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Local Rules of Court San Francisco Superior Court Rule 1

1 GeneralRules

1.0 Scope of Rules and Citation.
These rules apply to the San Francisco Superior Court and are known and cited as the
“Local Rulesof Court for the San Francisco Superior Court.” These rules may also be
referredto as “LRSF”. The CaliforniaRules of Court are abbreviated here “CRC” and the

Code of Civil Procedure is abbreviated as “CCP”.

1.1 Sanctions for Failure to Comply with Rules.
Any counsel, party represented by counsel, or self represented litigant, who fails to
comply with any of the requirements setforth in the rules will, upon motion of a party or
the Court, be subjectto the sanctions set forth in CCP § 575.2. Other sanctions provided
by statute or the CRC may also apply.

1.2 Definitions.

1) “BASF” meansthe Bar Association of San Francisco.

2) “Day” means a calendar day unless otherwise indicated.

3) “Declaration” means eithera declaration which complies with CCP § 2015.5 or
an affidavit.

4) “Exempt” in reference to a case means a case designated as involving
exceptional circumstances under CRC 3.714.

5) “General Civil Case”is defined at CRC 1.6.

6) “Limited jurisdiction”is definedat CCP § 86.

7) “Presidingludge”includesthe designee of the PresidingJudge.

8) “Selfrepresentedlitigant” or “Pro Per” or “in pro per” means a party not
represented by counsel.

9) “Unlimited jurisdiction” meanssmall claims appeals and all case s not withinthe
meaning of CCP § 86.
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Local Rules of Court San Francisco Superior Court Rule 2

2 Administration of the Superior Court

2.0 Departments of the San Francisco Superior Court.
There are as many departments of this Court as there are judicial officers. The
Departments include the Presiding Judge, Law and Motion, Real Property Court, Juvenile,
Criminal, Traffic, Family Law, Discovery, Probate, and Complex Civil. The PresidingJudge
will from time to time designate the classes of cases to be handledin the several
courtrooms and designate the related departments.

A. Official Hours.
The official hours of the San Francisco Superior Court are determined by the Presiding

Judge and posted at the clerk’s offices at each facility and on the Court’s website.

B. Civil Courthouse Sessions.
A daily calendar of cases will be posted outside each Courtroom.

C. Criminal Court Sessions.
Criminal and Traffic department calendars are posted outside the Court clerks’ office,
Hall of Justice, Room 101, and outside each Courtroom.

2.1 Official Newspaper and Publisher.

A. The San Francisco Daily Journal, a newspaper of general circulation, publishedin the City
and County of San Francisco, is designated an official newspaper of the Superior Court.

B. The Court Executive Officeris the official publisherof the Court’s rules pursuant to
CRC 10.613.

2.2 Photographing, Recording, and Broadcasting in Court Facilities.

A. Definitions.
As usedin this rule:

1) “Courtrooms” means the actual courtroom of any individual judicial officer
includingany attached foyers, offices, conference rooms, chambers and non-
public/secured hallways.

2) “Photography” or “Photographing” means recording a still or moving likeness,
regardless of the method used, including by digital or photographic methods.

3) “Recording” means the use of any analog or digital device to aurally or visually
preserve a still or moving likeness.
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Local Rules of Court San Francisco Superior Court Rule 2

4) “Broadcasting” means a visual or aural transmission of Photography or
Recording, by any method, includingany electronictransmission or transmission
by sound waves.

B. Courtrooms.
Photographing, Recording, and Broadcasting proceedingsin courtrooms are subject to
CRC 1.150.

C. Non-courtroomareas.
Photographing, Recording, and Broadcasting in areas outside of courtrooms are subject

to the following:

1) Inorder to protect the safety and privacy of minors, all forms of Photography
and Recording are prohibitedinthe following areas:
a. The 4% Floorof the CivicCenter Courthouse (exceptfor publiceventsin
the Rotunda which have been officially approved by the Court); and
b. Anywhereinthe Juvenile Justice Centerunless otherwise authorized by
the City and County of San Francisco Juvenile Probation Department.
2) Inorder to protect the safetyand privacy of jurors, all forms of Photography and
Recording are prohibitedinthe followingareas:
a. The jury assembly room, any jury deliberation rooms, and any criminal
grand jury proceedinginthe CivicCenter Courthouse;and
b. The jury assembly room and any jury deliberation rooms at the Hall of
Justice.
3) In order to protect the safetyand privacy of court personnel, all forms of
Photography or Recording are prohibitedin the followingareas:
a. Allclerk offices, all clerk windows, and all employee work areas in each
courthouse, includingthe CivicCenter Courthouse, the Hall of Justice, the
Polk Street Annex (also known as the Community Justice Center), and the
Juvenile Justice Center; and
b. The self help center at the CivicCenter Courthouse.

D. Sanctions.
Any violation of this rule or an order made under thisrule issubject to CRC 1.150(f).

2.3 Trial Court Records.

A. Official Trial Court Records.
The followingare the official Court records for the particular proceedingsin this Court.

1) Civil Proceedings: register of actions.
2) Criminal Proceedings: misdemeanors and felony matters: docket
Infraction matters: citation.
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Local Rules of Court San Francisco Superior Court Rule 2

B. Maintenance of Trial Court Records.
Dockets or registers of actions may be maintained by means of photographing,
microphotographing, or mechanically or electronically storing the whole content of all
papers or records, or any portion thereof as will constitute a memorandum, necessary
to the keepingof a docket or register of actions so longas the completenessand
chronological sequence of the records are not disturbed. Such photograph,
microphotograph, microphotographic film or photocopy must be made in a manner and
on paper or filmincompliance with the minimum standards of quality approved by the
National Bureau of Standards.

2.4 Advertising Matters in Court.

No written advertisingincludingthat on calendars may be displayedin any courtroom.

2.5 Insufficient Funds Checks.
The Court charges a redeemed check fee (bail/fine) oninsufficient funds checks. Papers
requiringa filingfee may be stricken if paymentis tendered by an insufficient funds check
or invalid check. Such checks received by the Superior Court may be referredto the
District Attorney for prosecution or may be prosecuted civilly.

2.6 Local Committee on the Elimination of Bias.

A. Policy.
The Court is dedicated to eliminating explicitand implicit biasinall court proceedings
and to providingequal justice.

In all courtroom proceedings, except where such conduct is relevantto the issuesinthe
courtroom proceeding, judicial officers and courtroom personnel shall refrain from
engagingin conduct and prohibit others from engagingin conduct that exhibits bias,
including but not limited to, bias based on ancestry, race, national origin, gender, sexual
orientation or identity, religion, age, disability, marital status, or socioeconomicstatus
whetherthat biasis directed toward counsel, court personnel, witnesses, parties, jurors,
or any other participants. (Standards of Judicial Administration (“SJA”) Standard 10.20.)

Judicial officers shall ensure that all orders, rulings, and decisions are based on the

sound exercise of judicial discretion and the balancing of competingrights and interests
and are not influenced by stereotypesorbiases.
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B. Local Committee on Elimination of Bias (“the Committee”).
The PresidingJudge shall appoint a standing committee in consultation with the Court’s
Executive Committee and the Executive Director of BASF, of seven or more members, at
least three of whom are not members of the Court. To ensure compliance with SJA,
Standard 10.20(b)(1), the Court’s Executive Committee shall solicit recommendations
for Committee members from the minority, women’s, and LGBTQ bar associations and
from organizations representing persons with disabilities. The Committee should
conduct educational programs to eliminate bias and report annually to the Court’s
Executive Committee to recommend procedures to eliminate biasinthe courtroom. In
compliance with SJA Standard 10.20(b)(3), the Committee will review complaints as
further described below.

C. Complaint Process.
The intent of the complaint process is to educate with the purpose of amelioratingthe
problemrather than disciplining the person who is the subject of the complaint. (SJA,
Standard 10.20(c)(1).

The Committee will develop and maintain an informal complaint procedure consistent
with SJA Standard 10.20(c). All complaints must be in writing. The Committee will
create a complaintform, and the Court will make the form available onits website. Any
person may submita complaintto the PresidingJudge or Court Executive Officer
describing conduct that may constitute potential bias by any participant in courtroom
proceedings. The PresidingJudge or the Court Executive Officer must provide any

complaintto the Committee within 14 days of submission.

Unless disclosure isrequired by law, the Committee will protect the confidentiality of
the complainant, the person who is the subject of the complaint, and other interested
parties.

1) Complaints submitted to the Court must be reviewed by the Committeein
accordance with the procedures specified below. If a majority of the Committee
finds that a complaint raises an issue of potential bias, the Committee must
investigate the complaint, including contacting the person alleged to have
engagedin improper conduct. No Committee membermay participate in the
review or investigation of any complaintif that person is the subject of the
complaintor a percipient witnessto the conduct. Ifany member of the

Committee isthe subject of the complaint, or a percipient witness, that member
shall be recused.
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2) If the Committee concludesthat action is warranted, the Committee must take
stepsto educate the offending party with the purpose of ameliorating the
problem.

3) Nothingin this complaint process in any way limits the ability of any person to
submita complaint of misconduct to the appropriate disciplinary body.

4) To the extentpossible and unlessdisclosure isrequired by law, the Committee
will not retain written records of the complaints received, but the Committee
will permit collection of data on types of complaints or underlying anecdotes
that mightbe useful in educational purposes.

2.7 Presentation and Filings of Court Papers.

A. Format of Papers.
See CRC 1.200, 2.100-2.119, 3.1110-3.1116.

B. Courtesy Copies.
Courtesy copies are required for any Papers filed with the court. The term Papers
includes: any filed document requiring court review, action, or signature, any case
management statement, response to order to show cause, brief, memorandum,
petition, application, requestfororder, motion, opposition, reply, or response.

1) Timing

Unless a different deadlineisrequiredinthe local rules pertainingto a specificcourt,
departmentor division, orin an order shorteningtime, parties must lodge courtesy
copies of any papers as follows:

For all papers filed by Conventional filing, parties mustlodge courtesy copies at the time
of filing.

For all papers filed fewerthan 7 court days before the hearing, parties must lodge
courtesy copies on the day of filing.

For papers filed by E-filing 7 or more court days before the hearing, parties must lodge
courtesy copies no later than 2 court days after the date of E-filing.

2) Location

Unless a differentlocationis requiredin the local rules pertainingto a specificcourt,
department or division, parties must deliverthe courtesy copies to the department in
which the matter will be heard.

3) Contents
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Courtesy copies must include any supporting documents filed with the Papers. If the
Papers challenge the sufficiency of a pleadingalready on file, the moving party must
also supply a courtesy copy of that pleading. For papersfiled by E-filing, all courtesy
copiesmust include the relevant Transaction Receipt. With prior court approval, parties
may provide copies of voluminous exhibits on electronicmedia(e.g.,a USB device).

4) Consequences

Failure to lodge courtesy copies of moving Papers as required by statute, rule or court
order may, in the discretion of the judicial officer presiding overthe hearing, resultin
denial of the motion, continuance of the hearing, or taking the motion off calendar.
Failure to lodge courtesy copies of opposition Papers as required by statute, rule or
court order may, in the discretion of the judicial officer presiding overthe hearing, result
in the granting of the motion or continuance of the hearing. Failure to lodge courtesy
copies of reply Papers as required by statute, rule or court order may, in the discretion
of the judicial officer presiding over the hearing, resultin the reply Papers not being
considered.

C. Facsimile Filing.
The Court does not accept direct filing of fax documents under CRC 2.304. Facsimile
produced documents may not be transmitted for filing directly to any fax machine
owned or operated by the Court or clerk’s office. In order to be filed with the Court, all
facsimile produced documents must be presentedforfilingat the filingwindow or by
mail. Allrequired fees mustbe paid at the time of filing.

D. DropBox.
Pursuant to CRC, Rule 2.210, the Court’s drop box for civil filingsis only available when
the Clerk’s officeis closed during Court days between 8:30 a.m. to 4:00 p.m. When the
Clerk’s officeis closed and the Court is otherwise open, the drop box s located
immediately behind the Sheriff’s security checkin the main entrance of 400 McAllister
Street.

