
U.S. District Court - Eastern District of Missouri  Clerk of Court 

as of January 14, 2021 

Flow Chart - HIGHLY SENSITIVE DOCUMENTS: Criminal Investigation Matters 

AUSA determines a document(s) subject to 
Local Rule 1305 (B)(1) and (B)(3) is a Highly 
Sensitive Document(s) (HSD).  Note all Wire 
Taps (Title III’s) are HSD.

AUSA delivers an Original, Service and Courtesy 
Copy to Chambers 

Chambers reviews/approves and issues Order 

Courtesy copy 
retained by 
Chambers 

Original with any Order(s) sent to 
Clerk’s Office in a Sealed (HSD) 

Envelope 

Service Copy 
returned to 
Counsel by 
chambers 

Clerk’s Office Customer Service Case Initiation Department opens 
case in CM/ECF, sets schedules - if any,  and makes docket entry 
indicating document(s) is an HSD.  Document is not attached to 
docket entry and remains in paper.  

HSD document filed in 
SEALED ROOM in 

Clerk’s Office in the 
HSD Files Section 

Document stamped 
with the HSD stamp 
and returned to the 

HSD Sealed Envelope 



U.S. District Court - Eastern District of Missouri  Clerk of Court 

  as of January 14, 2021 

Flow Chart - HIGHLY SENSITIVE DOCUMENTS: 
Criminal & Civil Cases 

Motion by Counsel to Declare Document as HSD with Proposed HSD Documents Attached 
 

 Attorney submits a Motion with the Proposed HSD 
Document Attached 

• original and two copies in paper 
• by U.S. Mail or Clerk’s Office Dropbox 

If the motion is GRANTED, 
docket entry made using 
Sealed Motion Event re: 
HSD.  Document is not 
attached to docket entry 
and remains in paper.   

HSD document filed in SEALED ROOM 
in Clerk’s Office in the HSD Files 

Section. 

Document stamped with the HSD stamp and 
returned to the HSD Sealed Envelope. 

Judge determines if the Motion to 
Declare the document as HSD is 

GRANTED or DENIED. 

If the motion is DENIED, 
the judge will make a 
determination if the 
document is to be filed in 
CM/ECF as a SEALED 
document or returned to 
Counsel.   
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