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1OFFICE INFORMATION AND SUMMARY OF KEY PROCEDURES

CONTACT & OFFICE INFORMATION

Statewide Special Counsel for the Commercial Division: 

Jeremy Feinberg, Esq.

www.nycourts.gov/comdiv

Statewide Coordinator for Electronic Filing: 

Jeffrey Carucci  646-386-3030

Commercial Division Support Office Main Number: 

646-386-3020

Commercial Division Website: 

www.nycourts.gov/comdiv

NY County Supreme Court Website: 

www.nycourts.gov/supctmanh

Clerk-in-Charge:

Edward Kvarantan • 212-256-7888 • ekvarant@courts.state.ny.us

Counsel:

Kathy Kass, Esq. • 646-386-3020

Staff:

646-386-3020

E-Mail Box (E-Filing):

commdiv-nyef@courts.state.ny.us

NY County E-Filing:

60 Centre Street, Room 119A • 646-386-3610
newyorkef@courts.state.ny.us

E-Filing Staff:

Kevin Duffy, J.T. Lydon, William Dietz

Commercial Division ADR:
60 Centre Street, Room 148
Fax: 212-608-4873
Maris Buckner, Senior ADR Coordinator • 212-256-7984
Simone Abrams, ADR Coordinator • 212-256-7986
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Location of the Office: The Commercial Division Support Office is located
in Room 119 A of the New York County Courthouse. That room is reached
through a separate door to the right of the entrance to the Motion Support
Office (Room 119).

Commercial Division Rules: The rules of the Division are to be found in
Uniform Rule 202.70 (g). A statement of the Administrative Judge and the
Part Practices of the Justices in New York County are posted on the New
York County home page of the Division’s website.

Functions of the Office: The Commercial Division Support Office accepts
and processes the following documents in Commercial Division cases: mo-
tions and petitions on notice; requests for judicial intervention (“RJI”); pro-
posed orders to show cause; requests for preliminary conference; notes of
issue; jury demands; proposed ex parte orders; and proposed orders and
counter-orders in response to directives in decisions on motions, proceed-
ings and orders to show cause. Documents regarding the Division’s ADR
Program should be presented to, and information about ADR can be ob-
tained from, Room 148. 

Assignment to the Division: The standards for assignment of cases to the
Commercial Division are contained in Uniform Rule 202.70 (b). The mon-
etary threshold in New York County is $ 150,000. In order for a case to be
assigned to the Division, the party filing the RJI must designate the case as
a “Commercial,” “Special Proceeding-Art. 75” or dissolution matter on the
RJI (revised 2011) and attach a Commercial Division RJI Addendum. If the
RJI is checked “Commercial” or “Art. 75” or dissolution but no RJI Adden-
dum is submitted, the clerk will advise the filer of the requirement for sub-
mission of an RJI Addendum. If the filer wishes to proceed with the filing
as is, the case will be assigned at random to a General Assignment Part. 

If a party believes that the filer of an RJI incorrectly failed to designate
the case as a Commercial Division matter, an application can be made to
transfer the case to the Division as provided in Rule 202.70 (e). 

The Commercial Division Support Office will itself make no determi-
nation whether a case belongs in the Division. Assignment to the Division
is, however, subject to review by the assigned Division Justice as provided
in Rule 202.70 (f) (1). In the event of a dispute or uncertainty about assign-
ment of a case to the Division, counsel may wish to consult rulings of the
Administrative Judge (Uniform Rule 202.70 (e) & (f) (2)), which have been
posted on the Division website (under “Decisions Online” on the New York
County home page).
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E-Filing In General: With limited exceptions, electronic filing through the
New York State Courts Electronic Filing System (“NYSCEF”) is mandatory
in Commercial Division cases (as well as certain non-Division commercial
cases) commenced since May 24, 2010. See Uniform Rule 202.5-bb. Divi-
sion cases must be commenced by filing with the County Clerk through
NYSCEF.  If a case is not so commenced, it will be converted to e-filing as
soon as possible and in any event upon the filing of the RJI. Procedures in
e-filing cases have been designed wherever possible to minimize the number
of trips counsel need make to the courthouse. For further information, con-
sult the Protocol on Electronic Filing (on the “E-Filing” page of the
Supreme Court website) or contact the E-Filing Staff, who are located in
Room 119 A, at the phone number and e-mail address listed above. 

Working Copies: Unless otherwise directed in a specific instance, the Com-
mercial Division Justices require submission of working copies of motion
papers and other documents that are intended for judicial review in e-filed
cases. Documents not intended for judicial review need only be, and should
only be, e-filed (e.g., request for preliminary conference, note of issue).
Working copies must bear, firmly affixed as a back page facing out, a copy
of the Confirmation Notice generated by NYSCEF upon the filing of a doc-
ument with the system. Motions/proceedings on notice must be e-filed and
working copies of all documents thereon must be submitted to the Motion
Support Office Courtroom (Room 130) on the final return date. On orders
to show cause returnable in the Part, working copies bearing a Confirmation
Notice must be submitted to the Part. In those few instances in which hard
copies are permitted, the filer must firmly affix, as a back page facing out,
a Notice of Hard Copy Filing. Working copies should contain exhibit tabs
and the motion sequence number. See the Protocol. 