2.8 Application by Vexatious Litigant to File Complaint.
A person who has beenfound to be a vexatiouslitigantand is subjectto a prefilingorder
pursuant to CCP § 391.7(a) may applyto the PresidingJudge for leave to file a complaint
pursuant to CCP § 391.7(a). The applicationfor such leave must be in writing and must be
accompanied by:
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A. A copy of the proposed complaint.

B. Adeclarationset forth:

1) The court name and number of all prior actions which the applicant previously
has filed against each defendantnamedin the proposed complaint and the
disposition of each such action,

2) The reasons the proposed complaint has merit, and

3) The applicant’sreasons why leave to file the proposed complaint is not
requested for the purposes of harassment or delay, and

C. Aproposedorder witha blankto be completed by the PresidingJudge indicatingthat
the applicationis granted or denied, and a second blank indicating the amount of
security, if any, that must be furnished for the benefit of the defendant(s) asa condition
of filingthe proposed complaint, pursuant to CCP § 391.7(b).

D. If the applicationisgranted and the applicant furnishesthe required security, the
application, all supporting papers and the order granting the application must be filed
by the clerk. Ifthe applicationis denied, orifthe applicationisgranted upon the
condition that security be furnished and the applicant failsto furnish the required
security, the application, all supporting papersand the order, initialed by the Presiding
Judge or the clerk, must be returned to the applicant.

2.9 Judges’ Vacation Day.
A judge’svacation day is defined as follows:

“A day of vacation for a judge of the Superior Court of California, County of San Francisco,
is an approved absence from the Court for one full business day. Absencesfrom the
Court listedin CRC 10.603(c)(2)(H) are excluded from this definition.”

2.10 Fees For Certain Court Service or Products.
Pursuant to CRC 10.815, the Court may charge a reasonable fee not to exceed the Court’s
cost of providing the following products and services: forms, information materials,
publications, off-site retrieval and return of documents to the off-site storage facility, and
postage. These feesshall be publishedinthe Court’s fee schedules.

2.11 E-Filing Rules.

A. Definitions.
1) “Clerk” means the clerk of the Superior Court, County of San Francisco.
2) “Conventional”service and filingmeansservice and filing of documents
pursuant to the CCP and CRC absent these E-Filing Rules, i.e. using paper format.
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3)

4)

5)

6)

7)

8)

9)

“Designated Case” means single assignment cases, complex cases, all general
civil cases (with the exception of small claims cases), misdemeanorappeals,
misdemeanor writs, ex parte applicationsinvolving misdemeanor convictions,
family law dissolution cases, any case in which the parties have stipulated and
the Court has designated that the case will be governed by these E-FilingRules,
any case designated by Court Order pursuant to CRC 2.253 and any other cases
designated by the Court under these E-Filing Rules. A case provisionally complex
pursuant to CRC 3.400(c), or otherwise designated by a party as complex,isnot a
Designated Case until such time as the Court entersa classification order
pursuant to CRC 3.403. Probate matters, to the extentsetforth in LRSF 14.91,
are Designated Cases. A matter becomes a Designated Case as of the date it is
so designated.

“E-Document” meansan electronicversion of a document generally composed
of text.

“E-File” means electronicversion of an original document transmitted to the
Clerkviathe Vendor’'s systemor electronically filed and/orserved. An E-File
consists of an E-Document, E-Image, or both.

“Vendor” means a private entity approved by the Court to provide electronic
filingand service. The Courtis nota Vendor. Vendors provide E-Service. The
Court does not provide E-Service.

“E-Image” — An electronicversion of a document that has been scanned or
convertedto a graphical or image format.

“E-Service” — Electronic transmission of an original document to all other
designatedrecipients directly, by an agent, or viaa court approved vendor’s
system. (See CRC 2.251(e)(1).) Upon the completion of any transmission to the
Vendor’s system, a Transaction Receiptis issuedto the sender. Once the Vendor
has served all recipients, proof of electronicservice must be available to the
senderfrom Vendor.

“Transaction Receipt” means a confirmationthat is transmitted to a registered
User aftera registered User has submitted a transaction to the Court through a
Vendor. The Transaction Receiptdisplays the date and time the transaction was
submitted by the registered User through the Vendor.

10) “User” — Any party or non-party to a Designated Case who has not been

B. Scope.

excluded.

These rules govern the E-filingand E-service of documents in Designated Cases. Except

as provided below, all Designated Cases must comply with E-Filing Rules.
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C. ExclusionFrom E-Filing and E-Service Requirements.

1)

2)

Self-represented parties and non-parties are excluded from the requirements of
these E-Filing Rules, but are encouraged to comply with them voluntarily. Self-
represented parties and nonparties must be served Conventionally, unlessthe
self-represented party or non-party agrees, in writing, to accept electronic
service.

Represented parties may apply to be excused from E-Filing Rules. The Court may
grant such an applicationif the party establishes that compliance with the E-
Filing Rules would pose an undue hardship or cause significant prejudice. A
represented party seeking to be excused from E-Filing Rules must file either an ex parte
applicationfor relief or a Request for Exemption from Mandatory Electronic
Filingand Service, (Judicial Council Form EFS-007). The request must be heard in
the departmentto which the case is assigned (or Department 206 if the case has
not been assigned). The applicant must be presentat the hearing. The
application must be accompanied by a proposed order and a declaration under
penalty of perjury setting forth with specificity the undue hardship or significant
prejudice that the applicant asserts would resultfrom compliance with the E-
Filing Rules. Judicial Council Form EFS-007 must be accompanied by Judicial
Council Form EFS-008, Order of Exemption from Mandatory ElectronicFilingand
Service. After the ex parte hearing, the applicant must serve written notice on

all other parties of the Court’s ruling.

D. Retroactive Effect of Designation.
The Court’s designation of a case does not require the re-filing, re-service, ortranslation

into electronicformat of any document filed orserved before the designation. The
judge assigned to a Designated Case may order the parties to e-file papers previously

conventionally filed.

E. Obtaining Access to System.

1)

2)

All E-Filings must be filed through a Vendor. Users must enter intoa standard
service agreement during the registration process that will governall
transactions completed withinthe scope of these E-FilingRulesin addition to
additional features that Users may but are not requiredto use in connection
with the E-filingand/or E-service of documents through the Vendor.

The Court Executive Officer of the Court may solicit bids from other potential
vendorsand submitto the PresidingJudge any recommendationsfor a change in
the designation of the Vendoror the terms of the Service Agreement. The Court
Executive Officer must provide current and potential vendors all information
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reasonably necessary to develop a bid to renderthe services necessary to
implementthese rules.

F. Assignmentof Username and Password.
The Vendorwill assignto the party’s designated representative a confidential username
and password. No attorney or party representative may knowingly or recklessly
authorize or permithis/herusername or password to be utilized by anyone otherthan
the authorized attorneys or employees of the attorney’slaw firm.

G. Obligation to Keep Information Current.
Each represented party must furnish that party’s electronicservice address on the first
occasion that the party e-filesany paper. Each party can have only one e-service
address ineach case. The case-specificelectronicservice address must specify the
party. The electronicservice addressfor entities designated for courtesy service can be
provided to the vendor, but will not become a part of the Court’s service list. A party
whose electronicservice address changes while the action or proceedingis pending
must promptly e-file anotice of change of electronicservice address or Judicial Council
Form EFS 010, Notice to Change Electronic Service Address, with the court and must
serve this notice on all other parties or theirattorney(s) of record. An electronicservice
address is presumed valid for a party if the party files electronicdocuments with the
court from that address and has not filed and served notice that the address is no longer
valid.

H. E-Filing of Pleadings and Other Documents

1) Except as expressly provided by these rules, all pleadings, motions, memoranda
of law, declarations, orders, or otherdocuments must be electronically filed. All
papers relatingto a pleadingor requestfor an order (e.g. notice of demurrer,
requestfor judicial notice, memorandum of pointsand authorities and proposed
order) must be e-filed togetherina single transaction.

2) During trial, motions, memoranda, and matters presented to the Court in writing
for decision may be servedin opencourt in hard copy form. Theseitemsand
proofs of service must be filed electronically nolaterthan the Close of Business
on the court day followingservice by hand in open court, and the electronic
proof of service must reference the date originally servedin open court.

I. Responsibility for Redaction.
The responsibility forredacting personal identifiers and privileged or confidential
informationrests solely with counsel and the parties. The Clerk will notreview each
pleadingor other paper for compliance. The court may impose sanctions for violation of
these requirements.
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J. Confirmation of Receipt of Lodged and Filed Documents.
Vendoris hereby appointed agent of the Clerk as to the E-filing, receipt, service and/or
retrieval of any document in the E-File system. Vendormust promptly send Users
confirmation of the receipt of any document that Users have transmitted to Vendor for
filingor lodged with the Clerk. Such confirmation must indicate the date and time of
receiptstated in PacificTime. The Clerk must review the document and transmit to the
Vendor confirmationthat the documenthas beenreviewed, accepted, or rejected by
the Clerk. The Clerk must electronically endorse any document accepted for filingin
accordance with CRC 2.259(e), or must promptly transmit the Clerk’s notice of rejection
or amendmentto the User through Vendor.

K. Payment of Statutory Filing Fees.
Vendoris hereby appointed as the agent of the Clerk with respectto collecting statutory
filingfeesforany electronically filed document. Each User must pay all requiredfiling
feesfor electronically filed documentsto Vendor. Vendor will invoice each User
monthly for the total amount of such filingfees. Vendor mustremit filingfeesto the
Clerk. At such time, those fees are the sole property of the Clerk of the Superior Court
of California, County of San Francisco. All requestsfor refunds of filingfees must be
addressedto the Clerk and may be submitted electronicallyinthe manner prescribed by
the Clerk.

L. Format of E-Filed Documents.
All electronically filed documents, to the extent practicable, must be formattedin
accordance with the applicable rules governing formatting of paper pleadings.

M. Signatures on E-Filed Documents.

1) Everyitemwhich is E-Filedand/orE-Servedis deemedto have beensignedby a
judge, licensed attorney, court official, or person authorized to execute proofs of
service ifit bears a typographical signature of such person, e.g., “/s/ Adam
Attorney,” along with the typed name, address, telephone number, and State
Bar of Californianumber of a signingattorney. Such typographical signatures are
personal signatures for all purposes under the CCP. Judges may use graphic
signatures.

2) E-Filedand/or E-Served documents requiringa signature under penalty of
perjury must be imaged to reflectthe handwritten signature of the declarant to
accomplish validfilingand service.

3) E-Filedand/or E-Served documentswhich do not require a signature under
penalty of perjury are deemed ssigned by the submitting party if it bears a
typographical or graphic signature.
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4)

The original of E-Filed and/or E-Served documents including original signatures
must be retained by the party filingthe document for at least the period after
the termination, including all appeals, of the case required for conventionally
filed documents. Upon reasonable notice, the filing party must providein
advance of any hearing on the matter the original of such typographically signed
or imaged documents.

N. ElectronicTitle of Documents.
The document title entered on the Vendor system must be the same as that reflectedin

the caption of the document.

0. E-Service of Documents and Proof of Service.

1)

2)

3)

Users must E-Serve all E-Filed documents on all parties. Users may E-Serve other
documents not E-Filed. This Rule does not modify the obligations of service as
set forth inthe CCP.

A party may choose to serve documents required to be E-Filed underthese Rules
by means in addition to E-Service, but not instead of E-Service. The time for
response to documents shall be the earlier of those attributable to the various
means of service.

The Transaction Receiptis a valid proof of service if it complies with CRC
2.251(e)(1) and CCP § 1013(a). A proofof service page may be attached to the
last page of any E-Filed and E-Served document. Proof of Service may be
accomplished by: (a) stating the necessary information on the last page of any E-
Filedand E-served document; or (b) filingaseparate document. If the proof of
serviceis filed asa separate document, it must include: a caption page including
the case name and number; a reference to the Transaction Receipt; and a title
identifyingthe documentsserved.

P. Effectof E-Service.
The E-Service of a document is effective service onall Users. The filingand service

provisions of CCP § 1010.6 and CRC 2.251 apply.

Q. Documents Under Seal. A motionto file documentsunderseal must be filed

electronically. The redacted and un-redacted (conditionally sealed) documents must be

electronically filedinthe same transaction. Courtesy copies of the conditionally sealed

document(s) must be lodged with the department where the motion will be heard

(please see E-filing Special Instructions, located on the Court’s website,

www.sfsuperiorcourt.org, for more details).

