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Those appearing in New York State Supreme Court must be familiar with, and obey, the 
Uniform Civil Rules for the Supreme Court (“Uniform Rules”) [see 22 NYCRR Part 202, 
accessible at http://ww2.nycourts.gov/rules/trialcourts/202.shtml#01]. 
 
These Local Court Rules highlight, and in limited circumstances build upon, the Uniform Rules. 
 
I. COMMUNICATION WITH THE COURT 
 

A. All communications should be made via email to jordanchambers@nycourts.gov when 
practicable.  For any decision-making requests (e.g., adjournments, conferences, 
disclosure issues, etc.), the Court will ONLY entertain such requests via writing to 
Chambers’ e-mail address on notice to all parties. 
 

B. All parties must be copied on any communication with the Court.  Failure to do so will 
result in such document not being read and a reminder to counsel to resend while 
simultaneously serving all counsel. 

 
II. APPEARANCES 
 

A. Within ten (10) days of a notification of this Court’s assignment to a case, or written 
notification of a Preliminary Conference, whichever occurs first, each attorney shall file a 
Notice of Appearance which shall list the following: 

i. All attorneys assigned to the file (partners, of counsel, and associates); 
ii. The name of the primary secretary or paralegal assigned to the file; 

iii. The affiliated firm with mailing address, telephone number, facsimile number, 
and email address of all individuals listed above; and 

iv. A written acknowledgment that counsel is familiar with the Rules of the Third 
Judicial District and these Rules. 

 



 

III. ACCOMODATIONS 
 

A. Counsel must inform the Court, as soon as practicable, whenever a party, witness, expert, 
or counsel requires any accommodations.  This includes, but is not limited to, requests for 
foreign language or sign language interpreters, or accommodations for any disability. 
 

B. The Court will assist litigants with such requests but making the arrangements may take 
time.  Accordingly, prompt correspondence with Chambers to facilitate such 
accommodation is necessary. 

 
IV. ADJOURNMENTS 
 

A. Prior to making an adjournment request, a party must contact all other counsel to 
determine if the adjournment is on consent. 
 

B. If the adjournment is on consent, the requesting party must provide the Court with at least 
three alternative dates amenable to all parties. 

 
C. If the adjournment is not on consent, the request must note that opposing counsel has 

opposed the request, the basis for the adjournment request, and three alternative dates 
amenable to all parties. 

 
D. Matters scheduled for oral argument or a conference on a motion cannot be 

adjourned on consent and must be adjourned with leave from the Court. 
 
V. PRELIMINARY CONFERENCES 
 
Preliminary Conferences are scheduled pursuant to 22 NYCRR 202.12(a) and, for 
matrimonial cases, pursuant to 22 NYCRR 202.16(f). 
 

A. A party may request a preliminary conference any time after issue has been joined.  In 
any event, the Court will schedule a preliminary conference within forty-five (45) days 
after an RJI has been filed in the matter. 
 

B. The Court will provide to all parties a blank form preliminary conference stipulation and 
order.  The parties should confer and choose mutually agreeable dates to establish a 
timetable for discovery utilizing this form. 

 
C. If all parties sign the preliminary conference stipulation and return it to Chambers no later 

than three (3) business days prior to the scheduled conference, and each party provides 
the Court with a summary of the case (including the facts, legal contentions, and status of 
disclosure), such form will likely be “so-ordered” by the Court.  Upon receipt of all 
required documentation, unless a matrimonial action or otherwise ordered by the Court, 
the conference will be cancelled by notice from the Court. 

 



 

D. If the parties cannot reach an agreement as to the preliminary conference stipulation, a 
Preliminary Conference will be conducted.  Each party must submit, no later than three 
(3) days prior to the conference, a statement detailing the following: 

i. The relevant facts; 
ii. The legal issues; 

iii. The status of disclosure and any disclosure issues, anticipated or otherwise; 
iv. Settlement demands or offers made; and 
v. Any other relevant matters likely to be discussed at the conference. 

 
E. All parties must submit a copy of any Bills of Particulars in addition to the statement 

described above.  These submissions must be sent via email to 
jordanchambers@nycourts.gov.  All parties must be copied on the submission. 

