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ADMINISTRATIVE DIRECTIVE
OF THE
CHIEF JUDGE OF THE COURT OF COMMON PLEAS
OF THE STATE OF DELAWARE
NO. 2017-1
EFILING PROCEDURES

This ,‘2&1@ of March 2017,

IT IS HEREBY DIRECIED that Administradve Directive 2009-6 is
tescinded and that the following administrative procedutes shall apply fot eFiling
pursuant to Civil Rule 79 and Civil Rule 79.1:

I'T APPEARING that pursuant to 10 Del C. § 1302(d), the authority being
vested in the Presiding Judge as the administrative head of the Court during the term
of his appointment; and

IT FURTHER APPEARING that the Court has implemented a new Civil
cFiling system, File and Serve Delaware. This eFiling system has been implemented
statewide and these procedutes shall apply and govern all civil cFile proceedings in
the Coutt of Common Pleas, to the extent it does not conflict with Court of
Common Pleas Civil Rule 79.

IT IS THEREFORE DIRECTED THAT:

A) Unless otherwise ordered by the Court, all civil proccedings are requited to be
eFiled in accordance with Civi/ Rute 79, except as identified in “B” below.
B) The following cases may be eFiled, but are not required to be eFiled:

1) Proceedings filed by se/f-rgpresented litigants; and





2) Proceedings otherwise excused from eFiling requirements by the Court

for good cause shown.

C) The following filings must be eFiled in one upload or session with all the
applicable listed documents attached in the order listed below:

1) Initial Complaint: Praecipe and Complaint, Exhibits, Form 30 Interrogatories,
and Certificate of Value.

2) A draft Summons to be execcuted and issued by the Court for each
defendant to be served must be separately eFiled immediately after eFiling of the
Complaint and listed attachments.

3) Answer or Responsive Pleading: Answer or Pleading, supporting Exhibits,
supporting Affidavits and certificate of service or mailing.

4)  Counterclaim, Crossclaim ot Third Party Complaint: Counterclaim,
Crossclaim or Third Party Complaint, supporting Exhibits, Affidavits and cettificate
of service or mailing.

5 Motions: Notice of Motion, Motion, supporting Exhibits, supporting
Affidavits, and certificate of service or mailing.

D) Effective Aptil 1, 2017, in addition to the Court’s filing fee, a Court
technology surcharge of $1.25 per document shall be assessed in each case eFiled
with the Court for the putpose of a fund to operate the eFiling system. [or the
purposes of this paragraph, each of the filings with attached documents listed in
patagraph C above shall be deemed one “document” and assessed one $1.25

surcharge. All other documents eFiled shall be assessed on a per-document basis. .





Individual documents may not be more than 2 MB in size, and files may not be

transmitted_via a_compressed zip folder. Where any one eFiling exceeds [a total of

fifteen (15) pages,) 2 MB an additional technology sutcharge of $1.25 shall be
assessed. The Court shall use these funds solely for putposes related to the opetation
and maintenance of the Court’s case management and eFiling system. The
technology fee shall not be imposed on filings commenced by the State of Delaware,
its subdivisions, ot by petsons who have been granted leave by the Court to proceed
in forma pauperis. Payment of fees may be accomplished through credit catd, and
attorneys have the option to be invoiced on a monthly basis.

E)  Registered cFiling users ate required to modify their profiles with any change
in uset name, attorney name, fitm name, delivery address, fax number, or email
address within ten (10) days of such change. This requirement is in addition to the
continuing obligation of memberts of the Delaware Bar to notify the Clerk of the
Supteme Coutt in writing within 30 days of any change in the information provided
in the member’s most recent Annual Registration statement putsuant to Supreme Court
Rule 69(h).

F) Each electronically filed document shall be deemed to have been signed by the
attotney, ot party not represented by an attorney, authorizing such filing, and shall
beat a facsimile ot typed signature of such person. Each document eFiled by or on
behalf of a patty shall also include the typed name, address, and telephone number of
the attotney or unreptesented party filing such document. Attorneys shall include

theit Delaware bar number. The eFiling of a document by a lawyer, or by another





under the authorization of a lawyer, shall constitute a signature of that lawyer undet
Civil Rule 11.

Each electronically filed declaration and affidavit shall be deemed to have
been signed by the declarant or affiant if 1) it bears an image of the signatute of the
declarant or affiant, and an image of the notary signaturc and seal whete applicable;
and 2) an attorney, ot party not represented by an attorney, has authorized such filing.
The original affidavit or declaration filed or served electronically, shall be maintained
by the party filing the affidavit duting the pendency of the litigation, and shall be

- made available, upon reasonable notice, for inspection by other counsel ot the Court.
G)  'The summons as set forth in this Section (C)(2) shall be printed by the Civil
Clerk, signed, sealed, and scanned and eFiled. The Civil Clerk shall notify the
plaintiff's counsel electronically who shall deliver or cause the summons to be
delivered to the process server. After service is perfected, plaintiff’s counsel shall
eFile the praecipe and service documents indicating the process server has perfected
service.

H)  'To enforce a judgment, plaintiff's counsel shall electronically file 2 Notice of

Writ for Execution and the Writ of Execution. The documents shall be printed by
the Civil Clerk, signed, sealed and scanned back into the court system by the Civil
Cletk, thus providing notification to plaintiff's counsel electronically, who shall file
same with the Sheriff in the approptiate county for service.

D To transfer a judgment, plaintiff’s counsel shall electronically file a Request to

Transfer a Judgment to the Supetior Coutt. The document shall be printed; the Cletk





shall sign, seal and certify the docket entries. Thereaftet, the Cletk shall scan the
certified docket into the court system thus providing notification to plaintiff’s counsel
electronically. The person to whom the judgment is issued shall file or cause it to be
filed in the Supetrior Court. The Civil Clerk shall amend the judgment status to

“IRAN” to reflect that the judgment has been transfetred to the Supetior Coust.

This Directive s effective Mnt, 24 20/7

BY THE CHIEF JUDGE

/s/__Alex ]. Smalls







ADMINISTRATIVE DIRECTIVE
OF THE
CHIEF JUDGE OF THE COURT OF COMMON PLEAS
OF THE STATE OF DELAWARE

NO. 2007-2

POLICY ON PUBLIC ACCESS TO
THE COURT OF COMMON PLEAS JUDICIAL RECORDS

This Qt_h day of March, 2007,

This policy supersedes Administrative Directive 2000-1. The purpose of this
policy is to facilitate public access to records of the Court of Common Pleas consistent
with any court order, decision, rule, applicable state or federal law which require that
certain records are confidential and shall not be disclosed to the public. This policy
applies to all requests to access court records submitted by an individual, association,
organization or agency, whether public or private.

L. ACCESS TO COURT RECORDS:

Generally, all case records and information are open to the public except
as follows:

A. Records controlled by statute or common law. Case records
that are made inaccessible to the public pursuant to state statutes or common law may not

be disclosed, unless disclosure is authorized by the Chief Judge or the Judge hearing the

case.

B. Sealed records. Records which are sealed or closed to the public

by court order or decision shall not be disclosed, unless disclosure is authorized by a

Judge.





C. Judicial work product. Notes, memoranda or drafts prepared by
a judicial officer or by a court employed attorney, law clerk, legal assistant, secretary or
other court personnel and used in the process of preparing a final decision or order shall
not be disclosed.

D. Presentence investigation reports.

8 Unexecuted or unreturned warrants. Unreturned search
warrants, arrest warrants or summonses in a criminal case and affidavits or sworn
testimony and records of proceedings in support of the issuance of search or arrest
warrants, except related to grand jury indictments, shall not be disclosed until such time
as the warrants are returned.

F. Criminal history records. Criminal history records containing
cumulative case-related information on individuals related to criminal proceedings in
more than one court (i.c., criminal history records obtained through DELJIS) shall not be
disclosed. Case-related records providing information on a person related to proceedings
occurring at Court of Common Pleas may be disclosed.