Effective: July 1, 1998; Revised: January 1, 2021 13


http://www.sfsuperiorcourt.org/

Local Rules of Court San Francisco Superior Court Rule 2

R. Conventional Filing of Documents.
Notwithstanding the foregoing, the following types of documents may or must be filed

conventionally unless otherwise required by the Court:

1)

2)

3)

4)

5)

6)

Initiating Filings. All parties must file an original conventional document to
initiate a new filingin Complex Litigation, Asbestos, Probate, Appellate Division/
Misdemeanor Appeals/Writs, Unlawful Detainer, Civil Harassment, and
Name/Gender Change cases. All other general civil, exceptsmall claims, and all
Family Law Dissolution cases must be initiated by electronicfiling through File &
ServeXpress.

Documents Issued by Clerk. Issuance of summons and writs, Abstracts and Out
of State Commissions, Certificate of Facts RE: Unsatisfied Judgment, Order of
Examinations must be handled conventionally.

Non-electronic Exhibits or Other Items. Exhibitsto declarationsor other
documents that are non-text articles, physical objects, or other documents not
readily susceptible to E-filing may be filed or lodged conventionallyandin
accordance with the direction of the Clerk. A notice of such filing must be filed
and served electronically.

Documents served by hand in open court during trial (including motions,
memoranda of points & authorities and other matters presentedto the Courtin
writing for decision) may be served conventionally. The documentand proof of
service must be E-Filed before the Close of Business on the court day following
service by hand in open court. In addition, the proof of service must reference
the date the document was originally servedin open court.

Motions with Jurisdictional Time Limits. The following may be filed and served
conventionally: Motions with jurisdictional time limitsincluding motions for new
trial, motions JNOV, motions to quash service for personal jurisdiction, any
notice of appeal, and petitions forwrits. The Court’s service copy of any petition
to the Court of Appeal for extraordinary relief must be served electronically.
The following documents will continue to be required to be submittedin original
form for filinginthe Clerk’s Office:

a. Requestto Waive Court Fees; Requestto Waive Additional Court Fees,
Order on Court Fee Waiver, and any accompanying first paper.
[Repealed: LRSF Rule 2.11 R (6) (a) effective 1/1/2021];

b. Claim of Right Possessionand Notice of Hearing;

¢. Undertakings and Rent Deposits — funds deposited with the court must
be certified funds such as cash, cashier’s check, or moneyorder. No
personal checks are accepted unlessstatedin the order;
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7)

d. Bonds.

Petition for Guardian ad Litem. The original Petition for Appointmentofa
Guardian ad Litem with original signatures and the proposed order must be
conventionally submitted directly tothe PresidingJudge’s department afterthe
filingfee hasbeen paid. The filingfee may be paid eitherinthe Clerk’s Office,
Room 103, or through an e-filingvendor by electronically submittinga copy of

the petition.

S. E-Filingand Service of Orders and Other Papers by Court.
The Court may issue, file, and serve notices, orders, and other documents electronically

subjectto the provisions of these E-Filing Rules.

T. User Technical Problems.

1)

2)

In the eventthat a User is temporarily unable to E-File due to technical
problems, the User should follow procedures set forth by the Court. The Court
may establish policiesand procedures for Users to follow when requestingan
extension of time due to technical problems; otherwise, such requests may be
made by ex parte motion, addressed to the judicial officerstatedin SectionE.
The Clerk, pursuant to established policies and procedures in effect at that time,
may determine whethera User has complied with established policy and
procedures entitling Userto an extension of time.

The User may alternatively file by faxing documents and attachments to the
Vendor. Vendor must then convert those documents to electronicform, file
them with the Clerk, and serve designated parties as provided. Users filingvia
facsimile through the Vendor must be charged feesreflectingVendor’s then

current published rates for filingand service in this manner.

U. User Erroror Vendor Technical Problems.
If E-filing or service does not occur due to (1) error inthe transmission of the document

to Vendor or served party which was unknown to the sending party, (2) Vendor’s failure

to process the electronicdocument, (3) a party’s erroneous exclusion from the service

list, or (4) othertechnical problems experienced by the Vendor, then the User affected

may be entitledtoan extension forany response or the period within which any right,

duty, or other act must be performed, provided the User demonstrates that he or she

attemptedto file orcomplete service on a particular day and time. The Court may

establish policies and procedures for the way in which a User may demonstrate he or

she attemptedto file or complete service on a particular day and time. The Clerk,

pursuant to established policies and proceduresin effect at that time, may determine
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whethera User has complied with established policy and procedure entitling Userto an

extension of time.

V. E-Filing of Documents in Asbestos, Complex Litigation, Probate and Appellate
Division Misdemeanor,and Family Law Dissolution Proceedings.
All parties, with the exception of a self-represented litigants, must file all subsequent
documents electronically through File & ServeXpressinthe following designated case
types: Asbestos, Complex Litigation, Probate and Appellate Division Misdemeanor, and

Family Law Dissolution proceedings.

Adopted:July 1, 1998
Last Revised: January 1, 2021
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3 Civil Case Management

3.0 Establishment of Case Management.

A. General Civil Case Management.
Pretrial management of general civil cases not assigned to a single judge is conducted in

Department 610.

B. Uninsured Motorist.
At the time the complaintis filed, or within 10 days after discoveringthat the case is an
uninsured motorist case, plaintiff mustfile in Department 610 an ex parte application
with a supporting declaration requesting that the case be designated as an uninsured
motorist case. To allow for arbitration of the plaintiff's claim, the Civil Case
Management Rules do not apply to a case designated by the Court as "Uninsured
Motorist" as defined in Government Code § 68609.5 and Insurance Code § 11580.2 until
180 days after the designation.

C. Order to Show Cause/Sanctions.

1) Upon failure of any party, includingthe party's counsel, to comply with any
provision of LRSF 3 or the applicable CRC or statute, the Court may issue an
order to show cause to determine the reason for non-compliance and whether
sanctions should be imposed.

2) The Court may impose reasonable monetary or non-monetary sanctions for any
violation of a lawful court order or any provision of these rules done without
good cause or substantial justification. Sanctions may be imposedfor a violation
committed by a party, a party's attorney, or both. Monetary sanctions are
payable to San Francisco Superior Court.

3) Anyrequestto vacate sanctionsimposed by the Civil Case Management
Department must be brought on written ex parte applicationin that
Department.

3.1 Service of Complaint, Responsive Pleading, and Cross-Complaint
(CRC 3.110).

A. Application for Order Extending Time. Extensionto Serve Summons and
Complaint.
A written application must be filed and a courtesy copy with a proposed order delivered

to Department 610.
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B. Extension to Respond.
A written application must be filed. Oppositiontoa request for extension of time to
respond must be filed withintwo (2) Court days of service of the request. Courtesy
copiesof the application and opposition with a proposed order must be lodgedin
Department 610 in compliance with LRSF 2.7.

C. Other Orders ConcerningService.
An applicationfor leave to serve a summons and complaintin a manner for which Court
authorizationis required must be made to the PresidingJudge, exceptfor applications
for leave to serve summons in an action for unlawful detainer by posting, pursuant
to § 415.45, which shall be made to the Real Property Court. (See Rule 8.10).
Applicationsto be made to the PresidingJudge include:

1) An applicationforleave to serve a corporation or a limited liability company by
service on the Secretary of State, pursuant to Cal. Corp. Code § 1702(a); or

2) An application for leave to serve a summons by publication, pursuantto
CCP § 415.50.

3.2 Case Management Conference Date (CRC 3.720-3.730).

A. Case Management Conference Date.
When a complaintis filed, the clerk will issue a notice to plaintiff thatincludes a case

management conference date. Plaintiff mustserve that notice on all defendants.

B. CourtReview of Case Management Statements.
Prior to the case management conference, the Court will review the case management
statements and issue an order to show cause or a case managementorder. CRC 3.720-
3.730. The Court may eithercontinue the conference or cancel the conference and
enterany of the followingorders:

1) Referralto judicial arbitration;
2) Mandatory ExpeditedJury Trial; or
3) Assignmentof a trial date.

C. Objections.
A party objectingto an order to arbitration or a trial setting, must file and serve a
“Notice of Objection.” A courtesy copy of the “Notice of Objection” must be lodgedin
Department 610 in compliance with LRSF 2.7. All parties must appear personally,
through counsel or by telephone on the objection hearing date specifiedinthe Court’s
order or notice (see LRSF 3.2(E) for Appearance by Telephone). A party objectingto a
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trial settingmust meetand conferwith the other side(s) inan effortto agree upon an
alternative trial date before the hearingis heldin Department 610.

D. Continuances.
A requestto continue a case management conference must be set forth inthe case
management statement or in a supplemental statementif the case management

statement has already beenfiled.

E. Appearance by Telephone (CRC 3.670).
Parties may electto appear for an Objection Hearing or a civil case management
department conference by telephone. To do so, the participant must serve and submit
to an approved vendor, not less than five (5) Court days prior to the hearingdate, a
requestfor telephonicappearance form and pay a fee. Required submission, forms, and
payment procedures are detailed on the Court’s website www.sfsuperiorcourt.org/.
The person requestingto appear by telephone must be available fortwo (2) hours after
the time noticed for the hearing. For all Order to Show Cause Hearings in the civil case

management department, parties must appear in person.
3.3 Stipulation to Judge Pro Tem.

A. A party isdeemedto stipulate that all matters heard in the Civil Case Management
Department may be heard by a temporary judge, by failing to file an objectionin writing
within thirty (30) days after the first pleadingisfiledinthe action by that party, or at the
first hearingin the Civil Case Management Department, if heard before the expiration of
the thirty (30) days. Notice to this effectis providedto the parties pursuant to the
“Notice to Plaintiff” provided at the filing of the complaint.

B. A party refusingto stipulate to pretrial case management before a temporary judge
may:
1) Submitthe matter on the papers without oral argument, or
2) presentoral argument before the temporary judge. Without further briefingor
oral argument, a judge assigned to hear the matter, must make a determination
on the issue before the Court and issue an order.

3.4 Ex Parte Applications.
In Department 610, ex parte applications other than to shortentime are submitted on the
papers and no personal appearance isrequired. Proposed orders and a self-addressed
stamped envelope must be included. See LRSF 9.
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3.5 Complex Cases.

A. Asbestos Cases.
Actions for personal injury and wrongful death arising out of exposure to asbestos are
designated complex litigation. Plaintiff must pay a complex case fee, in additionto the
first appearance fee, at the time of filing of the first paper.

B. Cases Provisionally Complex.
Provisionally complex cases are setforth in CRC, Rule 3.400(c). In addition, the Court
designates cases subjectto Add-on Petitionsin Coordinated Actions and cases related to
Multi-District Court (MDL) litigation as provisionally complex under CRC, Rule 3.400(d).
CEQA cases are provisionally complex and are covered by LRSF 6.10.

C. Complex Treatment (for other than Asbestos and CEQA cases).

1) Provisionally complex cases will not be treated or designated as complex until
the Court so orders.

2) Partiesseekingcomplex designation mustfile an application (or joint
application), inall cases, including cases where the complex box has been
checked on the Civil Case Cover Sheet (CM-010), stating the reasons why the
case should be designated complex. A copy of the application must be delivered
to Department 304. Any oppositionto an application must be filed within 5
court days (or as may be extended by the Court) of the date on which the
application was filed and a copy of the opposition must be deliveredto
Department 304. The Court willissue anorder either (i) deemingthe case
complex and assigningit to a single judge for all purposes or (ii) denyingthe
application.

3) Any party at any time may apply for complex designation, whetheror not the
Cover Sheetidentified the case as complex or whethera case is provisionally
complex under (B) above.

D. ComplexFiling Fees.
The filingfee established by Government Code § 70616(a) must be paid at the time a
party applies forcomplex designation. In the eventcomplex designationis not granted,
a party may apply for a refund of the complex filing fee by submittinga Request for
Refund.

(http://www.sfsuperiorcourt.org/sites/default/files/pdfs/RequestforRefund.pdf)

Adopted:July 1, 1998
Last Revised: January 1, 2018
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4 Alternative Dispute Resolution

4.0 Policy.
Every long cause, non-criminal, non-juvenile case should participate eitherin voluntary
mediation, arbitration, neutral evaluation, an early settlement conference orother
appropriate alternative dispute resolution process prior to trial. Information regarding
the available alternative dispute resolution programs is posted on the Court's website
(http://www.sfsuperiorcourt.org/divisions/civil/dispute-resolution) and included in the

ADR information package that plaintiff must serve on each defendant.
4.1 Mandatory Judicial Arbitration.

