
           
 

Amendments to Specific Instructions for Form 11 
 
 

           SPECIFIC INSTRUCTIONS – FORM 11 
Form 11 
 
 A Notice of Appearance, as prescribed by Rule 75(b)(2), must be filed and 
served by an attorney authorized to appear in the action.  The attorney must file and 
serve a notice for each action.  The notice must be filed and served in all instances 
except those specified in Rule 75(b)(1).  The notice should be substantially in the form 
set forth in Form 11. 

 
 An appearance may be made by an individual attorney or by a firm of attorneys.  
If an appearance is made by a firm of attorneys, the individual attorney responsible for 
the litigation must be designated.  In addition, private attorneys and government 
attorneys whose agency is represented by the Department of Justice may appear as “of 
counsel.”  The notice should include the name of the attorney, the attorney’s e-mail 
address, and the name, address and telephone number of the firm. 
 
 Whenever there is any change in the name of an attorney of record or in the 
attorney’s address, telephone number, or e-mail address, a new notice of appearance 
for each action must be promptly filed and served on the other parties and filed with the 
court.  The notice should be substantially in the form as set forth in Form 11. 
 
 To complete the fillable version of Form 11, follow the steps below: 
 
 Caption: 
 

1) Enter the names of the plaintiff and defendant in the appropriate free 
text box 

2) Select “Court No.” or “Consolidated Court No.” from the drop-down box 
3) Enter the Court No. or Consolidated Court No. in the free text box 
4) If appropriate, select “and Attached Schedule” from the drop-down box 

 
Body: 

 
1) Select “attorney” or “of counsel” from the drop-down box. 
2) Select “plaintiff”, “defendant”, “plaintiff-intervenor”, “defendant-

intervenor” or “amicus” from the drop-down box 
3) Enter the name of the party in  the free text box 
4) If appropriate, check the box for “and for the parties indicated in the 

actions listed on the attached schedule” 
5) If appropriate, check the box for “The individual attorney in the 

undersigned firm, corporate law department, or the Government, who is 
responsible for the litigation, is” and enter the name of the attorney in 
the free text box 



 
 
Date and Contact Information: 
 
1) Enter the filing date in the free text box 
2) Enter the attorney’s contact information in the appropriate fields 

 
Schedule, if any: 
 
1) Enter the court numbers of all appropriate cases in the free text box 
2) Enter the case name for those cases in the free text box 
3) Enter the name of the party or parties represented in the free text box 
 

 
(Added July 23, 1993, eff. July 23, 1993; amended, Dec. 7, 2010, eff. Jan. 1, 2011; Dec. 
4, 2012, eff. Jan. 1, 2013; June 5, 2015, eff. July 1, 2015.) 