G. Drivers license records. Driver’s license records maintained by
the Division of Motor Vehicles shall not be disclosed.

H. Witness or Victim Information. The identity of witnesses,
including the names and identification numbers of police, probation, and parole officers,
or the residential address, telephone number or place of employment of a victim or
witness, except to the extent that disclosure is of the site of the crime or is required by

law or the Rules of Criminal Procedure pursuant to 11 Del.C. § 9403.





1. AIDS/HIV status. The AIDS/HIV status of crime victims, or
other litigants and witnesses is confidential and shall not be disclosed, pursuant to 11 Del.
C. §3913.

J. Jury panels. Personal information regarding jurors, such as juror
address, phone number and social security number, shall be exempt from disclosure,
unless disclosure is authorized by the Chief Judge or the Judge hearing the case.

K. Expunged records. Expunged judicial records are exempt from
disclosure.

L. Court reporters’ notes. Court Reporters’ manual or electronic
notes, audio and videotape recordings of court proceedings which do not represent the

official record shall not be disclosed.

M. Medical and psychological records, including, but not limited to,
records of court-ordered examinations and drug and alcohol treatment records, should not
be released. See, e.g., D.R.E. 503(b), (d)(2), 42 USCA § 290dd-2.

I ACCESS TO ADMINISTRATIVE RECORDS

Generally, all administrative records are open to the public except as
follows:

A. Personnel records, applications for employment and records of
employment investigations and hearings. Information contained within personnel
records, applications for employment and records of employment investigations and
hearings shall not be disclosed, except for (1) name of individual, (2) dates of

employment, (3) name, location and phone number of court and/or office to which the





individual has been appointed, and (4) position classification, pay grade, pay range, and

gross salary.

B. Proprietary and licensed materials. Computer programs and
related records, which are subject to proprietary rights or licensing agreements (including
technical users manuals) shall only be disclosed in accordance with the terms and

conditions of the agreements or licenses.

C. Judicial case assignments. The name of the Judge to whom any
matter is to be assigned shall not be disclosed until after the assignment is made.

D. Security records. Records that would be likely to substantially
jeopardize or diminish the security of information, possessions, individuals, or property
in the possession or custody of the courts against theft, tampering, improper use, illegal
disclosure, trespass or physical injury such as security plans or codes are exempt from

disclosure.

e Trade secrets. Trade secrets and commercial or financial
information obtained from a person which is of a privileged or confidential nature shall

not be disclosed.

F. Attorney work product. The work product of any attorney or law
clerk employed or representing the judiciary which is produced in the regular course of
business or representation of the judiciary is exempt from disclosure.

G. Preliminary and draft reports. Preliminary or draft reports,
documents, records, evaluations, investigations, audits, or compliance reviews are

confidential unless disclosed by the court.





H. Records controlled by statute or common law. Case records
that are made inaccessible to the public pursuant to state statutes or common law may not
be disclosed.

III. GENERAL PROCEDURE FOR REQUESTING ACCESS

A. To whom the request is made. A request to inspect or obtain
copies of records that are open to the public shall be made to the custodian of records in
writing or orally, as prescribed by the court. All requests for administrative records shall
be referred to the Court Administrator. All requests must include sufficient information
to reasonably identify what is being sought and to allow the information to be accessed.

B. Response. The custodian of the records shall respond to a
request for examination of public records orally or in writing as promptly as practicable.
In determining whether to grant the request and for the purposes of estimating the time
period necessary for providing information, the custodian will consider whether
information is normally generated as requested; the difficulty of making the information
available that is not normally generally as requested; the extent to which information
must be compiled to satisfy the request; the amount of equipment, materials, staff time
and other resources required to satisfy the request; and whether preparation or release of
information would disrupt or adversely impact internal operations or functions of the
Court.

C. Explanation for delay or denial. If a request cannot be granted
promptly, or at all, the custodian shall inform the person requesting the information orally
or in writing of the nature of any problem delaying or preventing access and the specific

statute, federal law, or court or administrative policy or rule that is the basis of the denial.





D. Referral of certain cases. If the custodian is uncertain as to the
status of the record, the custodian may ask for a determination on the request from the
court official designated by the presiding judge of the court to handle these referrals.

E. Appeal from denial of access. If the custodian denies a request to
inspect records, the denial may be appealed in writing to the Chief Judge.

IV. INSPECTION AND PHOTOCOPYING

A. Access to original records. Upon request, a person shall be
allowed to inspect or to obtain copies of original versions of records that are open to the
public in the location where such records are kept during regular working hours. If
access to the original records would result in disclosure of information V\;hich is not
permitted, jeopardizes the security of the records, or is otherwise impractical, copies,
edited copies, reasonable facsimiles or other appropriate formats may be produced for
inspection. Unless expressly authorized by judicial order, records shall not be removed
from the location where they are normally kept.

B. Access to certain evidence. Documents and physical objects
admitted into evidence shall be available for public inspection under such conditions as
the reasonable custodian deems appropriate to protect the security of the evidence.

C. Cost. The person requesting the information shall bear the cost of

complying with the request for information as determined by the Rules of the Court of

Common Pleas.

/s/Alex J. Smalls
Chief Judge







THE VINCENT A. BIFFERATO
SUPERIOR COURT TRIAL PRACTICE FORUM
“How We Can Help”

CIVIL ADMINISTRATION
Contacts: Cynthia Coleman 255-0781
Erica Sherkey 255-0741

Questions Regarding the Filing of a New Case or Cas with Statute Issues
Please call the contacts listed above

Service Copies
= Must be printed and provided to the Court
= Must have FSX seal in the right hand corner
= Staff processes service copies within 48 hourgeadipt
» Staff can accommodate expedited requests
= Please remember to pick up long arm service
Sending Service Copies of Writs to Prothonotary
Prothonotary needs the following:
= Two copies of the Praecipe per county
= One Summons per defendant and one extra Summoasdoy address being served
= One Complaint per defendant
(If Complaint is also to be posted, an extra Compland Summons are needed)
= Check for Sheriff
* For Long Arm Service two copies of the Praecpel one Summons per defendant is
needed.

Motions for Special Process Server
= An affidavit certifying that the Sheriff has beeamged must accompany these motions

Non-Conforming Documents
= |f service copies are not filed correctly, the doents will not be accepted by front
counter staff.
= A non-conforming docket indicating the reason fog items being rejected will be filled
out and provided to the runner.

Transferred Cases from Chancery Court — CCLD Cases
» Refile the complaint, CIS and include as an exlahit documents counsel would like the
Superior Court Judge to be aware of that was pusiydiled/ruled on in Chancery
Court. A copy of the Chancery Court docket is dsipful.

Minor Settlement Petitions
= Only the initials of the minor child should be usedhe petition. A Motion to File
Under Seal should accompany the initial filingtlse child’s full name can be viewed on
the birth certificate, medical records, and proposeler.

Signature Line
» Please ensure that the signature line is not theitem listed on a page





TRIAL DEPARTMENT
Contacts: Judicial Case Managers (Please sealistr lResources)

Reasons We Reject a Document:
Wrong document uploaded/ unable to read document

= Document lacks attorney signature

= Authorizing attorney is not an active member ofdere Bar and/or does not maintain
an office in DelawareAttorneys admitted Pro Hac Vice cannot file on seca
Incorrect Prothonotary listed on Summons
Praecipe/Summons do not say “Alias” “First Pluried&tended” etc. on the document
Pleading exceeds page limits
Motions & Responses — 6 pages (CCLD- 10 pages)
Filings do not adhere to Administrative DirectivasSuperior Court Civil Rules

Voluntary Dismissal Filed Instead of a Stipulationof Dismissal

= |f the defendant has answered, the dismissal neudbhe by stipulation (both attorney
signatures present).

