
	SUPERIOR COURT OF JUSTICE

CIVIL SCHEDULING UNIT

REQUISITION TO ATTEND CIVIL PRACTICE COURT
	330 University Avenue, 8th Floor 

Toronto ON  M5G 1R7

Email: civilpracticecourt@ontario.ca

	 Requisition to Attend Civil Practice Court before a Judge to Schedule (select one of the following):

	
	 Urgent Hearing     Long Motion or Application     Summary Judgment Motion     Request for Case Management     Constitutional Question     Appeal from the Consent and Capacity Board

	*** To book a date through Civil Practice Court, please return this completed form in Microsoft Word format by email to: civilpracticecourt@ontario.ca.

	Court File Number:      

	Full Title of Proceeding (List all Parties in the Title of Proceeding): 

	     

	Moving Party Is:

	
	 Plaintiff/Applicant/Appellant      

	
	 Defendant/Respondent      

	
	 Other      


	1. Estimated time for oral argument by all parties:
	     

	2. Nature of the action or application (e.g., personal injury, specific tort, contract or other case type identified on Form 14F):
	     

	3. Rule(s) or statutory provisions under which the motion / application is brought:
	     

	4. May the motion be heard by an associate judge or must it be heard by a judge?
	     

	5. Whether a particular judge or associate judge is seized of all motions in the proceeding or of the particular motion? 
	     

	6. If the proceeding is governed by the Simplified Procedure Rule (Rule 76), does the motion concern undertakings given or refusals made on examination for discovery?
	     

	7. Is the motion seeking summary judgment?  
	     

	8. Is the application or motion urgent?
	     

	9. Is any party self-represented?
	     

	10. Is this proceeding under case management? 
	     

	11. Does the motion or application require a bilingual Judge or Associate Judge? 
	     

	Name of Party and Lawyer Scheduling the Motion:
	
	     

	
	
	Name and Firm (please type or print clearly)

	YYYY-MM-DD
	
	     

	Date
	
	Telephone Number and Email Address


	Court File No:      
	     


	Name of Party and Lawyer Responding:  
	
	     

	
	
	Name and Firm (please type or print clearly)

	
	
	     

	
	
	Telephone Number and Email Address

	Name of Party and Lawyer Responding:  
	
	     

	
	
	Name and Firm (please type or print clearly)

	
	
	     

	
	
	Telephone Number and Email Address

	Name of Party and Lawyer Responding:  
	
	     

	
	
	Name and Firm (please type or print clearly)

	
	
	     

	
	
	Telephone Number and Email Address

	Name of Party and Lawyer Responding:  
	
	     

	
	
	Name and Firm (please type or print clearly)

	
	
	     

	
	
	Telephone Number and Email Address

	Name of Party and Lawyer Responding:  
	
	     

	
	
	Name and Firm (please type or print clearly)

	
	
	     

	
	
	Telephone Number and Email Address


	For Court Use Only

	ONTARIO SUPERIOR COURT OF JUSTICE (TORONTO REGION)
	CIVIL PRACTICE COURT ENDORSEMENT

Court File No.:      

	     

	Presiding Judge:
	CPC#:
	     

	     
	DATE:
	YYYY-MM-DD


Counsel attending (if different than listed above):

Plaintiff:      
Defendant:      
Other:      
ENDORSEMENT
[delete if inapplicable] The schedule set out on the next page is ordered. 
	DATE:      
	Judge’s Signature
	[image: image1.emf]X




	Court File No:      
	     