A. Policy.
All non-exempt at-issue long cause civil actions subject to CCP § 1141.11 must be

submittedto judicial arbitration. Short cause matters tried to the Court, and other
matters excluded by statute and CRC 3.811, are not submitted to judicial arbitration.

B. Civil Action on the Mandatory Arbitration Hearing List.
Each action ordered to arbitration will be placed on the arbitration hearing listand
remain there until an arbitrator’s award or a dismissal of the action has beenfiled, or

the action is ordered restored to the civil active list by the Arbitration Administrator.

C. MotionsRegarding Arbitrationand Discovery Motions.
All motions regarding arbitration pursuant to CRC 3.810 et seq. are heard in the Law and
Motion Department. All discovery motions are heard in the Law and Motion

Departments.

D. Selection of Arbitrator.
Within fifteen (15) days after an action has been placed on the arbitration hearing list,
the Arbitration Administrator will mail a list of three (3) names of prospective arbitrators
to the parties, and each side will have ten (10) days from the date of mailingto reject
one of those names. Rejections must be exercisedina letterto the Arbitration
Administrator. This subsection does not applyto CCP § 1141.11(d) cases.

E. Panel of Arbitrators.
A list of members of the Court’s arbitration panel is available forreview by counsel and

self-represented partiesin Room 103, Window 27, Clerk’s Office.

1) Grounds for Resignation, Suspension and Removal from ADR Panel, and
Complaint Procedures.
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a. A panel member may requestto be removed at any time upon ten (10)
days’ advance notice submitted to the Court’s ADR Administrator.

b. A panelmember may be summarily suspended by the Court for so long as
thereis failure to comply with the rules of the panel, includingany
reporting requirements.

c. Any panelmembermay be removed from the panel or suspended for:

1. Failureto handle Court referred case with professional
competence and diligence;

Charging unconscionable fees or other charges;
Failure to completely disclose all fees and charges at the outset of
the case;

4. Falsification of any material statement made to qualify for any
panel or made inany required report;

5. Violation of any rule of professional conduct applicable to the
provideras determined by the applicable professional
organization;

6. Commission of a crime involving moral turpitude;

7. Repeatedfailure to comply with these rules;

8. Loss or suspension of a professional license may be grounds for
removal.

2) Complaint Procedures and Complaint Proceedings against ADR Panel Members.

a. Allinquiriesand complaints lodged against a panel member must be
submitted to the ADR Administrator who shall serve as the complaint
coordinator pursuant to CRC 3.867.

b. Upon receiptof a complaint, the ADR Administratorshall send the
complainant written acknowledgement that the Court has received the
complaint.

c. The ADR Administrator shall conduct a preliminary review of all
complaintsto determine whetheritcan be informally resolved, closed, or
warrants investigation.

d. If the complaintis not resolved or closed during preliminary review:

1. The ADR panel membershall be given written notice of the
complaintand an opportunity to respond.

2. The complaint shall be investigated and a written
recommendation concerning court action on the complaint shall
be made by a complaint committee. The complaintcommittee
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must include at least one member who has experience inthe ADR
process that is the subject of the complaint.

3. The final decision on the complaintshall be made by the Presiding
Judge or his/herdesignee within thirty (30) days after the
complaintcommittee’s recommendationis submitted to the
PresidingJudge.

4. The Court shall send written notice of the final action taken by the
Court on the complaint to the complainantand to the ADR panel
member. The notice shall be sent no later than ten (10) days after
the PresidingJudge or his/herdesignee makes a final decision on
the complaint.

5. Afterthe decisionon a complaint, the PresidingJudge or his/her
designee may authorize publicdisclosure of the name of the ADR
panel member against whom action has been taken, the action
taken, and the general basis on which the action was taken.

e. Allcomplaint procedures and complaint proceedings shall be kept
confidential. Noinformation or records regarding the receipt,
investigation, or resolution of a complaint may be opento the publicor
disclosed outside the course of the complaint proceeding exceptas
providedin Rule 4.1E.2.(d)(5) above or as otherwise required by law.

F. Order to Show Cause (0OSC) Procedure.
Upon appointment of the arbitrator, the Court may set the case for an OSC why the
matter has not been arbitrated to be heard on or about thirty (30) days afterthe
expiration of the arbitrator’s jurisdiction. If the Arbitration Administratorreceives
written notification that the case has been arbitrated, settled or dismissed, then the
matter will be dropped from the OSC calendar. This action can be confirmed by calling
the tentative rulingline after 3 p.m. the court day precedingthe hearing date at (415)

551-4000.

G. Continuances of Arbitration Date and Jurisdiction of More than 90 Days.
Counsel must submita stipulationincludingthe consent of the arbitrator requestingan
extension of the jurisdiction, a declaration stating good cause for the extension,and a

proposedorder. A courtesy copy must be deliveredto Department 610.

H. Failure to Arbitrate.
Unless jurisdiction of the arbitrator has been extended by Court order, actions in which
the arbitration hearing has not taken place withinthe period of time allowed will be
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subjectto an order to show cause why the action should not be dismissed, the answer
stricken or another appropriate sanction imposed.

I. Original CourtFile.
The original Court file will remainin the possession of the clerk of the Court.

J. EconomicHardship Requests.
The trial judge will hear all motions pursuant to CCP § 1141.21 requestinga findingthat
the imposition of costs and fees would create such a substantial economichardship as
not to bein the interest of justice.

K. Failure to Participate.
Willful failure to participate meaningfully in arbitration proceedings may resultin the

imposition of sanctions.

L. Mediationin Lieu ofJudicial Arbitration.
Parties to any civil action assigned to judicial arbitration may elect voluntary mediation
in lieu of judicial arbitration by filing a stipulation to mediate. The stipulation must be

filed and a courtesy copy delivered to Department 610 in compliance with LRSF 2.7.

M. No Tolling of Time Limits.
The electionto mediateinlieu of judicial arbitration will not suspend any time periods

specified by statute, the CRC or these LRSF.
4.2 Voluntary Civil Mediation.

A. Civil MediationAct.
This program is not established pursuant to the Civil Mediation Act, CCP §§ 1775 et seq.

B. Selection of Mediation Provider.
The parties must selecta mediator, panel of mediators or mediation program of their

choice to conduct the mediation. The mediation provider need not be an attorney.

4.3 Voluntary Arbitration.
Parties may agree to submitany civil matter to eitherbindingor non-binding private
arbitration.

Adopted:July 1, 1998
Last Revised: July 1, 2019
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5 Settlement Conference and Settlement Calendar
5.0 Mandatory Settlement Conference and Settlement Calendar.

A. The settlementcalendaris a part of the pretrial facilities of the Superior Court. A failure
of any person to prepare for, appear at or participate in good faith in a settlement
conference as required by these rules and the CRC may constitute an unlawful
interference with the proceedings of the Superior Court and sanctions may be imposed.

B. Settlementconferencesare mandatory inunlawful detainers where thereis a jury
demand. In all other cases, Mandatory Settlement Conferences may be ordered by the
PresidingJudge under the appropriate circumstances withinthe Court’s discretion. LRSF
5.0 appliesto any settlement conference so ordered.

C. A party to any limited or unlimited jurisdiction civil proceeding, short or long cause, may
apply to the PresidingJudge for a specially set settlement conference by filingan ex
parte application which must include a proposed order and proof of service. A response
to the application may be filed by opposing parties withintwo (2) Court days of being
served with the application. Courtesy copies must be deliveredto Department 610. The
applicationis submitted on the papers and no personal appearance is required. The
PresidingJudge will consideramong other factors the ability of the Court to provide a
settlement officer, and whetherthe case procedurally appears ready for settlement.
LRSF 5.0 appliesto any settlement conference so ordered.

D. Attendance at the settlement conference by the attorney who will try the case and each
party ismandatory. Inthe case of an insured principal, the authorized representative of
the insured’sinsurance company must also be presentand must have authority to
settle. In any professional negligence case in which the defendantretains the right to
refuse settlement, participation of that defendantin the settlement conferenceis
mandatory.

E. Allcounsel must ascertain whetherthere are claims or liens which may affecta
settlementand meet and confer with lien holders and request in writing that the
claimants or lien holders, or their representatives, attend the settlement conference. A
copy of such written request must be attached to the settlement conference statement.
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F. The parties must undertake good faith settlementdiscussions. Exceptinlimited
jurisdiction unlawful detaineractions, not less than five (5) Court days prior to the date
of the conference, plaintiff must communicate a demandfor settlementto defendant,
and defendant must within two (2) Court days thereafter convey to plaintiff an offer of
settlement. Notlessthan five (5) Court days prior to the scheduled conference, the
parties must exchange and deliverto the settlement conference judge the following
items, which are not filed with the clerk's office:

1) A statementdescribingthe facts of the case and relevantlegal issuesand
contentions; the latest demands and offers between the parties; and in the
plaintiff’s statement, an evaluation of the percentage of liability attributed to
each defendant for the purpose of allocation of non-economicdamages;

2) A copy of the most recent medical reports;

3) A summary of injuries and residuals and a statement of economicand non-
economic damages, including medical bills, loss of earnings and other claimed
special damages, if any; and

4) The names, addresses, and specialties of any expert witness who will be called.

5) Atthe conclusion of the conference, the settlement statementand other
material furnished to the Court must not be made part of the clerk’sfile.

G. A party orderedto participate in a Mandatory Settlement Conference may ask to
continue the settlementconference, orvacate it, by filingan ex parte applicationin
Department 610 which application must include a proof of service and a declaration
stating good cause for the continuance or removal of the settlement conference.
Oppositionto such request must be filed withintwo (2) Court days of service of the
requestand a courtesy copy must be delivered to Department 610. The requestis
submitted on the papers and no personal appearance isrequired. Proposed orders and
a self-addressed, stamped envelope must be included. See LRSF 3.4. Any requestto
continue or vacate a settlement conference must be filed and lodge d separately from a
motion or ex parte applicationto continue the trial date.See LRSF 6.0(B).

Adopted:July 1, 1998
Last Revised: July 1, 2019
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6 Civil Trial Setting and Related Civil Trial Matters
6.0 Civil Trial Calendar.

A. Trial Calendar.
The trial calendar is maintained by the PresidingJudge, and includes all general civil

cases, exceptunlawful detainers, asbestos cases, and cases assigned to a single judge
for all purposes. (For Unlawful Detainers see LRSF 8.10). The trial calendar separately
designates cases setfor jury trial, expeditedjury trial, non-jury trial, and short cause trial
(any case with a time estimate of one day or less).

B. Continuances.
The PresidingJudge determines motions for continuance of a case set for trial on the
trial calendar, except for unlawful detaineractions. (See LRSF 8.10) and asbestos cases.
These motions must be accompanied by supporting declarations. No motion for
continuance of a trial date may be made or heard in any other department. No motion
to continue will be heard on the day of trial call, absent unusual circumstance or
permission of the PresidingJudge. The PresidingJudge on stipulation of the parties may
continue trial to a date convenientto the Court by an ex parte application. Parties
seeking a stipulated continuance of the trial date must submit:

1) An ex parte application establishing good cause for the continuance, includinga
declarationthat there have been no prior continuances or stating the number of
prior continuances, the reasons for those, and the party seekingthose;

2) Afiledstipulationbyall parties includingan agreementto a specifictrial date.
Trial dates are on a Monday, if Monday isa court holiday, on the Tuesday after a
Monday court holiday; and

3) A proposedorder.

No continuance will be granted exceptfor good cause shown, such as serious accident,
illness ordeath, or unanticipated unavailability of parties or witnesses. Withouta
showing of good cause, no case will be continued on the trial calendar on the ground
that a date for a hearingin the Law and Motion Department or other department has
not been scheduled or heard prior to the trial date.

C. Regular Assignment for Trial.
All general civil cases on the trial calendar (jury and non-jury) will be assigned for trial by
the PresidingJudge, Monday through Friday. The calendar for limited and unlimited
jurisdiction casesis called at 9:30 a.m. The PresidinglJudge supervisesthe civil trial
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calendar and assigns and disposes of such cases in the manner bestdesignedto
accomplish the business of the Court.