Main Document v. Supporting Document

= File and Serve charges for every fifty entrieslomdocket. When filing, Main
Documents count towards the fifty, but SupportimgcDments do not. So for example
when filing a Motion, the Motion should be your Md>ocument and your Proposed
Order, Notice, Certificate of Service and Exhilsit®uld all be Supporting Documents.
This allows you to use one entry instead of attleas if all documents had been filed as
Main Documents.

JUDGMENTS
Contact: Kathy Zeccola 255-0766

Satisfied Judgments
= Superior Court does not notify the credit bureabgnva judgment has been satisfied, the
individual is responsible for requesting a copyta satisfaction and notifying all 3 credit
bureaus.

Transferring Lower Court Judgment to Superior Court
= Lower court paperwork must indicate that the judgtman be transferred to Superior
Court.

Judgments Cannot Be Dismissed

= Judgments must be vacated or satisfied, unlesa @tsfessed judgment that’s tentative.

EXPUNGEMENTS
Contact: Inez Charles 255-0574

Expungement Petitions
= All charges listed on State Bureau of Identificat{®&BIl) Report should be listed in the
petition.





= We only expunge the charges listed on the order.
= Once the order has been granted, the Prothonotafiitee expunges the charges from

JIC immediately. SBI needs additional time (appraately 60 days) to remove the
charges from DELJIS.

RESOURCES

Superior Court Website
A to Z Quick Find Index

Administrative Directives Civil Rules

Civil Calendars CCDW Instructions & Forms
Civil Case Management Plan E-File Procedures

Civil Orders & Opinions Judicial Preferences

Civil Motion Schedule with
Case Manager Names, Phone
Numbers & Email Addresses

Superior Court E-File Procedures

Administrative Directives
No. 2007-6  E-File Administrative Procedures

Administrative Orders

6/28/17 Order Amending Rule 107 (b) and (h) of $tuperior Court Rules of Civil
Procedure & Order Adopting Rule 107 (j) and Fa®nof the Superior
Court Rules of Civil Procedure






REGISTER IN CHANCERY for the COURT OF CHANCERY
COMMON E-FILING ERRORS

The Court of Chancery uses File and Serve Express (FSX) for e-filing. The Register in
Chancery (RIC) review clerks have identified the following issues as the most common
reasons for rejecting civil action (CA) filings during clerk review:

1. Linking — Filings are not linked at all, or are linked to items that do not relate to
the current filing. Law firms have suggested that not all filings need be linked to
a prior filing. The most common documents suggested by firms needing linking
would be answers, responses, oppositions, replies, and briefing. Discovery
issues (Notices, etc.) seem to be the items suggested most by firms as not needing
to be linked. (Clerk review staff are not able to correct linking issues.)

2. Document Tifle — Filings do not state the basic information in the FSX document
title to detail what the item is, who it is from, who it is to, what it is about, and
sometimes who the person represents (such as for Pro Hac Vice). What is typed
in the document title box is the official docket for the Court. (Clerk review staff
are able to add to or correct a FSX document title.)

3. Main & Supporting Documents — Filings that contain multiple documents (such
as a motion, exhibits, proposed order, and certificate of service) should be
properly designated as a main document (i.e., the motion) or a supporting
document (i.e., the exhibits, proposed order, or certificate of service). This is
referred to by FSX as ‘stapling’. Every main document is assigned a docket entry
number on the FSX docket at the time of acceptance. If documents are filed as
main documents when they should be supporting documents (such as in the
example above), all the documents in the filing will be assigned a docket entry
number by FSX. (Clerk review staff are not able to correct main and supporting

designations.)

4. Supplemental Information Sheet — RIC enforces that the filing firm use the most
current supplemental as shown on our website. If the supplemental is the current
form, is one page, and is otherwise properly completed, the clerk will accept the
filing, and will send a note back to the firm with a request to file a corrected
supplemental if something minor is amiss (such as no date, no statute reference,
no bar id at signature line, etc.). This was recently changed at the behest of
comments from law firms stating the whole new case filing should not be
rejected for those errors on the supplemental. (Clerk review staff are not able to
correct errors or omissions on the actual scanned documents.)






. Party Lists — RIC is charged with making sure the FSX party list is accurate. A
new case filing will be rejected if the filing firm does not load all the parties in
the case, or does not load all the counsel shown in the signature block of the
complaint to the case during the new case filing. Clerks will also reject entries
of appearance for not having the proper counsel loaded to the FSX party list
during the filing. Clerks also try to catch when a new party is brought into a case
during an amended complaint, counterclaim, third party complaint, or other
situation that involves a new case party. (Clerk review staff are not able to load
or correct a party or attorney during a filing.

. Compendiums and Appendix Exhibits — RIC has rejected compendium filings
with a note to only provide the copies to the parties and to chambers. Many law
firms have pushed back and stated they want the items on the docket. Clerks
have since allowed the filings, with the idea that if the firm wants it posted to the
docket we will allow it. (Clerk review staff can change the document type and
the document title if necessary.)

. Batching of Scanned Exhibits — Some firms have filed their exhibits not in
numerical order, but by scanning all the under seal exhibits in 1 or 2 scans, and
all the public exhibits in 1 or 2 scans. If the filing contains exhibits A-F, and only
exhibits C and F are under seal, the firm should be filing the following scans:
scan 1: exhibits A and B public, scan 2: exhibit C sealed, scan 3: exhibits D and
E public, scan 4: exhibit F sealed. The law firms could scan each exhibit
separately, which would eliminate the issue. Clerks do reject filings for exhibits
not batched properly. (Clerk review staff are not able to correct how the
documents are batched in a scan.)

. Editable Format — Clerks do check all proposed orders or stipulated and
proposed orders, all briefs and all memorandums to see if they are in editable
format, such as Microsoft Word or WordPerfect. If they are not, the filing is
rejected. (Clerk review staff are not able to change the document to editable

format.)

. Confidentiality — Clerks enforce the following items regarding confidentiality,
under Rule 5.1:

a.) Under seal cover sheet, including footers on the documents, the date
by which a public version will be filed, or that a public version is not
required to be filed;

b.)  Enclosure of a 5.1 letter to the RIC on new complaint filings;

c.) Linked to a granted confidentiality order on non-new case filings;





d.)  Notation on the public version of the documents under the civil action
number stating “Public Version” and the current date. (Law firms
sometimes put that information next to the date at the bottom left of
the first page of the brief instead of under the civil action number.)
This requirement was implemented years ago by RIC in an effort to
conform to the old RIC practice of hand writing on an unsealed
document (literally taken out of an envelope) the notation “unsealed
on___ date.” (Clerk review staff are not able to able to edit an e-filed
document.)

10.  Certificate of Service — Clerks do enforce the requirement of a Certificate of
Service (COS) for all documents filed, per Rule 5(f). The exception is that
on a letter there should be a “cc:” to opposing counsel or parties, listing each
by name. The clerks can also reject a filing if the parties or counsel listed on
the COS do not match the service list on that filing on FSX. There remains
confusion from some law firms that even though FSX has a service list
attached to each filing, they must also provide a formal COS. There were
concerns that using the FSX service list only would not comply with Rule
5(f) because there would be no official statement signed by the submitting
counsel as there is with a COS. (Clerk review staff are not able to edit an e-
filed document, and they are not able to correct who is selected on the service
list on an e-filed transaction.)

The Court’s website (www.courts.delaware.gov/chancery) offers the following
resources for e-filers:

¢ Guidelines for Persons Litigating in the Court of Chancery;
e Operating Procedures for Litigants; and
e Best Practices for EFiling

If additional guidance is needed, feel free to contact the Register in Chancery at
one of the numbers listed below:

e New Castle County — 302-255-0544
e Kent County —302-735-1930
¢ Sussex County — 302-856-5775






Family Court New Castle County

Family Court has jurisdiction of all domestic matters. Over juvenile delinquency,
child neglect, dependency, child abuse, adult misdemeanor crimes against
juveniles, child and spouse support, paternity of children, custody and visitation
of children, adoptions, terminations of parental rights, divorces and annulments,
property divisions, specific enforcement of separation agreements, guardianship
over minors, imperiling the family relationship, orders of protection from abuse
and intra-family misdemeanor crimes. Family Court also has misdemeanor
jurisdiction over offenses committed between former spouses, persons
cohabitating together holding themselves out as a couple, and persons living
separate and apart with a child in common.