SCHEDULE

TIMETABLE

· MOVING PARTY’S MOTION RECORD, APPLICATION RECORD, OR APPEAL BOOK TO BE DELIVERED
 BY:      
· RESPONDING PARTY RECORD TO BE DELIVERED BY:      
· REPLY RECORD, IF ANY, TO BE DELIVERED BY:      
· CROSS-EXAMINATIONS TO BE COMPLETED BY:      
· UNDERTAKINGS TO BE ANSWERED BY:      
· MOTION FOR REFUSALS BY:      
· CASE CONFERENCE TO BE CONDUCTED BY:      
· MOVING PARTY OR APPLICANT’S FACTUM TO BE DELIVERED BY:      
· RESPONDING PARTY FACTUM TO BE DELIVERED BY:      
· APPROVED HEARING DATE:      
· ANY ADDITIONAL TIMETABLE ITEMS:      
THE PARTIES SHALL COMPLY WITH ALL PRACTICE DIRECTIONS ISSUED FOR THE TORONTO REGION APPLICABLE TO THIS MOTION OR APPLICATION, INCLUDING THE REQUIREMENTS FOR FILING DOCUMENTS AND UPLOADING THEM TO CASELINES AS SUMMARIZED IN THE TABLE BELOW.
	Court File No:      
	     


REQUIRED STEPS CHECKLIST
	STEP
	HOW
	CHECK IF DONE

	File documents and pay all fees 


	File your documents and pay fees using the Civil Submissions Online portal

https://www.ontario.ca/page/file-civil-claim-online. If your matter is urgent or you are filing documents for a court date or deadline that is fewer than 5 business days away, email your documents to the court office at : Civil Urgent Matters-SCJ-Toronto <CivilUrgentMatters-SCJ-Toronto@ontario.ca.>
Documents submitted to the court in electronic format must be named in accordance with the Superior Court’s Standard Document Naming Protocol, which can be found in section C.8 of the Consolidated Notice to the Profession, Litigants, Accused Persons, Public and the Media at: https://www.ontariocourts.ca/scj/notices-and-orders-covid-19/consolidated-notice/#8_Standard_document_naming_protocol.
See new Rule 4.05.2.

Ensure your email address is on all documents filed.
	

	30 DAYS BEFORE HEARING

	Email Motions Coordinator 30 days prior to the motion or application hearing date about the status of the motion or application including names, telephone numbers, and email addresses of all counsel and/or self-represented parties. After this is done, the parties will receive an email from CaseLines saying it is ready to use.
	Send email to:

LongMotionsStatus.Judge@ontario.ca.

	

	AT LEAST ONE WEEK BEFORE HEARING

	Upload materials to CaseLines including all Motion Records, Factums, and the requested Draft Order or Judgment.

Upload your factum and draft Order or Judgment in WORD format.
	See new Rule 4.05.3.

Ensure you email address is on all documents filed.

For more information about CaseLines, including answers to frequently asked questions, refer to Supplementary Notice to the Profession and Litigants in Civil and Family Matters – Including Electronic Filings and Document Sharing (CaseLines Pilot) September 2, 2020; updated December 17, 2020 found at https://www.ontariocourts.ca/scj/notices-and-orders-covid-19/supplementary-notice-september-2-2020/.
	


	Court File No:      
	     


	Confer with opposing counsel and email Motion Confirmation form to Motions Coordinator.
	For motions, see: Rule 37.10.1 and Form 37B.

For applications, see: Rule 38.09.1(1) and Form 38B.

Send email to:

LongMotionsStatus.Judge@ontario.ca.
	

	SHORTLY BEFORE HEARING

	Upload Compendiums. For all oral motions and applications upload a Compendium to CaseLines at any time before the hearing which contain the excerpted portions of the cases and evidence which the parties intend to rely upon.

Counsel and self-represented parties should familiarize themselves with the CaseLines-generated page numbering on uploaded documents for ease in directing the judge to specific pages.
	See email from CaseLines.
	

	Upload any amended requested Draft Order or Judgment into CaseLines.
	See uploading instructions in the Frequently Asked Questions About CaseLines at: https://www.ontariocourts.ca/scj/notices-and-orders-covid-19/supplementary-notice-september-2-2020/faq-caselines/.
	

	Exchange costs outlines not exceeding 3 pages in length.
	See Rule 57.01(6) and Form 57B.
	

	AFTER THE HEARING

	Upload the costs outlines to CaseLines if there have been no Rule 49 Offers to Settle. If there have been Rule 49 Offers to Settle, then costs outlines should be dealt with in the manner directed by the Motions or Applications Judge.
	
	


� Rule 1.01: “deliver” means serve and file with proof of service, and “delivery” has a corresponding meaning.
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