers that parties use native electronic documents rather than scanned documents.

· Spreadsheets shall be in their native form unless only scanned copies are available. 

· PDF files must be run through an optical character recognition program prior to uploading to EFS.

· Documents must be native electronic documents or scanned to a Dots Per Inch that makes them clearly readable.
· Documents must be in color, as necessary.

· Font size can be no smaller than 10 point.
Filing 
Generally
Cause Numbers

The system shall automatically generate cause numbers.  However, parties may also select their cause number if they know it (for example, GCAs, FACs, and subdockets).  Cause numbers must be included on all filings (other than new filings) to be accepted for filing.  

File Size

Consider whether to self-limit to 25 MB/document, 35 MB/filing to match the Court of Appeals.  The IURC cannot cap the system because it would affect CAD and PSD databases, which may have larger files like sound files; the system caps at 2 GB.

If a record is too large to be filed through EFS, current Indiana Office of Technology security protocols dictate that the IURC can accept CDs and DVDs, but not jump drives.  IURC staff cannot access file sharing sites such as Dropbox.
File Names

File names must clearly reflect what a file is.  Naming conventions shall be used for consistency.  You MUST follow the naming conventions in Appendix A.  Failure to do so could result in the IURC being unable to locate your file in EFS. 
File Stamps and/or Proof of Filing
INSERT PROCESS FROM EFS VENDOR.  
Hard Copies

Any party making an electronic filing that exceeds 100 pages in length shall also mail or deliver to the Commission 2 additional paper copies within 2 business days.  The copies should be printed on both sides and stapled or, if too large to be stapled, should be bound with comb or coil bindings along the longest edge.  
If a filing is made in person or by mail (see Paper Filings for permissibility), 1 copy shall be provided singled sided and unbound.  The remaining 2 copies shall be provided printed on both sides and stapled or, if too large to be stapled, should be bound with comb or coil bindings along the longest edge.  

Multiple Exhibits

Electronic filings that contain multiple pleadings should be separate documents, but can be filed together. For example, 3 witness testimonies constituting the single case-in-chief should be 1 filing, but 3 discreet documents.  Exhibits and attachments to a witness’s testimony may be included in a single file with the testimony.

New Petitions

INSERT PROCESS FROM EFS VENDOR.  
Original Signatures

The Commission will accept the electronic version of an original signature for electronic submissions.  Any prefiled testimony offered into evidence at a hearing must still have an original signature.  
Paper Filings

See the IURC’s procedural rule section 170 IAC 1-1.1-3 for information about the special circumstances where paper filings are permitted. 

Receipts

INSERT PROCESS FROM EFS VENDOR.  
Service

See the IURC’s procedural rules for information about service.  Please remember that the IURC’s procedural rules require that all parties, including the Indiana Office of Utility Consumer Counselor (OUCC), must be timely served, regardless of the manner in which the documents are filed with the IURC.  Any document submitted electronically to the IURC, including 30-day filings, must also be sent electronically to the OUCC.
30-Day Filings

INSERT PROCESS FROM EFS VENDOR.  
Compliance Filings

Define compliance filing.  INSERT PROCESS FROM EFS VENDOR.  
Confidential Filings

INSERT PROCESS FROM EFS VENDOR.  
Rulemakings

INSERT PROCESS FROM EFS VENDOR.  
Other Non-Docketed Filings and General Submissions

INSERT PROCESS FROM EFS VENDOR.  
Notifications

Subscribing to Cases
You do not need to subscribe to a case if you are a party.  INSERT PROCESS FROM EFS VENDOR.  
Amendment Log
	Date of

Change
	Amendment
	Page No.

	12/2/15
	Added information re confidential filing
	3

	12/15/15
	Changed number of pages to be printed
	5


SAMPLE DATA
Appendix A:  Naming Conventions
File names must clearly reflect what a file is.  Naming conventions shall be used for consistency.  You MUST follow these naming conventions.  Failure to do so could result in the IURC being unable to locate your file in EFS. 
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