D. Standby Assignment.
Any jury or non-jury case called for assignmentand not assigned must be on standby,
and all attorneys and principals must remain available inaccordance with instructions of
the PresidingJudge. All cases not assigned may be re-calendared, or remain on the
master calendar until trial assignment by the PresidingJudge.

E. Cases Ordered Off Calendar.
All cases ordered off calendar or in which a mistrial has been granted, may in the
discretion of the PresidingJudge be reset for trial, placed for hearingon a calendar to
show cause for why the action should not be dismissed, or otherwise assigned as the
PresidingJudge determines.

6.1 Nonapplicability to Expedited Jury Trials.
The provisions of Rules 6.2 through 6.4 and Rule 6.8 do not apply to expedited jury trials
conducted pursuant to Code of Civil Procedure (CCP) § 630.01 or § 630.20, exceptas

specifiedinthe consent order or as ordered by the trial judge.

6.2 InLimine Motions.
All motionsin limine at trial (except for unlawful detainer cases) must be in writingand
served by mail on all parties at least ten (10) days before the date set for trial or
personally served at least five (5) days before the date set for trial. Anywritten
oppositionto in [imine motions must be personally served and filed no later than the date
set for trial. Courtesy copies of any inlimine motions and oppositions thereto must be
provided to the trial judge as soon as the judge isknown to parties. Failure to comply
with rule 6.1 may preclude the bringing of motions in limine atthe time of trial, subjectto
the Court's discretion.

6.3 Preparation of Deposition Extracts.
Parties must meet and confer in advance of trial on the designation of depositionsto be
used at trial, otherthan those used forimpeachment. At leastten (10) days prior to trial,
or lateras soon as the trial judge is known, the parties must lodge with the trial judge the
designations and counter-designations of such testimony together with brief notations of
all objections and responsesthereto sufficienttoallow the trial judge to rule on those
objections.
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6.4

6.5

A.

6.6

Exhibit and Witness Lists.

At leastten days prior to trial, or lateras soon as the trial judge is known, the parties
must lodge with the trial judge a list of proposed exhibits and a list of witnesses expected
to be called (except for rebuttal withesses). The witness list must include for each
witness a brief statement of the expected area of testimony and time estimate for direct.
A separate witnesslistneed not be filed underthis subsectionif the parties file a Joint
Statement Regarding Trial Time Limits under LRSF 6.8.

Jury Instructions.

In all jurytrials, parties must deliverall proposed instructionsto the trial judge pursuant
to CCP § 607a.

In limited jurisdiction cases, priorto the conference to settle juryinstructions, all parties
must meetand confer and notify the trial judge in writing which of the proposed
instructions are acceptable to all parties.

In unlimitedjurisdiction cases, withintwo (2) Court days afterthe date of assignment, all
parties must meetand confer and notify the trial judge in writing which of the proposed
instructions are acceptable to all parties.

. No proposed instruction may contain unfilled blanks or bracketed portions. Proposed

instructions must be completein all respects. Submission of BAJI, CACI, or CAUIC
numbers is not sufficient. See CRC 2.1055, CCP § 607a.

Parties must provide the Court with one copy of each instruction containingappropriate
pointsand authorities and one copy without such points and authorities or other writing
thereon, the latter form appropriate for submission to the jury.

Default and Default Judgment.

A. The Two-Step Process.

B

The court will only consider entry of defaultjudgment after the clerk has entered a
default. A party seekinga defaultjudgmentina civil action (“the requesting party”)
must either: (1) ask the clerk to enter defaultfirstand then request defaultjudgment; or
(2) request entry of defaultand default judgmentat the same time. In eitherinstance,
the requesting party must deliverall required courtesy copies.

. Request for Entry of Default.

1) The requesting party must comply with all relevant statutes and rules,
including CRC 3.110(g) and this rule.
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2)

3)

4)

5)

6)
7)

8)

The requesting party must submit all requests for entry of defaultto the clerk’s
civil defaultdivision.
The requestfor entry of default packet must include the following:

a. The original and a copy of the Request for Entry of Default on Judicial
Council Form CIV-100;

b. Anendorsed-filed copy of the proof of service of summons or relevant
notice of order fixing time for further responsive pleading;

c. Anendorsed-filed copy of the operative complaint;

d. Avenuedeclaration;

e. Inactionsin whichthe requesting party is relyingon service of summons
by substituted service pursuant to CCP § 415.20(b), a completed
declaration by the process server (see LRSF 6.6(C), below);

f. Ininjuryor death actions where a damage amount isnot allegedinthe
complaintor pleading, a statement of damages and proof of service
demonstratingtimely service and compliance with CCP § 425.11(d);

g. Inactions where punitive damages are sought inthe complaint and may
be sought in the requestfor defaultjudgment, a reservation of rightsto
seek punitive damages on default judgmentand proof of service
demonstrating timely service and compliance with CCP §425.115(g);

h. Any additional documentsrequired by law; and

i. Aself-addressed stampedenvelope.

Additional information about lodging documents may be found on the Court’s
website: https://www.sfsuperiorcourt.org/divisions/civil /default-unit.

The requesting party must ensure that all information matches the operative
pleadingand summons.

Represented parties must e-file their default packet.

The requesting party must lodge a courtesy copy of any e-filed default packet
with the Court’s civil default division in compliance with LRSF 2.7.

If the clerkrejects a requestto enterdefault, the defectisnot cured to the
clerk’s satisfaction, and the requesting party disagrees with the clerk, then the
requesting party may apply for ex parte relief to Department 514 on Tuesdays
and Thursdays at 10 a.m.

C. Process Server’sDue Diligence Declaration In Support of Request for Default.

A requesting party who is relying upon service of summons by substituted service

pursuant to CCP § 415.20(b) must submita declaration by the process server stating:

1) The factual basis upon which the process serverconcluded that the place of service

and mailingwas eitherthe “dwelling house, usual place of abode, usual place of
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business, or usual mailingaddress other than a United States Postal Service box” of
the personserved;and

2) That notlessthan three attempts at personal service were made at three different
times of the day, on three differentdays;and

3) Atleastone of these attempts was made at the last known residence address of the
person to be served.

D. Request for Default Judgment.

1) A requesting party must comply with all relevantrules, including CRC 3.1800, and
statutes, including CCP §§ 585 through 587, as well as this rule. Unlessthe
requesting party strictly complies with these requirements, the request may be
rejected, continuedto a future date to allow for compliance, or taken off calendar.

2) The requesting party must include in the defaultjudgment packet all documents
identifiedin CRC3.1800, plus the following:

a. Anendorsed-filed copy of the operative complaint and summons;

b. Any relevantstatement(s) of damages, as well as proof(s) of service
demonstratingtimely service and compliance with the applicable service
requirements of CCP § 425.11(d) and related case law;

c. Anyrelevantreservation(s) of rightto seek punitive damages, as well as
proof(s) of service demonstrating timely service and compliance with the
applicable service requirements of CCP § 425.115(g) and related case law;

d. Acompleteddefaultjudgmentchecklist, if applicable, which can be found at
https://www.sfsuperiorcourt.org, under Forms & Fees - Local Forms;

e. A notice of payment of reporter’'sfees, if required;

A declarationidentifying the basis for the attorney’s feesrequest (e.g.,
particular contract provision or specificstatute) and, if the amount requested
exceeds the amount set forth in the fee schedule in Appendix A, sworn
testimony supportingthe amount requested where the requesting party
seeks attorney’sfees (see CRC 3.1800(a)(9));

g. Aninterestcomputation, includinga declarationidentifying with particularity
the basisfor pre-judgmentinterestrequest(e.g., specificstatute), the rate
and the authority for the rate, as well as the relevant calculation where the
requesting party seeks pre-judgmentinterest (see CRC 3.1800(a)(3));

h. The proposedform of judgment (see CRC 3.1800(a)(6)) on the Judicial
Council judgmentform unlessa lengthy or detailed judgmentis necessary, or
whendifferentreliefis sought against different defendants;and,

i. Aself-addressedstampedenvelope.

3) Additional information aboutlodging documents may be found on the Court’s
website: https://www.sfsuperiorcourt.org.
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4)

5)

6)

7)

The clerk’s civil default division will process requests for defaultjudgment
consistentwith CCP §§ 585(a) and 585(d). Such requestsfor defaultjudgment must
be by affidavit pursuantto CCP § 585(d). The requesting party may requesta court
judgment. Asto any such request, the Court may require a prove-up hearingin
which case the clerk will schedule a hearing.
In limited jurisdiction actions not covered by paragraph (4), the requesting party
must submit papers sufficient to obtain defaultjudgment by affidavit pursuantto
CCP § 585(d). The clerk’s civil defaultdivision will process the request. The
requesting party may request a court judgment. As to any request covered by this
paragraph, the Court may require a prove-up hearingin which case the clerk will
inform the moving party of the date, time and place of the hearing and the moving
party will have to file a notice of hearing and pay related motion and court
reporter’sfees.
For all requests covered by paragraphs (4) and (5), the requesting party must lodge a
courtesy copy of the defaultjudgment packet with the clerk’s civil default division in
compliance with LRSF 2.7.
In all unlimited jurisdiction actions not covered by paragraph (4) above, the
requesting party will be required to participate in a hearing to prove-up the default.
a. Prove-uphearingsare heldin Department 514 on Tuesdays and Thursdays at
9:00 a.m. The defaultjudgment packet must be filed without a hearing date.
The clerk, upon the filing of the papers, will selectand schedule the hearingin
accordance with CCP § 1005 and available calendarspace. Represented parties
must e-file theirdefaultjudgment packet. Parties should utilize the “Note to
Clerk” optionto indicate preferred or unavailable date(s). Afterthe packetis e-
filed the moving party can obtaina copy of the e-filed motion with the hearing
date from the Court’s website at https://www.sfsuperiorcourt.org. The

requesting party must deliveran endorsed-filed courtesy copy of the default
packet to Department 514 in compliance with LRSF 2.7. Inits discretionand
based on calendar management considerations, the Court will determine the
number of motions filed by the same counsel that will be set for, or heard on, a
givenday; however, no more than three motions by the same counsel will be set
for, or heard on, any givendate.

b. Counseland all witnesses necessary to establish the essential facts must appear
at the prove-up hearing. The requesting party may requesta waiver of the
witness requirementand permissionto proceed by declarationin whole orin
part by filingan ex parte application showing good cause, declaration(s) in
support of the good-cause showingand a proposed order. Represented parties
must e-file theirapplication and related materials. All such applications must be
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filed at least 10 days before the date of the prove-up hearing. The requesting
party must lodge a courtesy copy of their papers in Department514 in
compliance with LRSF 2.7.

c. Alltestimony, whetherlive or by declaration, must be presented by competent
witnesses having personal knowledge of the essential facts.

8) Absenta showingof good cause, a dismissal of all “Doe” defendants must be on file
at the time of the request for defaultjudgment.

9) If arequesting party seeks a single judgmentto resolve an entire action in which
some defendants have appeared and some have defaulted, the requesting party
must demonstrate in writingthat a judgment can be entered as to the appearing
defendant(s) and the terms of such judgmentas to the appearing defendant(s).

10) Absenta showing of good cause, the Court will not entera several judgment before
resolution of the entire action (see CRC 3.1800(7) and CCP § 579).

11) In an action brought by a debtbuyer upon a consumer debt sold or resold on or
after January 1, 2014, the operative complaint must satisfy CCP § 1788.58 and the
requesting party’s evidence in support of default judgment must satisfy the
evidentiary requirements of CCP § 1788.60.

12) Applications for Auto Default Judgment must be submitted on affidavits pursuant
CCP§ 585(d) and include an Auto Deficiency Judgment Declaration Form. See
court’s website (http://sfsuperiorcourt.org/ Forms& Fees; Local Forms: Deficiency

Judgment Declaration- Auto Sale.

E. DefaultJudgment in Forfeiture Actions.
See LRSF 8.8.

F. Dissolution Cases.
See LRSF 11.14.

6.7 Temporary Judge Procedures.

A. Administration of the Program.
Administrative duties for Temporary Judge proceedings are performed by the
administrative office of the Courthouse at (415) 551-3951 which makesavailable a list of
attorneys and retired judges who have indicated a willingness to serve as Temporary
Judges, as well as forms of stipulation acceptable to the Court.