Family Court does not have jurisdiction over adults charged with felonies or
juveniles charged with first and second degree murder, rape, or kidnapping. Cases
are appealed to the Supreme Court with the exception of adult criminal cases
which are appealed to the Superior Court.

Common Challenges

Civil Matters:

- Filings at the Judiciary Blue Bins — Motions filed at the Judiciary Blue Bins
that have upcoming hearings that are time sensitive. Because all filings at
the Blue Judiciary Bins are retrieved by the Payment Center and not by the
individual court, there may be a delay in the motion reaching the specific
court. if the motion is time sensitive based on the upcoming hearing date
(Motion for Continuance), it is suggested that the motion be filed with
Family Court’s Intake Unit, LL Ste. IL 400.

- Filings that do not identify when an interpreter is needed. This can be an
honest oversight; however, when there is a clear language barrier, it is
imperative that the request for an interpreter is done at filing. Most Family
Court filings have an option for this.





- Deficient Filings — Not signed, not notarized, filing fee not paid, correct
number of copies not included, caption is not complete {names of parties,
name of court, and title of action, file # missing, and petition # missing),
and if the forms have not been filled out completely.

Note: Staff can complete or correct petition numbers when the intended
petition number is clear to staff and move forward with processing if all
other requirements are satisfied.

- Entry of Appearance — Timing of Entry of Appearance filing is critical to
receiving documents on the case. For example: A Pro Se litigant files a
custody petition but then later acquires an attorney and attorney submits
Entry of Appearance; however, the case had already been scheduled and
notices sent as the respondent had been successfully served. This can be
all a matter of timing but generates inquiries attorneys as to why they were
not notified of the scheduled hearing. Reminder to contact the Call Center
who in turn can provide a status of the filing and case.

Criminal Matters

- Motions being sent via email and/or verbally being submitted while in
discussion with the Hearing Officer on the day of the hearing.

- Motions submitted less than 10 days prior to the hearing

- Client notification of filing/hearing outcomes





Resources

Hours of operation: Monday through Friday 8:30 a.m. till 4:30 p.m.

Points of Contact:

Call Center: 302-255-0300

Based in New Castle covering all three counties (Kent, New Castle and

Sussex).

Call Center representatives assist with all inbound calls specific to Family

Court. For example; but not limited to:

* When a litigant is going to be late for a hearing. The litigant or attorney
can contact the Call Center to advise. The Call Center will share that as a
courtesy an email will be sent to the Judicial Officer advising; however,
ultimate, the decision is up to the Judicial Officer as to moving as
scheduled or accommodating as best as possible with respect to other
scheduled hearings.

e To check on the status of a filing, motion, or hearing date, etc.

Website: www.courts.delaware.gov/family

Intake/Resource Center: 500 N. King St. Wilmington DE LL1 Ste. IL 400

All Family Court filings are made via the Intake/Resource Center or at the
Judicial Blue Bins on the 1st floor by the security check point.
Intake/Resource Center accepts payment in cash, check and debit/credit
card for all filings (see attached Family Court of the State of DE Schedule of
Assessed Cost).





- Intake/Resource Center is equipped with all of Family Court filing
documents that include sample packets to assist litigants with completing
the forms.

- Family Court staff assists with questions to the extent of not filling out the
documents, advising of what to specifically write on the documents, and
avoiding any Ex Parte or legal advice.

Records Unit: 500 N. King St. Wilmington, DE LL1 Ste. IL 100

- Allfile request for review are requested via the Records Unit

- All copies of documents/arder, etc. are requested via the Records Unit
- Document certifications are requested via the Records Unit

- Archived files are requested via the Records Unit

- Audio transcript requests are requested via the Records Unit

- Service Member/Government background check assistance

Payment Options:

- In Person at 500 N. King St. Wilmington, DE LL1 Ste. IL 400
- Kiosks are now available for payments related to Criminal Charges and Child
Support only (see handout for Payment Kiosks locations)

Note: Payments that are mailed to Family Court are accepted; however, they
are referred then taken to the Intake Unit for processing.

- Appreciations of Service & Complaints:

- May be filed at the Intake, Resource Center and Records Unit






THE FAMILY COURT Olé THE STATE OF DELAWARE
SCHEDULE OF ASSESSED COSTS
Effective 1/1/19

The foliowing costs are in effect as of the date of this document and shall remain so until rescinded or revised by
an updated schedule. Please note that items on this schedule may require judicial authorization.

TRANSACTION COST

Ancillary Matters
i.e.: Property division, alimony, separation agreement
{Cost Per Matter} 90.00

Note: A costis not assessed for ancillary matters contained in an answer or counterclaim if the petitioner was assessed the
cost for the same ancillary matters upon filing.

Appeals — Supreme Court, Superior Court 90.00
Appeals — Administrative Orders 50.00
IArchived Case Retrieval Fee 25.00
[Bad Check/Chargeback Fee 30.00
ICapias 25.00
Certified Copies .
1st page 4.00
additional pages 4.00
[ Civil Filing — Divorce” 165.00 |
| Civit Filing* 90.00 |
[Copy Charge - transmitted by Facsimile 8.00 |
| Court Security Assessment — Criminal & Civil* 10.00 I
[Criminal Court Costs 55.00 |
Divorce Publication
In New Castle County (News Journal) 80.00
in Kent County {Delaware State News) 25.00
In Sussex County (The Sussex Countian) 30.00
Igocument Copying, cost per page 1.00 J
Electronic Copy of Audio Record - cost per hearing 25.00
Exempilified Copies, cost per page 5.00
Expungement of Criminal Adult Record 60.00
Expungement of Criminal Juvenile Racord 0.00

NOTE: As of March 24, 2014, no costs should be assessed to Expungement of Criminal Juveniie Record, including
court security assessment, and archive fee.






THE FAMILY COURT OF THE STATE OF DELAWARE
SCHEDULE OF ASSESSED COSTS
Effective 1/1/19

Genetic Test
Per Case (Mother, child, alleged father) , 99.00
For each additional person 33.00
[Issuance of Subpoena 10.00
Judgments:
Transfer Judgment to Prothenotary's Office 20.00
[Motions filed pursuant to Family Court Civil Rule 60(b) 90.00
Persanal Service of Process 30.00
Additional Service at same address, at same time,
per document {$25.00 max) 10.00

Pro Hac Vice fee (for Family Court)

Criminal & Civii 414.00

Pro Se Sales
#10 Regular Stamped Envelope .75 each
Large Stamped Mailing Envelope 275 each
Forms Packets 5.00

Review DeNovo or
Review of Commissioner's Qrder** 110.00

Transcripts** — for New Castle, Kent and Sussex Counties {Veritext):

Per page, original + 1 copy (15 day service) 3.80
Per page, additional copies requested at time of original order 0.00
P
bloluntary Wage Assignment 20.00

* Per 85 1, Senate Bill No. 75;
Amend Chapter 85, Title 10 of Delaware Code by adding §8505 Court Security Assessment.
All state courts shall assess as part of court cosis a supplemental court security assessment on each initial civil
filing and on each criminal, traffic ar detinquency charge for which there is a conviction or finding of delinquency or
responsibility, or voluntary assessment paid.

Criminal Court Security Assessment is effective February 15, 2008

Civil Court Security Assessment is effective February 29, 2008.
NOTE - please see attached list of applicable civil filings.

“*Section 37969g-5 of Chapter 46, Title 42 of the United States Code pravides that no victim of domestic violence bear costs
associatad with obtaining protection.





