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*Administrative Order No 2. 

(g) File Mark. (1) There shall be a two inch (2ʺ) top margin on the first page of each document submitted for 
filing to accommodate the court’s file mark. If the pleading or document must be filed in multi-parts because of size or 
for other reasons, the first page of each part must include the file name and file mark and shall clearly indicate the part 
number and number of parts (example, part 1 of 2). 

(2) If a document is such that the first page cannot be drafted to provide sufficient space to satisfy the file-
mark requirement, the document must include the uniform cover page developed by the Administrative Office of the 
Courts and found under Forms and Publications at www.arcourts.gov. 