B. Public Hearings.
Every hearing before a Temporary Judge must be opento the public.

C. Exhibits.

Exhibits may be marked and receivedin evidence by the Temporary Judge.
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D. Files.
The original Court file must remain inthe possession of the clerk of the Court. All
papers filedinthe action must be filed with the clerk of the Court. Copies of any filed
papers requested by the Temporary Judge must be provided by the parties.

6.8 Trial Time Limits.

A. Trial Time Limits.
The Court may, but need not, set time limits for any trial. Such limits may include, but
need not be limited to, voir dire, opening statements, examination of witnesses, and
closingargument. Initsdiscretionand inthe interests of justice the Court may later
depart from any limits set.

B. Statement Regarding Trial Time Limits—Content.

1) Partiesin long cause unlimited jurisdiction cases, before the start of a trial and in
sufficienttime to meetthe filingdeadlinessetoutin C.1. and C.2. below, must
confer and attempt to agree on the total number of hours they contend will be
requiredto try the case, includingvoir dire if any, opening statements,
examination of witnesses and closing arguments.

2) The parties must file a Joint Statementre Trial Time Limits (or separate
statementsif unable to agree), setting forth:

a. The total number of hours neededto try the case;

b. A witnesslistwith the name of each witnessto be called on direct, a brief
description of the general subject matter of the witness’ testimony, the
number of hours of direct examination that will be required for that
witness, and

c. The total number of hours of direct examination required by each party.

3) A party contendingthat trial time limits are not appropriate must state
supportingfacts in the statement.

4) Inshort cause and limited jurisdiction cases the parties may stipulate to comply
with the procedures inthis Rule.

C. Statement Re Trial Time Limits—Application.

1) The parties must file the joint statement or separate statements described above
no lessthan five (5) days prior to the trial date. The Court will, aftera hearingon
the appropriate time limits held prior to the commencement of trial, impose
time limits, if any, with due consideration of, among other things, the ability on
short notice (or on such notice as is provided) of the parties to structure the
presentation of theircase to meetthe particular time limitsimposed.
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2) Incases assignedto asingle judge, the parties must file the joint statement or

separate statements described above no less than forty-five (45) days prior to
trial date, or at atime and ina manner prescribed in any case management
order. The Court will, aftera hearing on the appropriate time limits at a status
or pretrial conference, impose time limits, if any, no lessthan 30 days prior to
the commencement of trial, or at a time and ina manner prescribedin any case
managementorder.

D. Witnesses.
The informationin the joint statement or separate statements will not be usedto

exclude witnesses (including rebuttal witnesses) a party may call for direct examination.

6.9 Petitions For Appointment of Guardian Ad Litem and to Compromise

Claims of Minors or Incompetents.

A. Appointment of Guardian Ad Litem.

1)

2)

Pending Civil Case. A Petition for Guardian ad Litem must be submittedin
original form to the PresidingJudge’s department. The filingfee mustbe paidin
the Clerk’s Office, Room 103, before submission of the petition.

No Pending Civil Case. A Petitionto Compromise the Claimof a Minor or

Incompetent must be filedin Room 103. The Petitionservesasthe first paper.

B. Hearingsto Approve Compromise.

1)

2)

Petitionsto compromise are heard in Department 514 on Tuesdays and
Thursdays at 9:00 a.m. The hearingwill be scheduled at the time the petitionis
filed. Counsel mustlodge an endorsed-filed copy of the petition and a proposed
order with Department 514 at least five (5) Court days prior to the hearing.
Petitionsto compromise may also be heard by the departmentin whichthe
settlement was reached, at the discretion of that judicial officer. Counsel must
call that department directly to determine if that department will hear the petition.

6.10 Trusts Funded by Court Order.

A. Application.
This rule 6.10 appliesto trusts funded by court order under CRC 7.903 resultingfrom the

settlement of a claim of a minor or person with disabilities as provided in Probate
Code § 3600, et seq.

B. Probate Department Review of Trust Issues.
If the requestto approve settlementof a claim includes distribution of funds to a Special

Needs Trust, a fully noticed petition to establish a Special Needs Trust shall be filed with,
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and approved by, the Probate Department prior to any distribution being made to that
trust.

C. Civil Department to Track Filing of Petition to Establish Trust.
The Order Approving Compromise shall seta status date in the Civil department that
approves the compromise to confirm the filing of a Petition to Establish Special Needs
Trust inthe Probate Department.

6.11 CEQA Cases.

A. Definition of a CEQA Case.
A CEQA case is any case where a petition or complaintfiled by any party alleges one or
more claims underthe California Environmental Quality Act, Cal. PublicResources
Code § 21000, et seq.

B. Assignment of CEQA Cases/CEQA Judge/CEQA Department.
Per PublicResources Code § 21167.1, all CEQA cases are assigned to a single judge for all
purposes, including hearingon a petition for writ of mandate and trial. The designated
CEQA judge and the number of the CEQA Department are posted on the “CEQA
Department” link on the court’s website (www.sfsuperiorcourt.org/).

C. CEQA CasesProvisionally Complex.
The Court designates CEQA cases provisionally complex pursuantto CRC, Rule 3.400(c).
Upon filing of the first paperin a CEQA case, the case will be assigned to the CEQA
Department for the purpose of assessingwhetheror not the case iscomplex.

D. Initial Pleading Alleginga Claimunder CEQA Designation/Courtesy Copy.
The caption page of the first pleadingin any case that alleges one or more claims under
CEQA shall clearlyidentify that the case is a CEQA case. The words “CEQA case” must
appear on the caption page. In addition, at the time the pleadingisfiled, the person
presentingthe pleadingfor filing must notify the deputy clerk processing the filing that
the case is a CEQA case. The party who filedthe first pleadingin any case that alleges
one or more claims under CEQA must deliver a courtesy copy of the petitiontothe
CEQA Department in compliance with LRSF 2.7.

E. Initial Case Management Conference/Case Management Statement.
At the time of the filing of the first pleadingin any case that alleges one or more claims
under CEQA, the person presentingthe pleadingforfilingwill be informed of the date,
time and location of the initial case management conference. Withinfifteen court days
of the filing of this pleading, the party filing the pleading must notify all parties of the
date, time and location of the initial case management conference. The initial case
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management conference will occur approximately 80-90 days from the date the first
pleadingalleginga CEQA claim is filed. Atthe initial case management conference, the
partiesshould be prepared to discuss all issues pertinentto the expeditiousand least
expensive resolution of the case, including but not limited to the preparation and
certification of the administrative record and a briefingand hearing/trial schedule forall
claims alleged by the parties. The parties may, but are not required to, file a case
management statement in advance of the initial case management conference. In the
eventthat a party wishesto file acase management conference statement, the
statement need not be in any particular form, but must be filed and a courtesy copy

delivered tothe CEQA Department in compliance with LRSF 2.7.

F. Settlement Conference/CEQA Case Settlement Manager.
Prior to the initial case management conference, the CEQA case settlement manager
will contact the parties to arrange for a settlementconference. If any party wishesto
arrange for a settlement conference before being contacted by the CEQA case
settlement manager, that party may initiate contact withthe CEQA case settlement
manager. The name and contact information of the CEQA case settlement manager are
posted on the “CEQA Department” link on the court’s website
(www.sfsuperiorcourt.org/).

G. Obtaining Dates for Hearings on Ex Parte Applications and Motions.
Parties wishingto obtain a date for a hearing on an ex parte application or motion must
comply with the procedures for obtaining a date stated in the “CEQA Department” link

on the court’s website (www.sfsuperiorcourt.org/).

H. Courtesy Copies.
Other than for an ex parte application, the parties must deliver courtesy copiesto the
CEQA Department of all papersfiledinsupport of or in oppositiontoany motionor
petitionin compliance with LRSF 2.7.

Adopted:July 1, 1998
Last Revised: January 1, 2019
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7 JuryPanels

7.0 Jury Fees.
Jury feesrequired by law must be deposited with the clerk of the Court by the party or
parties demanding the jury. At no time may the members of the jury be informed which
party is paying fees or other costs.

7.1 Confidentially of Prospective Trial and Grand Juror Declarations.
Declarations submitted to the Court by prospective trial and grand jurors are confidential
to the extent permitted by law.

7.2 Juror Questionnaire Information and Instruction Cover Sheet.
A party or attorney shall attach a Superior Court of California, County of San Francisco
Information and Instruction Cover Sheetto all juror questionnaires. The cover sheet can
be downloaded fromthe Court’s website at
http://www.sfsuperiorcourt.org/sites/default/files/images/Questionnaire %20Cover%20S

heet 040114 1.pdf and can alsobe obtained from the courtroom or clerk’s office.

7.3 Additional Grand Jury.
The PresidingJudge determines whetherthereisone additional Grand Jury, which must
be selected pursuantto Penal Code § 904.6.

7.4 Civil Grand Jury.

A. All prospective grand jurors must possess the qualifications required by Penal
Code § 893 and must complete a questionnaire on their qualifications forservice. The
guestionnaire mustbe in a form approved by the Court.

B. The Courtaccepts volunteers for Civil Grand Jury service.
On or before the first Court day of March each year, the court executive officer must
place an announcementto that effectin a newspaperof general circulation inthe City
and County of San Francisco, as defined by Government Code §§ 6000 and 6008. Those
who apply will receive a formal questionnaire from the court executive officer, which
must be returned no laterthan May 31st.

C. Grand Jury Committee.
The PresidingJudge must appoint a standing Grand Jury Committee which reviews all of
the questionnaires submitted by volunteersand then interviews the volunteers deemed
most qualified by the Committee. The Grand Jury Committee also servesas an advisory
body to the Court on matters concerning the Grand Jury.
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D. Reportof Grand Jury Committee.
On or before May 31st, the Grand Jury Committee must recommend to the Presiding
Judge a list of thirty (30) volunteers selected forthe Civil Grand Jury pool. The Grand
Jury Committee must endeavorto selectfor Civil Grand Jury Service persons
representative of the community.

E. Selection of Civil Grand Jury.
From the Civil Grand Jury pool, the PresidingJudge in accordance withthe provisions of
the Penal Code, must select 19 personsand they will constitute the Civil Grand Jury,
which will have the sole responsibility for the civil investigative duties outlined inthe
Penal Code. Such jury will serve for a period of one fiscal year commencingJuly 15,
unless earlierdischarged by the PresidingJudge.

Adopted:July 1, 1998
Last Revised: January 1, 2018
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8 Civil Lawand Motion/Writs and Receivers

8.0 Civil Law and Motion Departments and Real Property Court.
There isone Law and Motion Department handling matters listedin Rule 8.1A.

There isa Real Property Court, which hears motions and ex parte applicationsin real
property and housing related matters as specifiedin Rule 8.10.

8.1 Law and Motion Departments: Matters and Exceptions.

A. Inall general civil cases not assigned to a single judge or Real Property Court, the
following matters are heard in the Law and Motion Departments:

1) Pretrial motions, exceptas specifiedin LRSF 8.1(B) and 8.10;

2) Petitionsto enforce, modify or vacate contractual arbitration agreementsand
awards including motions to stay proceedings pendingarbitration, exceptas
specifiedin LRSF 8.10;

3) Writs and Receivers matters, including:

a. Petitionsfora writ of mandate, prohibition, alternative writor other
extraordinary relief exceptin cases where there is one or more claims
asserted under the California Environmental Quality Act (CEQA) and cases
specifiedin LRSF 8.10;

b. Petitionsto windup a corporation, to determine corporate electionsor
to appoint a provisional director, whethersuch corporation be a profitor
non-profit corporation;

c. Applications fortemporary or preliminaryinjunctive relief, exceptas
specifiedin LRSF 8.10; and

d. Applicationsforthe appointmentof a receiver, to settle final accounts in
the receivership and to terminate the receivership, exceptasspecifiedin
LRSF 8.10.