THE FAMILY COURT OF THE STATE OF DELAWARE
SCHEDULE OF ASSESSED COSTS
Effective 1/1/19

Family Court will assess a civil court security assessment on each of the following filings:

PETITION FOR ACCOUNTING CF CHILD SUPPCORT

PETITION FOR ADOPTION

PETITION FOR ANNULMENT

PETITION FOR APPEAL OF CHILD ABUSE REGISTRY
PETITION FOR CHILD SUPPORT

PETITION FOR CHILD SUPPORT ARREARS

PETITION FOR CHILD SUPPORT MODIFICATION

PETITION FOR CUSTODY

PETITION FOR CUSTODY - DEPENDENCY/NEGLECT
PETITION FOR DEPENDENCY/NEGLECT

PETITION FOR DIVORCE

FETITION FOR EXPUNGEMENT QF ADULT RECORD
PETITION FOR GUARDIANSHIP

PETITION FOR IMPERILING FAMILY RELATIONS

PETITION FOR MODIFICATION OF ALIMONY

PETITION FCR MODIFICATION OF CUSTODY

PETITION FOR MODIFICATION OF GUARDIANSHIP
PETITIGN FOR MODIFICATION OF IMPERILING FAMILY RELATIONS
PETITION FOR MODIFICATION OF VISITATION

PETITION FOR PARENTAGE DETERMINATION

PETITION FOR PARTITION

FETITION FOR PERMANENT GUARDIANSHIP

FETITION TO REFORM SEPARATION AGREEMENT
PETITION FOR REMOVAL FROM CHILD ABUSE REGISTRY
PETITION TO RESCIND CUSTODY

PETITION FOR SPECIFIC PERFORMANCE UNDER A SEPARATION AGREEMENT
PETITION FOR SPOUSAL SUPPORT

PETITION FOR SUBSTANTIATION (CHILD ABUSE REGISTRY)
PETITION FOR TERMINATION OF PARENTAL RIGHTS
PETITION FOR TRUANCY APPEAL

PETITION FOR VISITATION
PETITION TO REGISTER FOREIGN CUSTODY ORDER

PETITION TO VACATE REGISTRATION OF CUSTODY ORDER







NEW CASTLE COUNTY SUPERIOR COURT PUBLIC GUIDE - OFFICE OF THE PROTHONOTARY
(302) 255-0800

MANAGEMENT

FAX

Prothonotary

Susan Hearn
Deputy Prothonotary
Tameka Lewis-Sterling

Chief Deputy Prothonotary

Lisa Gonzalez
Management Secretary

Stacy Alston

CIVIL
ADMINISTRATION

FAX

Judicial Operations Mgr./Dept. Head |

Cynthia Coleman
JCP Supervisor/Admin. Appeals
Erica Sherkey
Judicial Case Processor |lI
Denise Morales
Judicial Case Processor llI
Lisa Vanish
JCP I/Front Counter
Shlisa Alston
JCP IliFront Counter
Joel Franco-Morales
Judicial Case Processor |
Aleta Salerno

Judicial Case Processor |
Reka Hill

JUDGMENTS
FAX

Judicial Operations Mgr /Dept. Head I

Kathy Zeccola

Judicial Case Manager
Pat DelleDonne
Judicial Case Manager
Mary Maguire
Judicial Case Processor |
Stephanie Rodgers

RECORDS

FAX

Judicial Operations Mgr./Dept. Head
Glen Jackson

JCM Supervisor
Tisha Curran
Operations Support Specialist/Filing
Sheketta Washington
Operations Support Specialist/Filing
Naketa Ward
Operations Support Specialist/Filing
Jordan Swain
ccow
PERMITS
JCM Supervisor/CCDW, IADs
Dale Broome
Judicial Case Processor I/ICCDW
Rosalyn Harmon
CIVIL
RESEARCH
Paralegal Ill

Expungement/Habeas Corpus
Inez Charles

Paralegal l/Civil Training
Jessica Caraballo

Casual/Seasonal
Jo Pribish

302-255-2264

302-255-0700

302-255-0753

302-255-0694

302-255-0735

302-255-0825

302-255-2268

302-255-0781

302-255-0741

302-255-0783

302-255-0746

302-255-0748

302-255-0747

302-255-0750

302-255-0770

302-255-0556

302-255-2270

302-255-0766

302-255-0768

302-255-0754

302-255-0767

302-255-2503

302-255-2265

302-255-0726

302-255-0782

302-255-0734

302-255-2399

302-255-0762

302-255-0690

302-255-0695

302-255-0574

302-255-0493

302-255-0736

ACCOUNTING

FAX

Senior Accountant
David Desmarais
Accounting Specialist
Alex Pepper
Accounting Specialist
Keith Hartis
JCM/Restitution
Jason Day

SENTENCING/VOP

FAX

Judicial Operations Mgr./Dept. Head
Wendy McGee
JCM Supervisor/Trial Continuance
Mark Senigo
JCM/J. Cooch/J. Johnston
Erandy Santos
JCM/J. Parkins/Pending VOP List
Carol West
JCM/P J. Jurden/J. Butler
Lentasha Jones
JCM/Bail Motions/PPH/Rev. Amen
Angela Clark
JCM/J. Davis/J. Wallace
Stephanie Jackson
JCM/Trial Calendar
Molly Ryan
JCM/Arraignment/Motions
Lori Lavallee
JCM/Motions
Sam Goldberg
JCM/J Streett/J LeGrow
Monique Burwell
JCP llliCase Accept/NP/Returned Mail
Deepika Jadavia
JCP II'VOPNCR Scheduling
Dann Gladnick
JCP /Grand Jury
Ashley Novak
CRIMINAL
ADMINISTRATION

FAX

Judicial Operations Mgr./Dept. Head
Steve Napier
JCM Supervisor
Kim Henson
JCP II/Pro Se Motions
Shané Deloatch
JCM/Capias Returns
Jean Foote
JCP llliCapias Issuance
Anna Cole
JCM/Pro Se/Inmate Mail
Charles Hammond

BAIL

JCP lI/Bail/Front Counter
Vanessa Tucker

JCP I/Bail/Front Counter
Linda Coursey

CRIMINAL
RESEARCH

Paralegal Ill/Progress Reports
Michele Leager

Paralegal II/Supreme Court Appeals
Nancy Catullo
Casual/Seasonal
Andrea Derrickson

302-255-0558
302-255-2269

302-255-0708

302-255-0732

302-255-0716

302-255-0691

302-255-0559

302-255-2266

302-255-0693

302-255-0723

302-255-0745

302-255-0725

302-255-2611

302-255-0718

302-255-0721

302-255-2278

302-255-2667

302-255-0729

302-255-0698

302-255-0722

| 302-255-0715

302-255-0696

302-255-0675

302-255-2268

302-255-0702

302-255-0763

302-255-0760

302-255-0713

302-255-0697

302-255-0776

302-255-0822

302-255-0705

302-255-0740

302-255-0788
302-255-0765

302-255-0784

CRIMINAL CASE
MANAGEMENT

FAX

Judicial Operations Mgr./Dept. Head
Colleen Redmond
JCM Supervisor
Michele Ashby
JCM/J Scott/PBACase Review
Chris Sterling
Judicial Case Manager
Mary Frank
JCM/Contempts
David Gulick
JCM/J Rennie
Nick Figliola
JCM/J. Medinilla
Lauren McClure
JCM/J. Wharton/Suppressions
Amanda Calahan
Judicial Case Manager
LaKeisha McKenzie
JCM/J. Carpenter/J. Rocanelli
Dawn Benson
CIVIL CASE
MANAGEMENT

