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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 Presiding Judge
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.

Effective: July 1, 1998; Revised: July 1, 2020 3



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 Fairness in Trial Court Proceedings.

A. Policy.
All Court, courtroom clerks, court reporters, bailiffs, court support staff (together,
“Court Staff”), judicial officers, counsel, jurors, witnesses and all other participantsin
judicial proceedings must not engage in any conduct, includingany comment, which
exhibits bias or prejudice based on ancestry, race, gender, religion, sexual orientation,
national origin, age, disability, marital status or socioeconomic status except where such
conduct isrelevantto theissuesin the courtroom proceeding. Presidingjudicial officers
must enforce this policy in proceedings before them.

B. Submitting a Complaint.
Any personwho believesthat he or she has been subjected to conduct by a judicial
officeror Court Staff inviolation of paragraph (A) above may submita complaintwith
the PresidingJudge or Court Executive Officer.

Complaints must be in writing. The submission of a complaint to the PresidingJudge
does not preclude the submission of a complaint to any other appropriate disciplinary
authority.
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C. Review of Complaints.
Complaintsfiled with the Fairness Committee will be reviewed by the Committee

according to the policiesand procedures specifiedin subsection D below. The Fairness

Committee consists of five members, is chaired by the Court’s Presiding Judge and

includesthe senior judge, the immediate past PresidingJudge and two members of the

local bar selected by the PresidingJudge after consultation with the president of the

BASF. If one of these judgesisthe subject of the complaint, that judge must be replaced

by a judge selected by the remaining judges on the Committee.

D. Procedures.

1)

2)

3)

4)

One or more members of the Committee must receive and screen complaints. If
a majority of the Committee finds that a complaint warrants investigation, a
subcommittee must be formedto conduct the investigation, including contacting
the personallegedto have engagedin improperconduct. No Committee
member may participate in the review or investigation of any complaintif that
person isthe subject of the complaint or a percipient witness tothe complained-
of conduct.

The subcommittee must report its findings and recommendations to the
Committee. The actions, if any, of the Committee must be directed at assisting
judicial officers and Court staff in recognizing, confrontingand eliminatingbiasin
theirwork. The actions of the Committee may be in additionto and do not
preclude the Court or other disciplinary authority from taking action regarding
the complaint. If the Committee concludesthat action is warranted, the
Committee must recommend one or more of the followingactions:

a. Privatelyadvise the offending party why the conduct is unacceptable, and
provide a warningthat future unacceptable conduct may subjectthe
offending party to discipline;

b. Require or recommend that the person receive education or counseling
in recognizing, confronting, and eliminating bias; otherappropriate
counselinginher or hiswork; and/or make an appropriate entryin the
offending party’s personnel record; or

c. Impose otherdiscipline;

The complainant must be advised of the results of the investigationand
subsequentaction taken, if any.

The completed complaintforms and all investigatory files must be keptby the
Fairness Committee chair for the period required by law. All records and files of
the Committee and subcommittees are confidential and will notbe revealed

exceptas required by law.
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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

Rule 2

Unless a different deadline is required inthe local rules pertainingto a specificcourt,

departmentor division, orin an order shorteningtime, parties must lodge courtesy

copiesof any papers as follows:

For all papers filed by Conventional filing, parties must lodge courtesy copies at the time

of filing.

For all papers filed fewerthan 7 court days before the hearing, parties must lodge
courtesy copieson 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 departmentin

which the matter will be heard.

3) Contents

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
copies must 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
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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 over the 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 overthe 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. Allrequiredfees mustbe paid at the time of filing.

D. Drop Box.
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:

A. A copy of the proposed complaint,

B. A declarationset forth:

1) The court name and number of all prior actions which the applicant previously
has filed against each defendantnamed in 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
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C. Aproposedorder witha blankto be completed by the PresidingJudge indicating that
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 papers and 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 asfollows:

“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.

3) “Designated Case” means single assignment cases, complex cases, all general
civil cases (with the exception of small claims cases), misdemeanorappeals,
misdemeanor writs, and ex parte applicationsinvolving misdemeanor
convictions, 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

Effective: July 1, 1998; Revised: July 1, 2020 8
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4)

5)

6)

7)

8)

9)

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” means an 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 tothe
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 Receiptdisplaysthe 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.