B. Non-Law and Motion Department Matters.
The following matters are heard in departments other than the Law and Motion

Departments:

1) Single Assignment Cases. In all general civil cases that are assignedto a single
judge, all pretrial motions includingthose affectingthe trial date must be
calendared and heard before the judge to whom the case has been assigned;

2) Motions affectinga trial date, including preference settingand short cause
designation motions are heard by the PresidingJudge;
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3)

4)

5)

6)

7)

Discovery and other motions assigned to be heard by pro tem judges are heard
in the Discovery Departments;

Motions to tax costs, for new trial, and to setaside and vacate judgmentsand
entera differentjudgment must be heard by the judge who presided at the trial
or proceedings unlessthat judge is not available;

Apportionment motionsin asbestos cases are heard in Department 514 on
Tuesdays and Thursdays at 9:00 a.m. Call Department 514 at (415) 551-3788
after 2:00 p.m. to schedule a hearing date;

Applicationsforcivil harassment restraining orders must be submitted to the
PresidingJudge, and are reviewed within 24 hours. The PresidingJudge may
issue a temporary restrainingorder (TRO) or may directa_hearingand not issue a
TRO. Hearings are heldin Department 514 on Wednesdays and Thursdays at
9:00 a.m. by judicial officers;

Probate Law and Motion matters as set out in LRSF 14.10.

8.2 Law and Motion Calendar.

A. Hearing.
1) Time of Hearing. All limited and unlimited jurisdiction mattersare heard in

Department 302 at 9:30 a.m. Monday through Friday. The time may be changed
by the Judge presidingin the Law and Motion Department, and notice of these
hearings will be publishedinthe official legal newspapers and postedin the Civic
Center Courthouse.

2) Selection of Date.

a. Parties must schedule and notice hearings within the time limits provided
by law, e.g., CCP § 1005. Partiesshould confer with all other parties
before schedulingand noticinga hearing.

b. Before filinga motion, the moving party must obtain a hearing date and
reservation number from the Court by sendingan email to
calendar302@sftc.org. In that e-mail, the moving party must provide the
case name and number, the name of the party represented, the type of
motion, and two preferred dates for the hearing. If a litigant does not
have an email address, the litigant may call the court at: (415) 551-3688
between 8:00 a.m. and 12:00 noon to obtain a hearing date. Requests
submitted after 12:00 noon will be processed the next business day.

Parties must wait at least 5 business hours after sending the e-mail
reservation request before contacting the clerk regarding assignment of
the hearing dates.
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c. Afterobtaininga hearing date, the moving party must electronicallyfile
the motion. At the time of efiling, in additionto any required fee for the
motion, moving party must pay $30 court reporterfee. Instructions on
how to pay the court reporter fee may be found at:
http://www.sfsuperiorcourt.org/online-services/efiling/efiling-special-

instructions#tcourt reporter fees. Partiesexcluded from the

requirements of LRSF 2.11 must file the motionin Room 103. Afterfiling,
the moving party must bring a courtesy copy of the filingto Department
302. If a motion challengesthe sufficiency of a pleadingalready on file,
the moving party must also supply a courtesy copy of that pleading.
Courtesy copies of all subsequentfilings relating to the motion must be
deliveredto Department 302. See LRSF2.7.

d. Asbestos Law and Motion matters are heard every Tuesday,
Wednesday, and Thursday at 9:30 a.m. in Department 503.

e. A motion may not be noticedin a Law and Motion Department on or
after the date setfor trial.

f. Failure to comply with any part of this subsection may resultin the
matter being placed off calendar.

3) Appearance by Telephone. Parties may appear by telephone atall hearings
unless such permissionis expressly denied by the judicial officer presiding over
the hearing. Telephone appearances must be arranged through Court Call by
calling 1-888-88-COURT.

B. Continuances and Motions Off Calendar.
1) Informing the Court. A requestthat a motion be taken off calendar or that a
hearing be continued to a later date must be made by email, with a copy to all
other parties, to calendar302@sftc.org. The request must include the name of

the party making the request, the name of the person makingthe requeston
behalf of the party, the case number, and the current date of the hearing. If the
requestis to continue the motion to a laterdate, the request must state that all
parties affected by the motion have agreed to the new date. If a party
requestingthat a motion be taken off calendar or that a hearing be continuedto
a later date does not have email access, the party may, in lieu of email, provide
all of the foregoinginformationin a letter personally delivered to the Law and
Motion department. No continuanceswill be granted on the date setfor hearing
exceptupon a personal appearance and a showing of good cause in writing. The
judge hearing the matter has discretion concerning continuances, includingthe
right to deny continuances, to rule, or to take the matter off calendar at any time
despite agreement of the parties to the contrary.
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2) Motions Off Calendar. Matters cannot be taken off calendar after noon the
Court day before the hearing.

3) Re-noticed Motions. A motionwhich has beentaken or ordered off calendar
may be rescheduledforhearing only by written notice servedin compliance with
CCP § 1005. If a motion previously has been noticed for hearing, a notice
rescheduling the hearing for another date must specify the date on which the
matter originally was scheduled to be heard.

4) Improper Noticing. Matters noticed for hearing on an official Court holiday will
not be continuedto the followingday on the Court’s own motion or pursuant to
stipulation. Ifa party should so notice a motion, counsel should arrange to
continue it by stipulation to a different date, or re-notice the matter.
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8.3 Tentative Rulings.

A.

The San Francisco Superior Court adopts CRC 3.1308 as the tentative ruling procedurein
civil law and motion and discovery matters. For Real Property Court, compliance with

8.10(B) is required.

Parties may obtain a tentative rulingissued by the Law and Motion and Discovery
Departments by telephoning(415) 551-4000 or visitingthe court’s website at
www.sfsuperiorcourt.org and clicking the online services link. Changesin telephone

numbers will appearin the official newspapers.

A party whofailsto appear at the hearing is deemed to submit to the tentative ruling.
However, no party may submit to a tentative rulingthat specifiesthata hearingis
required.

. Partieswho intend to appear at the hearing must give notice to opposing parties and

the court promptly, but no later than 4:00 p.m. the day before the hearing unlessthe
tentative ruling has specified that a hearing isrequired. Notice of contestinga tentative
ruling must be provided by sendingan email to the court to contestdept302tr@sftc.org

with a copy to all other parties stating, without argument, the portion(s) of the tentative
ruling that the party contests. A party may not argue at the hearingif the opposing
party is not so notified and the opposing party does not appear.

If no party appears, or if a party does not appear because the opposing party failedto
give sufficient notice of intentto argue, then the tentative ruling will be adopted.

Tentative rulings are generally available by 3:00 p.m. the day before the hearing. A
tentative rulingthat does not become available until after3:00 p.m. is a late tentative
ruling. A late tentative rulingwill indicate that the rulingis late. If a tentative rulingis
late, the parties must appear unless all parties agree to submitto a late tentative ruling
in which case the Court will adopt the late tentative ruling pursuant to subsection E
above.
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G. The prevailing party on a tentative rulingis required to prepare a proposed order
repeating verbatim the substantive portion of the tentative rulingand must bring the
proposed order to the hearingevenif the motion is not opposed or the tentative ruling
is not contested. If the prevailing party isappearing at the hearing by telephone, the
proposed order may be sentto the court by an email to contestdept302tr@sftc.org. If

the proposed orderis for a summary judgmentand/or adjudication motion, the
proposed order must comply with the requirements of CCP § 437c(g). If the proposed
order is for a motion, such as a motion to withdraw as counsel, where thereis a Judicial
Council form order, the prevailing party should complete the Judicial Council form as the
proposed order.

8.4 Responsibility for Notice of Rulings and Orders (CRC 3.1312).

A. Orders and Other Documents Requiring Signature of the Judge.
All orders and other documents requiring signature of the Judge must be depositedin
the in-box, and picked up after signature from the out-box, in the Law and Motion
Department.

B. Filingand Service of Orders.
All written orders, including orders to show cause, temporary restraining orders and
injunctions, signed by a Judge, must be filedimmediately. Anendorsed-filed copy of
such order must be served upon all other parties.

C. Orders and Judgments by Stipulation.
Wheneverany order or judgmentis to be made by stipulation, it must be upon consent

of all of the parties, either:

1) Expressed by the partiesin open Court and entered in the minutes of the Court,
or

2) Upon writtenstipulationsigned by all parties to the action and filed with the
clerk.

8.5 Amendments (CRC 3.1324).
The moving party must bring the executed original of the amendment or amended
pleadingto the hearingon the motion.
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8.6 Evidence at Hearing and Judicial Notice (CRC 3.1306).

A. San Francisco CourtFiles.
A party requestingjudicial notice of any documents that have beenfiledina
San Francisco Superior Court case must attach copies of those documentsto the party’s

RequestforJudicial Notice.

B. Other CourtFiles.
A party requestingjudicial notice of any documents that have beenfiledin a court file
other than the San Francisco Superior Court must attach certified copies of those

documents to the party’s Request for Judicial Notice.

C. Administrative Record.
A party intendingto use an administrative record in a case brought under CCP § 1094.5
must lodge the record in the departmentin which the matter will be heard at leastfive

(5) Court days before the hearing.

D. A RequestforJudicial Notice is not necessary for the purpose of bringingthe Court’s
attentionto the fact that documents, including orders, have been filed in the same case.

8.7 Motions for Summary Judgment and Summary Adjudication (CRC 3.1030-
3.1354).

A. Summary Judgment/Adjudication Motions.
Summary judgment/adjudication motions (exceptin cases assigned to a single judge and

cases specified LRSF 8.10) are heard in the Law and Motion Departments.

B. Proposed Orders.
A party movingfor or opposingsummary judgment or summary adjudication must bring

to the hearing a proposed form of order that complies with CCP § 437c(g).

8.8 Default Judgments in Forfeiture Actions.
When a complaintfor forfeiture isfiled and served pursuant to Health and Safety
Code § 11488.4(a) and (c) and no answer has been filed within thirty (30) days of service
of the complaint, plaintiff may make a motion for defaultjudgmentto be heard in the
Law and Motion Department. Evidence received at the hearing must be by declaration
and by request for judicial notice without testimony or cross-examination, exceptas
allowedinthe Court's discretionfor good cause shown.
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8.9 Examination of Judgment Debtor and Others.

A.

Requirements for all Applications.

All applicationsfor orders for the appearance and examination of judgment debtors or
other persons must be in writingand presented tothe order of examinationclerkin
Room 103 pursuant to CCP §§ 708.110 et seq. Allsuch orders must be made returnable
to Department 514 on any Tuesday, Wednesday or Thursday at 2:00 p.m.

Service of Order.

The judgment creditor must have the copy of the order on the judgmentdebtor and/or
a third party personally served not less than ten (10) days before the date set for
hearing. CCP § 708.110(d).

Filing Return of Service and Consequence.

Return of service on an order for appearance and examination must be filed with the
clerk not later than 4:30 p.m. on the third Court day immediately precedingthe date
specifiedinthe order for the hearing. Unless otherwise ordered by the Court, there will
be no examinationif there has been a failure to comply with this requirement, and the
examination proceedings must be dismissed without costs beingawarded to the party
who securedthe order. No further order will be set for hearing earlierthan 120 days
from the date originally scheduled forthe hearing unless for good cause shown by
declaration.

. Abandonment.

When, after the service and filing of an order for appearance and examination, the party
who procured the order wishesto dismissthe examination proceedingand to excuse
the examinee namedinthe order from appearing in Court, that party must notify the
Court and the examinee orally orin writing of such dismissal of the proceeding not later
than 24 hours before the hearing.

Failure to Appear.

If the party or attorney who procured the order failsto appear at the time and place
specifiedinthe order, but the examinee namedinthe order appears, or if neither party
appears, the examination proceeding must be discharged without costs. Thereafter, no
new order providingfor such examination may be set for hearing on a date earlierthan
120 days from the date of the dismissal, unless forgood cause shown by declaration.

Body Attachment and Bench Warrant Letter.

If the personto whom the order is directed fails to appear at the time and place
specified and the return of service and order has been properly filed with the clerk of
the Court, then on application of the judgment creditor, made in Department 514 at the
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time scheduled for the appearance or thereafter, the Court may issue and stay a body
attachment. Thereupon, the clerk shall address a letterto the judgment debtor or the
person directed to appear, to such person’s place of residence orbusiness as specified
by the judgment creditor's attorney. That letter, known as a bench warrant letter, shall
be substantiallyinthe following form:

Bench Warrant Letter Form

Re: Failure to Appear for Order of Examination

Action No.