 
VI. MOTIONS 
 

A. Parties may file motions on any business day and set any return date they wish.  All 
motions, even on default or ex parte, must have a notice of motion setting forth a return 
date, unless the application is brought by order to show cause.  No personal appearances 
are required on return dates unless directed by the Court. 
 

B. Oral Argument: Any request for oral argument must be included on the party’s notice of 
motion, or in any response papers.  If the Court, in its discretion, allows such argument, 
all parties or their counsel will be so notified by the Court. 

 
C. Orders to Show Cause: Motions shall be brought on by order to show cause only when 

there is genuine urgency, a stay is required, or a statute so requires.  Absent advance 
permission of the Court, reply papers shall not be submitted on orders to show cause (see 
22 NYCRR 202.8-d). 

 
D. Discovery Motions: 

i. Counsel must consult with one another, in good faith, to attempt to resolve all 
disclosure disputes (see 22 NYCRR 202.7). 

ii. All discovery-related motions require a conference prior to filing.  Failure to seek 
a conference prior to filing, absent exigent circumstances, will automatically 
result in dismissal of the motion without prejudice.   
 

E. Motion Format: 
i. All documents filed on NYSCEF must be word-searchable to the extent 

reasonably practicable (see “Formatting Specifications and Guidelines for 
Electronically Filed Documents” accessible at 
https://nycourts.gov/COURTS/AD1/E-Filing/TechnicalRequirementsEfiling.pdf) 

ii. Sur-replies will not be considered unless the Court otherwise directs.  If new 
issues are raised in the reply or if there has been a change in the law while the 
motion is pending, counsel are to advise chambers in writing of the request to 
submit additional affidavits or memoranda (see 22 NYCRR 202.8-c). 



 

iii. Other papers, including letters which are sent after the submission of the motion, 
will not be considered. 
 

F. Summary Judgment: 
i. All motions for summary judgment must be filed within sixty (60) days of the 

filing of the Note of Issue unless otherwise ordered by the Court or the motion 
will not be entertained.  The motion should be made returnable no later than thirty 
(30) days from the date of filing. 

ii. Counsel may seek an extension of the motion period through the submission of a 
letter to the Court with a copy to opposing counsel setting forth good cause why 
additional time is needed.  The Court will then determine whether an extension of 
the motion period is warranted. 

iii. Statement of Material Facts (see 22 NYCRR 202.8-g): 
Upon any motion for summary judgment, other than a motion made pursuant to 
CPLR 3213, there shall be annexed to the notice of motion a separate, short and 
concise statement, in numbered paragraphs, of the material facts as to which the 
moving party contends there is no genuine issue to be tried.  
In such a case, the papers opposing a motion for summary judgment shall include 
a correspondingly numbered paragraph responding to each numbered paragraph 
in the statement of the moving party and, if necessary, additional paragraphs 
containing a separate short and concise statement of the material facts as to which 
it is contended that there exists a genuine issue to be tried. 
Each numbered paragraph in the statement of material facts required to be served 
by the moving party will be deemed to be admitted unless specifically 
controverted by a correspondingly numbered paragraph in the statement required 
to be served by the opposing party. 
Each statement of material fact by the movant or opponent, including each 
statement controverting any statement of material fact, must be followed by 
citation to evidence submitted in support of or in opposition to the motion.     

iv. Adjournments of Motions for Summary Judgment: 
a. On Consent - The Court is to be advised by letter that a motion is 

adjourned on consent.  A copy of the letter is to be sent to all parties and 
transmitted to the Court via email on non-NYSCEF cases and via 
NYSCEF on cases subject to electronic filing.  

1. No more than two (2) adjournments for an aggregate period of 
sixty (60) days will be granted without prior permission of the 
Court.   

b. Opposed - Absent agreement by the parties, a request by any party for an 
adjournment shall be submitted in writing via email in non-NYSCEF cases 
and via NYSCEF in cases subject to electronic filing.  Such request shall 
be made upon notice to the other party and the Court on or before the 
return date. 
The Court will notify the requesting party whether the adjournment has 
been granted via email in non-NYSCEF cases and via Court Notice on 
NYSCEF in cases subject to electronic filing. 



 

c. No motion for summary judgment shall be adjourned less than ninety 
(90) days before trial. 