FAX

Judicial Operations Mgr./Dept. Head
Tamu White
JCM Supervisor/J Parkins
Kim Cephas
JCM/J. Cooch
Nancy Gonzalez
JCM/J. Johnston
Novene Tate
JCM/J. Streett
Tiffiney Butcher
JCM/J. Davis
Amanda Kehoe
JCM/J. Wallace
Morgan Daughton
JCM/P.J. Jurden
Keeley Baker
JCM/J. Wharton
Ashley Quimby
JCM/J. Scott
Vené Thomas
JCM/J. LeGrow
Clare Messick
JCM/J. Rocanelli
Brittany Butler
JCM/J. Butler
Ellen Slaweski
JCM/J. Medinilla
Kay Tamone
JCM/J Rennie
Evette Mosley
JCM/J. Carpenter
Nancy Hernandez-Becerra
JCM/'M' Cases/Asbestos
Akira Alston
PROBLEM-SOLVING
COURTS

FAX

Judicial Operations Mgr./Dept
Head/Mental Health Ct /Re-Entry Ct
Berlinetta Wright

Judicial Case Manager/Civil Commit
Aiesha Thormnton

JCM/Diversion/TASC/Veterans Ct
Andrea Cornejo
Judicial Case Manager
Brianna Crichlow
C/S Judicial Case Processor
Vacant

302-255-2267
302-255-0743

302-255-0775

302-255-0786

302-255-0790

302-255-0738

302-255-0791

302-255-0731

302-255-0717

302-255-0707

302-255-0773

302-255-0823

302-255-2269

302-255-0751

302-255-0704

302-255-0756

302-255-0744

302-255-0720

302-255-0737

302-255-2279

302-255-0724

302-255-0739

302-255-0706

302-255-0188

302-255-0787

302-255-0785

302-255-0714

302-255-2216

302-255-0711

302-255-0709

302-255-2264

302-255-0646

302-255-0742
302-255-0703
302-255-0764

302-255-
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THE VINCENT A. BIFFERATO
SUPERIOR COURT TRIAL PRACTICE FORUM
“How We Can Help”

Moderator: Superior Court Judge Eric M. Davis

Friday, February 15,2019 from 2:00 p.m. — 4:00 p.m.
Jury Services at Leonard L. Williams Justice Center, 500 N. King St.

SUPERIOR COURT CIVIL PACKET






Superior Court Civil Contact List

Prothonotary: Susan A.

Deputy Prothonotary: Tameka Lewis-Sterling

CIVIL ADMINISTATION
Manager: Cynthia Coleman 255-0781

Hearn

302-255-0700

302-255-0753

Supervisor: Erica Sherkey 255-0741
JUDGMENTS
Manager: Kathy Zeccola 255-0766
EXPUNGEMENTS
Paralegal: Inez Charles 255-0574
TRIAL DEPARTMENT
Manager: Tamu White 255-0751
Supervisor: Kim Cephas 255-0704
JUDGE CASE MANAGER PHONE NUMBER
President Judge Jan R. Jurden Keeley Baker 255-0724
Judge Richard R. Cooch Nancy Gonzalez 255-0756
Judge William C. Carpenter, Jr. | Nancy Hernandez-Becerra 255-0711
Judge Calvin L. Scott, Jr. Vené Thomas 255-0706
Judge Mary M. Johnston Novene Tate 255-0744
Judge John A. Parkins Kim Cephas 255-0704
Judge Diane Clarke Streett Tiffiney Butcher 255-0720
Judge Charles E. Butler Ellen Slaweski 255-0785
Judge Eric M. Davis Amanda Kehoe 255-0737
Judge Paul R. Wallace Morgan Daughton 255-2279
Judge Vivian L. Medinilla Kay Tamone 255-0714
Judge Andrea L. Rocanelli Brittany Butler 255-0787
Judge Ferris W. Wharton Ashley Quimby 255-0739
Judge Abigail M. LeGrow Clare Messick 255-0188
Judge Sheldon K. Rennie Evette Mosley 255-2216
Commissioners Akira Alston 255-0709






Superior Court E-File Procedures

All electronically filed cases/documents must adhere to the requirements of
Administrative Directive No. 2007-6.

Failure to meet these requirements will be cause for the electronic filing to be rejected or may be edited
(if possible) by the reviewing clerk.

Documents will be rejected for the following reasons

Wrong document uploaded. Pleading must relate to the document title.

NOTE: This occurs when filer selects the wrong .PDF file.

Pleading not signed as required. Administrative Procedure 4(c). Pleading shall bear a facsimile or typographical
signature of the filing party. /s/ Adam Attorney

Authorizing Attorney is not an active member of the Delaware Bar and/or does not maintain an office in
Delaware for the practice of law. Superior Court Civil Rule 79.1 (e-h). Filing Attorneys must be a member of the
Delaware Bar and maintain an office in Delaware. Supreme Court Rule 12(a) and (d).

Bar ID not included. Administrative Procedure 4{c).
Include Bar ID on all pleadings. Remember to include: name, address, telephone number and Bar ID.

Incorrect county. Must file in the correct county.

Incorrect case number. Must have correct civil action number.

Writs must include the correct Prothonotary.
New Castle County Prothonotary: Susan Hearn
Kent County Prothonotary: Annette Ashley
Sussex County Prothonotary: Myrtle Thomas

Scanned document is not legible. Scanned documents should be reviewed before transmitting. Scanned
documents that are illegible will be rejected.

Main pleading rejected. If the main pleading is rejected, all supporting pleadings under the same Transaction ID
must be rejected.

NOTE: Supporting pleadings can be rejected, without rejecting the main document.

Exceeds Page Limit. Superior Court Civil Rule 107. Motions and Responses — 6-page limit
Briefs must comply with typeface requirement of Superior Court Civil Rule 107(b)(1).

Proposed Order not filed or filed as part of the Motion/Pleading. A Proposed Order (filed as a supporting
document to the Motion) must be filed as a separate document from the Motion. Title must read: Proposed
Order for Defendant John Smith’s Motion for Summary Judgment.

Edits of Documents/Rejection
The following reasons will result in documents being edited or rejected by the reviewing clerk.

Wrong document type selected. Pleading does not relate to filing type or document title.

Document titles MUST be specific. Document titles MUST be specific, i.e.: Motion for Summary Judgment. The
document title must read: Defendant John Smith’s Motion for Summary Judgment. Notice of Motion. The
document title must read: Defendant John Smith’s Motion for Summary Judgment scheduled for (date and time).

Revised 02/2019






Partial Dismissals. Any dismissal that does NOT dispose of the entire action. Select Document Type: Partial
Stipulation of Dismissal or Stipulation of Dismissal — PARTIAL.

General eFile Information

Cases Subject to eFile. All complaint cases ‘C’ cases, all Mortgage and Mechanic Lien ‘L’ cases, and all Judgments
are subject to eFile. It is the responsibility of the filing party to add all parties and counsel, when appropriate.

Document Title does not include case caption, only the title of the document.

Pleading is deemed filed when. Administrative Procedure 6(a). A pleading is considered filed at the time of
submission. However, until accepted by the Prothonotary’s Review Clerk, there is a chance a pleading may be
rejected.

Document size. It is suggested that each file be limited to 10 megs (10,485,760 bytes) and the total transaction
should not exceed 25 megs (25,214,400 bytes).

Type of Print. Must comply with Superior Court Civil Rule 107(b). “All typed matter must be of a size permitting
not more than 11 characters or spaces per linear inch”. All printed matter must be done in 14-point type.

Note to Clerk Feature (NCC). If there is any issue you want to bring to the court’s attention, i.e. Statute issue; use
the note to clerk feature.

NOTE: The goal of the Prothonotary Office is to review new cases and ‘Accept’ and ‘Reject’ those documents
within 48 hours.

All ‘Parties’ and ‘Non-Parties’ of the case must be entered in the ‘Party Field’. To appear in the Superior Court
index, each party/non-party of a case must be added. In order to file in a related case that you are not a party to
(i.e. Response to a Motion to Consolidate, etc.), add the party to the party field as a Non-Party in the case you
wish to file in DBA, AKA, FKA, Subrogee, T/A, etc. should be added into Lexis in the ‘Party Field’ as ‘NON-PARTY’.
i.e. Mary Jones a/k/a Mary O’Neill — Mary O’Neill should be entered as a Non-Party

i.e. John Smith d/b/a Smith Auto — Smith Auto should be entered as a Non-Party

When the caption is amended, the ‘Party Field’ must be updated.