Dear

A Body Attachment and Warrant for your Arrest was demanded by the judgment
creditor, because of your failure to appear in this Court on for judgment
debtor's examination. Our records indicate that the order of examination was served on you
onthe  dayof . The Courtissued and stayed the Body Attachmentand

warrant for your arrest.

To allow you a further opportunity to comply with this order, examinationis
continuedto at , and you are directed to appear thenand there. Please report

to Department 514, 400 McAllister Street, San Francisco, California.

If you fail to appear at the above-entitled time and place, the stay of the warrant
issued will be lifted and you may be arrested and brought before this Court to show cause, if
any exists, why you should not be punished for contempt in disobeyingthe Court's order.

(Signed)

Judge of the Superior Court
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G. Call of Calendar.
When the party or attorney who procured the order and the personto whom the order
was directed are presentand ready to proceed, upon the call of the calendar by the
Court, the matter shall be heard and disposed of. When possible, the entity to whom
the order was directed shall then be discharged from further attendance in response to
the order. When approved by the Court, one or more continuances of the proceeding
may be had by stipulation of all parties or their attorneys, includingthe party ordered to
appear, or upon good cause shownto the Court.

H. Denial of Service.
When the entity to whom an order for appearance and examinationisdirected denies
service of that order, the Court must then, at the time setfor hearing of such matter,
hear and determine the dispute. The Court may order the hearing to proceed, make
such order as is proper, or may dismiss the proceeding without costs and without
permittingthe examination whenitappears that service was not made.

I. Dispute of Material Fact.
When the truth of material facts set forth ina declarationin support of an application
for an order for appearance and examinationis disputed by the entity to whom the
order was directed, the Court must at the time set in the order first hear and determine
such dispute. After such hearing, if it appears to the Court that material facts set forth
in the application are untrue, such proceedings must be immediately dismissed without
costs and without permitting the examinationto proceed.

J. Subsequent Examination.
Wheneveran entity has been examined once in proceedings instituted pursuantto an
order for appearance and examination, no order for further examination of such entity

may be made within 120 days, unless:

1) Applicationfor furtherexaminationisaccompanied by a declaration setting forth
new facts and information justifying a further examination and stating that at
the time of the previous examination such facts were unknown to the declarant,
including (if the declaration is made upon information and belief), the source of
the information and state the facts upon which the beliefis based; or

2) The judicial officerexplicitly orders otherwise.

K. Order to Show Cause re Contempt.
An order to show cause re contempt for failure to appear at the time and place specified
in an order of examination normally will not be granted unlessa body attachment has
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beenissued pursuant to subsectionF. An applicationfor an order to show cause re
contempt must be made inthe Law and Motion Department.

8.10 Real Property Court.
Allthe matters not specifically addressed by the Real Property Court Rules are governed
by the relevant provisions outlined in other parts of the LRSF e.g., for Continuances and
Motions Off Calendarsee LRSF 8.2B.

A. Motionsin Department 501.

1) Types of Motions. Department 501 handlesall law and motion matters for cases
arisingout of ownership of real property, possession of real property, acquisition
of real property, damage to real property, and trespass (except construction
defect cases) AND all aspects of unlawful detainer matters (motions, discovery
and trial call).

2) Hearing Times. Motions are heard at 9:30 a.m. Monday through Friday (except
holidays). Motionsinclude: (1) all motionsin unlawful detainer matters,
including motions to continue unlawful detainertrial; (2) all motions inreal
property matters (a) including specially set discovery motions and discovery
motions transferred from Department 302 9:00 a.m. calendar (See Rule
8.10(A)(4)) and (b) excluding motions to continue trial, applications for service by
publication, etc.

3) Courtesy Copies. Courtesy copies must be deliveredto Real Property Court in
Department 501 in compliance with LRSF 2.7. Failure to deliver courtesy copies
may result in the matter being taken off calendar.

4) Discovery. The word “discovery” must be typed on the title page of all papers
related to discovery. Discovery motionsin unlawful detainer matters shall be
calendaredin Department 501 at 9:30 a.m. Discovery motionsin real property
matters shall be calendaredin Department 302 at 9:00 a.m. Discovery ex parte
applicationsin real property matters shall be heard in Department 501 at 9:00
a.m. every day, EXCEPT Tuesdays.

5) Telephonic Appearances. Requests for telephonicappearances must be made
pursuant to CRC 3.670. (See LRSF 3.4(F)). No telephonicappearancesare
allowed on Discovery matters.

6) Reservations. Reservinga date prior to filingis not required; however, thereisa
limit of five discovery motions per day. Parties must schedule and notice
hearings withinthe time limits provided by law e.g., CCP § 1005, § 1167.4,

§ 1170, etc.
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B. Tentative Rulings.
1) Partiesmay obtaina tentative rulingissued by the Real Property Court by
telephoning (415) 551-4000 or visitingthe court’s website at
www.sfsuperiorcourt.org and clicking on the online services link. Changesin

telephone numberwill appearin the official newspapers.

2) Partiesare notrequiredto submitby telephone. Aparty who failsto appear at
the hearingis deemedto submitto the tentative ruling. However, no party may
submitto atentative rulingthat a hearingis required.

3) Partieswho intendto appear at the hearing must give notice to opposing parties
by telephone promptly, butno later than 4 p.m.the day before the hearing
unlessthe tentative ruling has specified thatthe hearingis required. A party
may not argue at the hearing if the opposing party is not so notified and the
opposing party does not appear.

4) If no party appears, or if a party does not appear because the opposing party
failedto give sufficient notice of intent to argue, then the tentative ruling will be
adopted.

5) Tentative rulings are generally available by 3:00 p.m. the day before the hearing.
A tentative rulingdoes not become available before 3:00 p.m. isa late tentative
ruling. A late tentative rulingwill indicate that the rulingis late. If a tentative
rulingis late, the parties must appear unless all parties agree to submitto alate
tentative rulingin which case the Court will adopt the late tentative ruling
pursuant to subsection4 above.

C. ExParte Applications.

1) Ex parte applicationsare heard every day Monday through Friday. Monday,
Wednesday, Thursday, and Friday at 9:00 a.m.; and Tuesday at 10 a.m. as
follows:

a. Requestsfor Entry of JudgmentPursuant to Breach of Stipulationin
Unlawful Detainer matters shall be heard ONLY on Wednesdays through
Fridays at 9:00 a.m.

b. Tuesday Ex parte calendar isreservedsolely for Requestsfor Stay of
executionin Unlawful Detainer cases:

i.  Ex parte applications for stays of execution shall be heard ONLY at
10:00 a.m. on Tuesdays. No other ex parte applications, exceptfor
accompanying requests for Orders Shortening Time for Motions to
Vacate Judgment, may be made on Tuesdays.

ii.  Generally, onlyone request for stay of execution will be granted per
case.
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iii.  Generally, stays of execution will be limited to seven (7) days from
the date of eviction.

iv.  Generally, no stay of execution will be grantedin cases settled by
agreementor stipulationamongthe parties unless parties have
agreed otherwise in writing or good cause is shown.

c. Allother Real Property Court ex parte applications (excluding requests
describedin sections 1(a) and 1(b)) shall be heard at 9:00 a.m. every day
EXCEPT Tuesdays.

2) A party presentingan ex parte application for a temporary restrainingorder or
similar matter to the Real Property Court must submit endorsed-filed copies of
all moving papers to Department 501 no later than 12:00 p.m. before the day of
the hearing.

3) Allex parte applications (exceptfor (a) Application for Leave to Serve a
Summons by Postingand (b) Stipulated Requests to Restrict Access to Records
per C.C.P.1161.2) require an appearance.

4) All ex parte applications must be accompanied by a proposed order and a
proposedjudgment, where applicable.

D. Applications for Leave to Servea Summons by Posting.
1) An applicationforleave to serve a summons inan action for unlawful detainer
by posting, pursuant to CCP § 415.45 must be made to the Real Property Court
Judge in Department 501.
2) Endorsed-filed copies of the application, supporting declarations and two (2)
copies of the proposed order must be delivered to the Real Property Court in
Department 501. Failure to comply might resultin the application beingdenied.

E. ProposedOrders.
With the exception of proposed orders for motionsfor summary
judgment/adjudication, itisrecommended that parties appear at the hearing with
proposed orders evenif the hearingis uncontested to ensure timely processing of the
order. Orders submitted after the sessionisover may experience adelayin processing.
When submitting a proposed order after the sessionis over, submit an original, one
copy, and a self-addressed stamped envelope. Compliance with CRC3.1312 isrequired.

F. Unlawful Detainer Settlement Conferences.
1) The settlementcalendaris a part of the pretrial facilities of the Superior Court. A
failure of any personto prepare for, appear at or participatein good faithin a
settlement conference as required by these rules and the CRC may constitute an
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2)

3)

4)

5)

6)

unlawful interference with the proceedings of the Superior Court and sanctions
may be imposed.

Settlement conferences are mandatory inunlawful detainers where there a jury
demand. A Mandatory Settlement Conference will be set prior to the date set
for trial.

A party to unlawful detaineractions may apply to the Real Property Court for a
specially setsettlement conference by filingan ex parte application which must
include a proof of service. A response to the application may be filed by
opposing parties withintwo (2) Court days of being served with the application.
LRSF 5.0 appliesto any settlement conference so ordered.

Attendance at the settlement conference by the attorney who will try the case
and each party is mandatory. A requestto excuse attendance of any person
whose attendance is required by these rules must be made to the Real Property
Court. Such request must be made not lessthan two (2) Court days before the
date set for the settlement conference.

Unlawful Detainer Settlement Conferences will be held at 1:30 p.m. on
Wednesdays and Thursdays in Real Property Court, Department 501.

Plaintiffs ortheir counsel must bring copies of the operative Complaintand
Answer(s) to the Settlement Conference.

G. Unlawful Detainer Trial Calendar.

1)

2)

3)

Trial Calendar. The trial calendar for unlawful detainercasesis maintained by
the Real Property Court at 9:00 a.m. at Department 501. The trial calendar
separately designates cases setfor jury trial and cases set for non-jury trial.
Setting Unlawful Detainer Actions for Trial. This rule appliestoall limitedand
unlimited jurisdiction unlawful detaineractions where possession remains at
issue.

a. Memorandum to Set for Trial. To set a case for trial a party must file a
memorandum to set for trial accompanied by (1) a proof of service
servedon all partiesor (2) a written stipulation forsettingsigned by all
appearing parties.

b. Demand for Jury Trial — Unlawful Detainer. If a jurytrial is demanded by
any party inan unlawful detaineraction, such demand must be made no
later than five (5) days after time and place for trial is set by the clerk, if
personally served with notice, or ten (10) days if notice is mailed by the
clerk of the Court. The trial date is not affected by a jury trial demand

Continuances. The Real Property Court Judge determines motions for
continuance of case setfor trial on the trial calendar. These motions must be
accompanied by supporting declarations. No motion for continuance of a trial
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4)

5)

6)

date may be made or heard in any other department. The Real Property Court
Judge on stipulation of the parties may continue trial to a date convenientto the
Court. Partiesseekinga stipulated continuance of the trial date may submit(1) a
stipulated ex parte application establishing good cause for the continuance,
including a declaration that there have been no prior continuances or statingthe
number of prior continuances, the reasons for those, and the party seeking
those, (2) a stipulation by all parties, and (3) a proposed order or may make a
jointoral stipulation directly to the Real Property Court Judge. No opposed
continuance will be granted except for good cause shown, such as serious
accident, illness or death, or unanticipated unavailability of parties or witnesses
or othergood cause. Without a showing of good cause, no case will be
continuedon the trial calendar on the ground that a date for a hearingin the
Real Property Court or other department has not been scheduled or heard prior
to the trial date.

Regular Assignment for Trial. All unlawful detainers will be assigned fortrial by
the Real Property Court, Monday through Friday. The calendar is called at 9:00
a.m. The Real Property Court supervisesthe trial calendar and assignsand
disposes of such cases in the manner best designed to accomplishthe business
of the Court.

Standby Assignment. Any unlawful detainer case called for assignmentand not
assigned must be on standby, and all attorneysand principals must remain
available inaccordance with instructions of the Real Property Court Judge. All
other cases not assigned may be re-calendared by the Real Property Court Judge.
Cases Ordered Off Calendar. All cas