How do I file a Motion?

1. Complete the Motion.  A motion is usually made up of:

· Notice of Motion

· Motion

· Memorandum of Points and Authorities

· Declaration in support of the Motion

· A Proposed response if you are filing a Motion under CCP 473

2. Pick a court date at least 21 days away

· If your motion is in Dept. 218, get a court date from the clerk in 218 and schedule your hearing for Department 218 at 9:00 a.m.

· If your motion is not in 218, it is in the Law & Motion Department: 

· Pick any date Monday through Friday at 9:30 a.m.

· For even-numbered cases, pick Department 302

· For odd-numbered cases, pick Department 301

3. Make 2 copies of the Motion

4. File the original and copies in Room 103 at a Subsequent Filing window

5. Have someone 18 or older mail a copy of the Motion to the other party (or his/her attorney) at least 21 days before your court date.  

· Have this person fill out a Proof of Service by Mail. 

· File the completed Proof of Service.

6. The day before your court date (or on Friday if your hearing is on a Monday) call 415-551-4000 between 3 p.m. and 5 p.m.  

· Follow the directions to get your “Tentative Ruling”—this is how the judge intends to decide your motion

· If you agree with the Tentative Ruling, do nothing.

· If you do not agree with the Tentative Ruling:

· follow the phone instructions to inform the court that you will come to your court date the next day and, BEFORE 5 p.m., call the other party to tell them you will be coming to court at your scheduled time.

· Remember that if you agree with the decision, the other side may not agree and may call you to go to court the next day, which you must do in order to argue your motion. 

7. If you agreed with the Tentative Ruling and the other side didn’t fight it, then you won your motion and you must take the next step in your case.  Talk to a lawyer for help.

8. If you went to a hearing on your motion, then just follow the judge’s order.