NOTE: Non-Parties are not served. If service is requested, that party should be entered as a party to the case.

Pleadings must be filed separately, but should be ‘electronically stapled’. Administrative Procedure 4(d).
Documents relating to a single pleading must be ‘electronically stapled’ using the MAIN and SUPPORTING
functionality of the eFile system:

Complaint (main pleading)

Case Information Sheet {supporting pleading)

Summons (supporting pleading)

Praecipe (supporting pleading)

NOTE: Pleadings with Statutory fees are always the Main Pleading. i.e. Complaint, Motion for Pro Hac, Third-
Party Complaint, Notice of Appeal to Supreme Court, etc.

Pleading is not linked. Administrative Procedure 4(d). Documents directly related to a previously filed
document must be linked utilizing the ‘linked document feature’ in the eFile system.

Motion to Dismiss (main pleading)

Opening Brief, Answering Brief, Reply Brief Must be linked to main pleading

Complaint (main pleading)

Defendant John Smith’s Answer to the Complaint (linked pleading)

NOTE: Clerks do not have the ability to link documents after filing. Documents MUST be linked at the time of
filing.

Revised 02/2019





Service copies to Prothonotary (New Cases). To facilitate the processing of your new cases, please use the CIS
and/or the 1* page of the complaint with the eFiled deal indicating the filed date and transaction ID printed on it
for the service copies.

General eFile Information {continued)

Affidavit of Merit/Medical Malpractice Cases. Affidavit of Merit and curriculum vitae may be electronically filed
as a sealed document or conventionally filed. If conventionally filed, a Notice of Conventional Filing must be
eFiled stating that the Affidavit of Merit was conventionally filed in the Prothonotary Office under seal.

Sealed vs. In Camera. Administrative Procedure 5. Superior Court Civil Rule 5(g)(2).
Sealed Documents can be viewed by all parties related to the case.
In Camera Documents can be viewed by the filer and assigned Judge only.

Notice of Service/Affidavit of Mailing. Administrative Procedure 6(b). When a Notice of Service is eFiled, an
Affidavit of Service/Mailing is not required. When a document is eFiled, there is no requirement to serve via mail.

Service of eFile Documents. Administrative Procedure 6(b). Service of documents on eFiled cases must be
served through File & Serve eFile system.

Discovery should not be filed with the court. Only the Notice of Service related to the discovery is filed on eFile.
It is suggested that counsel use eFile to serve ‘Discovery’ on opposing counsel.

Substitution of Counsel and Motion to Withdraw as Counsel. Party Field and Attorney Field must be updated
through File & Serve Case and Party Management to reflect the current attorney.

Third Parties, etc. When filing a third-party complaint or answer to third-party complaint, correct party and
attorney type must be selected. Update the ‘Party Field’ (Add the 3™ party Plaintiffs and 3" Party Defendants).
Select Document Type: Answer and 3™ Party Complaint (main pleading — contains statutory fees). The proper
writs must accompany the 3™ Party Complaint.

Courtesy Copies of Supplemental Pleadings. Administrative Procedure 3. No courtesy copies should be filed
with the Prothonotary’s Office. A paper copy of each Motion, Response to Motion and all Briefing (Opening,
Answering, Reply) and appendices shall be send to the assigned Judge. When sending these copies, the cover
page MUST be marked ‘COPY’.

Pro Se Litigants. Electronic service is currently not available for pro se litigants. Prothonotary will scan and
upload pleadings for pro se litigants. Pro se litigants must serve a hard copy of the pleading on opposing counsel.
Opposing counsel must serve the pro se litigants with a hard copy of each pleading.

Closed Cases. Cases marked ‘CLOSED’ on eFile are cases that have been concluded in Superior Court; however,
the case may still be pending post-trial motions or a Supreme Court appeal.
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SUPERIOR COURT
OF THE

STATE OF DELAWARE

JAMES T. VAUGHN, JR. KENT COUNTY COURT HOUSE
PRESIDENT JUDGE 38 THE GREEN
DOVER, DELAWARE 19901

ADMINISTRATIVE DIRECTIVE
OF THE
PRESIDENT JUDGE OF THE SUPERIOR COURT
OF THE STATE OF DELAWARE

NO. 2007-6

eFILE ADMINISTRATIVE PROCEDURES

This 13th day of December, 2007, IT IS HEREBY DIRECTED that
Administrative Directive No. 2003-8 is hereby rescinded and that the following

administrative procedures apply for electronic filing or eFiling pursuant to CivilRule

79.1:

eFile Administrative Procedures

1. Registration and fees for eFiling

(a)  Registration. Any person intending to use eFile must register with
LexisNexis File & Serve at www.lexisnexis.com/fileandserve

(b) Filing Fees.

(1)  There are several parts to the fee structure foreFiling. These will
be billed by LexisNexis using the billing arrangements
established through the LexisNexis registration process. The
parts are:

. The routine filing fee for various pleadings (Superior Court
Civil Rule (“Rules™) 77(h)A-F).





eFILE ADMINISTRATIVE PROCEDURES
December 13, 2007

. A technology fee of 50 cents per document (Rule 79.1).
. LexisNexis File & Serve fees.
. Pro Hac Vice fees, trial fees and filing fees.
. 50 document fee (Rule 77(h)(B)).
(2)  Arbitration fees (Rule 16.1) may be paid through the Lexis Nexis

system or directly to the Prothonotary, at the option of the filing
attorney.

2. Minimum Technical Requirements

The minimum technical requirements for eFilings are available online at
www.lexisnexis.com/fileandserve

3. Documents which must be electronically filed; Exceptions

Each document which must be filed under the Rules shall be eFiled unless
otherwise ordered by the Court. Excepted are that a paper copy of any
praecipe, CIS (case information statement), complaint and summons shall be
filed to facilitate service of process, with additional copies for service as
required by the Rules. A paper copy of each motion, answer and reply and each
brief and appendix shall be sent to the assigned Judge. The cover page must
indicate “COPY” and include the assigned document ID number. Original
documents which have heretofore been filed with the Court shall be filed
electronically. The original shall be retained by counsel and produced only if
so ordered by the Court.

(2)

Form of Documents Electronically filed

Format. Each electronically filed document shall be filed in Word,
WordPerfect, TIFF or PDF format. To the extent practicable it shall be
formatted in accordance with the applicable rules governing formatting
of paper documents, and in such other and further format as the
Prothonotary may require from time to time. A document may exceed

2





eFILE ADMINISTRATIVE PROCEDURES
December 13, 2007

(b)

(c)

page limitation rules to a maximum of two (2) additional pages when the

additional pages are attributed to the electronic conversion or filing
process.

(1

cFile will automatically convert any Word, WordPerfect or TIFF
file to .PDF format, but the original format will also be available
for downloading.

(2)  The official record of the court is the .PDF version.

Title of Documents. The title of each electronically filed document shall

include:

(1) Party or parties filing the document,

(2) Descriptive title of the document,

(3)  Party or parties against whom relief, if any, is sought, and

(4)  Nature of the relief sought (e.g., Defendant ABC Corporation’s
Motion for Summary Judgment).

Signature.

Each electronically filed document shall be deemed to have been
signed by the attorney or party not represented by an attorney
authorizing such filing, and shall bear a facsimile or
typographical signature of such person, ¢.g., “/s/ Adam Attorney.”
Each documenteFiled by or on behalf of a party shall also include
the typed name, address, and telephone number of the attorney or
unrepresented party filing such document. Attorneys shall
include their Delaware bar number.