 
VII. PART 1/SETTLEMENT CONFERENCES 
 

A. Counsel attending Part 1/Settlement Conferences must be fully familiar with the case and 
have settlement authority.  Clients must be present at the Part 1/Settlement conference. 
For the purposes of this subsection, a client includes an insurance adjuster or 
representative with full knowledge of the file and full authority to settle. 

i. Undue Hardship Exception: If a client has a severe hardship, such as an extremely 
painful medical condition, his or her party may contact the Court to request an 
undue hardship to participate by telephone. The Court reserves the right to request 
the presence of any party, including one with an undue hardship, even if the Court 
initially grants the exception. 

ii. An undue hardship shall not include a far travel distance to the Court. 
 

B. Local Counsel CANNOT be used for Part 1/Settlement conferences in any matter without 
express, written permission of Chambers. 
 

C. Statement of Contentions: An updated statement of contentions must be provided ten (10) 
business days prior to the Part 1 Conference. It must address the following:  

i. Brief statement of the relevant facts; 
ii. The legal issues; 

iii. Settlement demands or offers made;  
iv. Length of trial;  
v. Anticipated evidentiary issues;  

vi. List of known trial issues;  
vii. Evidence consented to which should be pre-marked; and  

viii. Any other relevant matters you would like the Court to address. 
 
VIII. TRIALS 
 

A. Submissions:  All trial submissions must be submitted in advance of the trial date. 
Submissions which must be submitted two weeks prior to the first day of trial/jury 
selection (unless ordered otherwise by the Court, i.e., in a Trial Order) or at the Pre-trial 
Conference, whichever occurs first, include the following: 

i. Motions in limine of known issues; 
ii. A copy of all trial subpoenas (ad testificandum and duces tecum); 

iii. Jury instructions (PJI proposed jury instructions; via e-mail in Microsoft Word 
format); 

iv. Proposed Jury verdict sheets (via e-mail in Microsoft Word format); 
v. Evidence consented to by both parties which should be pre-marked prior to the 

start of trial.  All Exhibits must be pre-marked; 
vi. Witness list; 

vii. List of all known evidentiary issues or issues that will arise at trial; and 
viii. Exhibit list of all evidence to be offered by that party.  



 

 
B. Incomplete submissions of any items enumerated in subdivision A, may result in 

preclusion if material alterations are made, particularly as to the witness list and exhibit 
list.  Last minute amendments are not permitted without leave of Court.  Deceptive 
practices will not be tolerated. 

 
C. Settlement:   

i. The Court is available for a settlement conference at any time prior to the 
scheduled trial date. 

ii. If the matter is not settled prior to the scheduled trial date, the trial will commence 
as scheduled.  

iii. If the matter is settled outside the presence of the Court, counsel shall advise 
Chambers immediately.  

iv. Proceedings requiring the presence of the jury will not be delayed by settlement 
discussions once the jury panel has been drawn by the jury commissioner. 

 
D. Identification of Trial Counsel:  

i. Whenever a matter is to be tried by an attorney other than the attorney-of record, 
trial counsel shall be identified in a writing, filed with the Court on notice to all 
parties, no later than fifteen (15) days from the date of the Pre-trial Conference 
(see Uniform Rule 202.31 [22 NYCRR 202.31]).  The court may waive this rule 
only in instances where the attorney of record is unexpectedly engaged in an 
unrelated trial and the late retention of trial counsel permits the trial before the 
Court to proceed without adjournment.  

 
IV. POST-TRIAL SUBMISSIONS 
 

A. Post-Trial Briefs (Non-Jury): Unless the directed otherwise, the parties may obtain and 
provide to the Court, at the party’s expense, on or before the date set by the Court at the 
conclusion of the trial, a copy of the trial transcript and each party shall submit a post-
trial brief with respect to the issues raised during the trial, setting forth and citing to 
specific references in the transcript and documents in evidence and citing the applicable 
law.  

 
B. Findings of Fact and Conclusions of Law (Non-Jury): Along with the submission of 

the post-trial briefs, counsel shall also present the Court with proposed findings of fact 
and conclusions of law citing to specific references in the transcript and documents in 
evidence (see CPLR 4213 [a]). 