C. ExclusionFrom E-Filing and E-Service Requirements.

1)

2)

Self-represented parties and non-parties are excluded fromthe 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
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represented party seeking tobe excused from E-Filing Rules must file either an ex parte
application for 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-
FilingRules. Judicial Council Form EFS-007 must be accompanied by Judicial
Council Form EFS-008, Order of Exemption from Mandatory ElectronicFilingand
Service. Afterthe 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
conventionallyfiled.

E. Obtaining Access to System.

1) AllE-Filings mustbe filed through a Vendor. Users must enter intoa standard
service agreementduring the registration process that will governall
transactions completed withinthe scope of these E-FilingRulesin additionto
additional features that Users may but are not requiredto use in connection
with the E-filingand/or E-service of documents through the Vendor.

2) 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
reasonably necessary to develop a bidto 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’s law firm.
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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
in each case. The case-specificelectronicservice address must specify the party. The
electronicservice address for entities designated for courtesy service can be providedto
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 validfor a party if the party files electronicdocuments with the court from
that addressand has not filed and served notice that the address is no longervalid.

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 other documents must be electronicallyfiled. All
papers relatingto a pleadingor request for an order (e.g. notice of demurrer,
request for judicial notice, memorandum of points and 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 open court in hard copy form. These itemsand
proofs of service must be filed electronically no later than 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 not review each
pleadingor other paper for compliance. The court may impose sanctions for violation of

these requirements.

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 inthe E-File system. Vendor must 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 filing in
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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 electronicallyfiled document. Each User must pay all requiredfiling
feesfor electronically filed documents toVendor. Vendor will invoice each User
monthly for the total amount of such filingfees. Vendor must remit filingfeestothe
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
addressed to the Clerk and may be submitted electronicallyin the 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 if it 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 documents which do not require a signature under
penalty of perjury are deemedsigned by the submitting party if it bears a
typographical or graphic signature.

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

2) 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.

3) The Transaction Receiptis a valid proof of serviceifit complies with CRC
2.251(e)(1) and CCP § 1013(a). A proof of 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 ofany E-
Filedand E-served document; or (b) filingaseparate document. If the proof of
serviceis filed as a separate document, it must include: a caption page including
the case name and number; a reference to the Transaction Receipt; and a title
identifyingthe documents served.

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 filed inthe 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).

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

conventionally unless otherwise required by the Court:

1) Initiating Filings. A new case shall originate with the filing of a conventional copy
of the initial pleading. All documentsthereafter mustbe electronically filed.
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2)

3)

4)

5)

6)

7)

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 INOV, 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
Prejudgment Claim of Right to Possession
Claim of Right Possession and Notice of Hearing
Unlawful Detainer documents for Stays of Execution

®© oo o

Undertakings and Rent Deposits — funds deposited with the court must
be certified funds such as cash, cashier’s check, or money order. No
personal checks are accepted unless statedin the order.

f. Bonds
Petition for Guardian ad Litem. A Petition for Guardian ad Litem must be
submittedin original form to the PresidingJudge’s department. The filing fee
must be paid inthe Clerk’s Office, Room 103, before submission 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.
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T. User Technical Problems.

1) Inthe eventthat a Useris 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.

2) The User may alternativelyfile 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’'sthen
current published rates for filingand service in this manner.

U. User Erroror Vendor Technical Problems.
If E-filing orservice does not occur due to (1) error inthe transmission of the document
to Vendor or served party which was unknown to the sendingparty, (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 entitled toan extensionforany response or the period within which any right,
duty, or other act must be performed, provided the User demonstratesthat 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 effectat that time, may determine
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 Proceedings.
All parties, with the exception of a self-represented litigants, mustfile all subsequent
documents electronically through File & ServeXpressinthe following designated case
types: Asbestos, Complex Litigation, Probate and Appellate Division Misdemeanor
proceedings.

Adopted:July 1, 1998
Last Revised: July 1, 2020
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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 discovering that 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 designatedas 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 imposed fora 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 applicationfor 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 must serve 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 in the 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 lessthan 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 Hearingsin 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 tofile an objectionin writing
withinthirty (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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