Each electronically filed declaration and affidavit shall be deemed
to have been signed by the declarant or affiant if an attorney or
party not represented by an attorney has authorized such filing.
The original affidavit or declaration filed or served electronically,

3





eFILE ADMINISTRATIVE PROCEDURES
December 13, 2007

shall be maintained by the party filing the affidavit during the
pendency of the litigation, and shall be made available, upon
reasonable notice, for inspection by other counsel, the
Prothonotary or the Court.

(d)  Filing Related Documents.

. All electronically filed documents relating to a single pleading or
paper shall be “electronically stapled” using the “main” and
“supporting” functionality of the eFiling system. In this way,
multiple related documents, although filed separately, are linked
logically together and identified as a single transaction.

. All electronically filed documents, papers or pleadings directly
relating to a previously-filed document, paper or pleading shall be
linked to the previously filed document, paper or pleading,
utilizing the “linked document feature” in the eFiling system.

. Failure to properly link document will result in rejection of filing
by Prothonotary.
5. Sealed Documents

(a)  Documents filed under seal MUST be formatted with a footer stating the
following:

THIS DOCUMENT IS CONFIDENTIAL AND FILED
UNDER SEAL. REVIEW AND ACCESS TO THIS
DOCUMENT IS PROHIBITED EXCEPT BY PRIOR
COURT ORDER.

This footer must appear on every page of the document. Additionally,
the first page or cover page of the document must be in the following

format:

IN THE SUPERIOR COURT OF THE STATE OF DELAWARE
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(b)

(©)

[name of first plaintiff], :
V. : C.A.No. [ ]
[name of first defendant]. :

YOU ARE IN POSSESSION OF A DOCUMENT FILED IN
THE SUPERIOR COURT OF DELAWARE THAT IS
CONFIDENTIAL AND FILED UNDER SEAL.

If you are not authorized by Court order to view or retrieve this
document read no further than this page. You should contact the
following person:

[filing attorney’s name]

[firm name of filing attorney]
[address of filing party]
[telephone number of filing party]

No other information should appear on the cover page.

The filing details and document title will appear in the LexisNexis
system. The document can be viewed only by the Court, the filer, and
those case participants who received service of that particular document.
A party that was not served with the document can see only the
documenttitle in the case details, however, that party is not able to open
or view the document.

Public versions of sealed documents shall be filed in accordance with
Rule 5(g).

6. Time of eFiling and Service

(a)

Any document filed electronically by 11:59 pm ET shall be considered
eFiled with the Prothonotary once the transmission is successfully
completed (“authorized date and time”) as recorded on the LexisNexis
File & Serve system.
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(b)  An eFiled document is deemed served only upon selection of parties to
be served and submission according to the File & Serve procedures.

The associated filing receipt will list the parties selected for service and
give proof of date, time and method of service.

7. Public Access to the Docket

The Prothonotary in each county shall make a Public Access Terminal to the
general public to allow access to the Court’s electronic case record in all eFiled
cases. Copies made from the Court’s electronic case records shall be printed
by the Prothonotary’s Office and copying fees will be charged in accordance
with Civil Rule 77(F).

8. Related eFile Documents
The following ¢File instructions and practice guides are available on the

Superior Court Website (http://courts.state.de.us/superior) or in the
Prothonotary’s Office:

® Quick Guide: File & Serve
® Quick Guide: New Case Filing
® Quick Guide: Multi-Case Filing
® Quick Guide: File Room

9. Privacy Issues

Easy access to electronic documents raises many privacy issues. eFile users
must be sensitive to confidential and personal information not filed under seal.
Parties shall refrain from including, or shall redact where inclusion is
necessary, the following personal identifiers fromall documents filed with the
court, including exhibits thereto, unless otherwise ordered by the Court.

(a)  Social Security Numbers. If an individual’s social security number
must be included in a document, only the last four digits of that number
should be used.
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10.

11.

(b) Names of minor children. Ifthe involvement of a minor child must be
mentioned, only the initials of that child should be used.

(c) Dates of Birth. If an individual’s date of birth must be included in a
document, only the year should be used.

(d) Financial account numbers. If financial account numbers arerelevant,
only the last four digits of these numbers should be used.

In addition, exercise caution when filingdocuments that contain the following:
(1)  Personal identifying number, such as a driver’s license number
(2) Medical Records, treatment and diagnosis
(3) Employment History
(4) Individual Financial Information
(5) Proprietary or Trade Secret Information

It 1s the sole responsibility of counsel and the parties to be sure that all
pleadings comply with the rules of this court requiring redaction of personal
identifiers. The Prothonotary will not review each pleading for redaction.

SYSTEM OR USER FILING ERRORS.

If the electronic filing is not filed with the Prothonotary or served because of
(1) an error in the transmission of the document to LexisNexis which was
unknown to the sending party, or (2) a failure to process the electronic filing
whenreceived by LexisNexis, or (3) rejection by the Prothonotary, or (4) other
technical problems experienced by the filer, the Court may upon satisfactory
proof enter an order pemitting the document to be filed or served nunc pro
tunc to the date it was first attempted to be sent electronically.
OBLIGATION OF REGISTERED EFILE USERS TO MAINTAIN
PROPER DELIVERY INFORMATION.
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Parties or attorneys who register to use the File & Serve system shall notify
LexisNexis within 10-days of any change in firm name, delivery address, fax
number or e-mail address.

/s/ James T. Vaughn, Jr.
President Judge

oc:  Prothonotaries

cc:  Superior Court Judges
Superior Court Commissioners
Court Administrator
Case Scheduling Offices
Law Libraries
Margaret Derrickson (for web page)
File





IN THE SUPERIOR COURT OF THE STATE OF DELAWARE
ORDER AMENDING RULE 107 (b) and (h) OF THE
SUPERIOR COURT RULES OF CIVIL PROCEDURE
AND

ORDER ADOPTING RULE 107(j) and FORM 48 OF
THE SUPERIOR COURT RULES OF CIVIL PROCEDURE

This 28" day of June, 2017, IT IS SO ORDERED that:

1. Superior Court Civil Rule 107 (b) is amended by adding the underlined

text and deleting the strikethrough text:

(b) Type of print for briefs, motions and other papers. All briefs must be
double spaced and typeset in Times New Roman 14-point font with two spaces
between sentences. Case names shall be italicized or underlined. Footnotes shall
be single-spaced and typeset in Times New Roman 14 +2-point font with two
spaces between sentences.

2. Superior Court Civil Rule 107 (h) is amended by deleting the rule in its

entirety and substituting in lieu thereof the following new Rule 107(h):

(h) Length of briefs.

(1) Type-volume limitation. Without leave of Court, an opening or
answering brief shall not exceed 8,000 words and no reply brief shall exceed 5,500

words, exclusive of appendix. In the calculation of words, the material required





by paragraphs (e)(1) and (2) of this rule is excluded and the material required by
paragraphs (e)(3) through (5) of this rule is included.
(2) Certificate of compliance.

(A) Any brief subject to Rule 107(h)(1) must include a
certificate of compliance by counsel or an unrepresented party that the brief
complies with the typeface requirement of Rule 107(b) and the type-volume
limitation of Rule 107(h)(1). The person preparing the certificate must state the
number of words in the brief, and may rely on the word count of the word
processing program used to prepare the brief.

(B) Form 48 is a suggested form of a certificate of compliance.
Use of Form 48 is sufficient to meet the requirements of paragraph (h)(2)(A) of
this rule.

(3) Page limitations for parties without access to word processing.
Without leave of Court, an opening brief or answering brief shall not exceed 40
pages and a reply brief shall not exceed 25 pages, exclusive of appendix. In the
calculation of pages, the material required by paragraphs (e)(1) and (2) of this rule

is excluded and the material required by paragraphs (e)(3) through (5) of this rule

is included.






3. Superior Court Civil Rule 107 (j) is adopted as follows:

(G)  Appendix. A party may submit an appendix of documents or
testimony from the factual record supporting the party’s position. An appendix

should not duplicate record materials already provided by an opposing party.

(4) This amendment shall take effect July 15, 2017.