Submission of Papers on Motions: Commercial Division motions and pe-
titions on notice are calendared (“Commercial Division Submission Calen-
dar” or “Commercial Division E-Filing Calendar”) in the Motion Support
Office Courtroom (Room 130). Such applications are placed on the calendar
by the submission by the movant of the notice of motion, proof of service,
any annexed affirmation of good faith only and one photocopy of the fore-
going (no affidavits/affirmations and memoranda, which should be handed
up in the Motion Support Office Courtroom on the final return date). Sub-
missions to calendar motions/proceedings shall be presented to the Com-
mercial Division Support Office no earlier than 30 days prior to the noticed
return date and no later than five business days prior thereto. All cross-mo-
tions, opposition papers, and replies shall be handed up in Room 130 on the
final return date. In e-filed cases, however, motion papers should be filed
with NYSCEF and the working copies should be delivered to Room 130 on
the final return date, as explained above. See the Protocol. 



4 THE COMMERCIAL DIVISION OF THE SUPREME COURT, NEW YORK COUNTY

Adjournments on Motions by E-Mail: Motions on the calendar of Room
130 can be adjourned by e-mail. For information on the procedures, see
“Motions/Proceedings on Notice” under “Courthouse Procedures” on the
Supreme Court website.

Review of Submissions by Staff: The staff of the Commercial Division Sup-
port Office will review submissions for form. The staff will advise counsel
in the event that any defects are detected, although papers will not be re-
jected except as permitted by CPLR 2102 (c) and Uniform Rule 202.5 (d).

Proposed Orders to Show Cause: Proposed orders to show cause and sup-
porting documents in Division cases should be submitted for review by Di-
vision Counsel prior to presentation to the assigned Justice. In e-filed cases,
proposed orders to show cause and supporting documents should be e-filed
and will be reviewed by Counsel on-line, except where the filing attorney
submits an affidavit/affirmation that notice to the adversary, which is oth-
erwise required by Commercial Division Rule 20, is not appropriate, in
which event the proposed order to show cause may be presented in hard
copy form (and bearing a Notice of Hard Copy Filing)(the documents must
be e-filed within three business days). If Counsel detects any difficulties
with the proposed order, the filing attorney will be advised. Once the pro-
posed order to show cause is ready for submission to the Justice assigned,
the filing attorney in an e-filed case must deliver a working copy of the doc-
uments and a hard copy of the proposed order only (for the purpose of ex-
ecution by the court) to the Office. If the filing attorney faces particularly
exigent circumstances, the Commercial Division Support Office will be
glad to receive advance notice of the impending submission by counsel.

Proposed Orders and Counter-Orders:Where the court in a decision on
a Commercial Division motion/proceeding has directed that counsel settle
an order or judgment, the proposed order/judgment and any proposed
counter-order/judgment (marked to delineate the changes requested (Uni-
form Rule 202.48 (c) (2))) shall be submitted to the Commercial Division
Support Office upon notice to the adversary as provided in that rule. Where
the direction is to “submit order,” the proposed order shall be submitted,
without notice, to that Office unless the court directs that submission be
made to the Part or Chambers. On the differences between directions to set-
tle or to submit order, see David D. Siegel, New York Practice § 250, at 426
(4th ed. 2005). In e-filed cases, proposed orders/judgments and counter-or-
ders/judgments can be, and should be, submitted to the Office by filing with
NYSCEF. Working copies should not be submitted. The Division Counsel
will review the submissions on-line, print them out, make any needed
changes by hand, and transmit them to the assigned Justice on or after the
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settlement date, except that if major defects are noted, Counsel, subject to
CPLR 2102 (c), will advise the submitting attorney and suggest that changes
be made. 

Ex Parte Orders: Ex parte orders in Commercial Division cases are submitted
to Division Justices by the Commercial Division Support Office.

Emergency Applications After Hours: The court has established a procedure
to address in an efficient and expedited manner instances in which counsel
in a Division case needs to submit a proposed order to show cause to a 
Division Justice when the court is closed. For a summary of this procedure,
please see “Emergency Applications After Hours” under “Courthouse 
Procedures” on the Supreme Court website. 

Commencing Cases Under Seal/Anonymous Captions: See “County
Clerk Litigation Functions” under “Courthouse Procedures” on the Supreme
Court website.

Information about Cases: Information about motions, appearances, and other
aspects of Division cases, as well as copies of key documents in those cases,
can be obtained from the Supreme Court Records On-Line Library
(“Scroll”), which is accessible at “Case Information” on the Supreme Court
website.

Questions and Information In General: Questions about procedures for
filing documents or other matters may be directed to the staff of the Division
at 646-386-3020.

Questions about E-Filing: Questions about e-filing in Division cases may
be directed to the E-Filing Staff at 646-386-3610 or
newyorkef@courts.state.ny.us.

Questions Regarding Proposed Orders to Show Cause and Proposed
Orders: Questions about proposed orders to show cause or proposed 
orders/judgments or counter-orders/judgments in Division cases should be
directed to the Division Counsel at 646-386-3020.

Questions about ADR: Questions about ADR should be directed to an 
ADR Coordinator, Maris Buckner at 212-256-7984 or Simone Abrams at
212-256-7986. 

Questions About Other Matters and Information About the Division:
Questions about other aspects of Division practice, inquiries seeking infor-
mation about the Division, and suggestions for improvement of Division
procedures can be directed to the Clerk-in-Charge, Edward Kvarantan, at
the number or address listed above.



  

THE COMMERCIAL DIVISION OF THE

SUPREME COURT, NEW YORK COUNTY

SUPPORT OFFICE 
60 Centre Street, Room 119 A
New York, New York  10007
646-386-3020     •     www.nycourts.gov/comdiv


