UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF TEXAS
HOUSTON DIVISION

Judge Keith P. Ellison

Updated August 2011

THE ATTACHED MUST BE SERVED
WITH THE SUMMONS AND COMPLAINT
OR REMOVAL PAPERS

Your attention is directed to the Court Procedures and attachments, which are applicable to cases
assigned to Judge Keith P, Ellison.

Plaintiff must serve these materials, and the Order for Conference And Disclosure Of Interested
Parties on all defendants with the summons and complaint. A party removing a case to this Court has the
same obligation as a plaintiff filing an original complaint. Proof reflecting service of these materials must
be filed with the Clerk. A Form of Certificate for Use in removed cases is attached.

In addition, parties may, at their option, proceed with civil cases before a Magistrate Judge.
Attached 15 a Consent Form for use by parties who consent to proceed before Magistrate judge George
Hanks. Please follow the instructions in the accompanying “Notice of the Right to Try a Civil Case

before a Magistrate Judge.”

The accompanying procedures are to be used in conjunction with the Local Rules for the Southern
District of Texas, not as a substitute for them. The Local Rules of this District can be obtained ont the
District website at www (xs.uscourts.gov. The Court requires strict compliance with these Local Rules.

~ ALL inquiries regarding ANY case, please contact:

Stephanie Loewe, Case Manager

To United States District Judge Keith P. Ellison
United States District Clerk

515 Rusk Avenue, Room 3716

‘Houston, Texas 77002

~ Telephone: 713-250-5181 |
 Facsimile: 713-250-3503 | - L
- Email: Stephanie_loewe@txs.uscourtsgov. =~~~ ‘







The Court expects that parties will file documents thrt:iugh the Distric
Court’s Case Management/Electronic Case F Hing (“CM/ECE

Administrative Procedures for CM/ECF. Case-related telephone and emaijl
inquiries regarding any case should be made to Stephanie Loewe, Case
Manager and Court Coordinator 4t 7 13-250-5181

or
stephmh_lo-ewa@m.nmum.m.

telephone inquiries about motions and case status generally, Inquiries to the
Case Manager shouid be by letter, unless time does not permit.

At the Court's direction, law clerks may contact counsel; however, they will
not discuss matters other than the subject of the call.

ks Case-related correspondence must be addressed to:

United States District Court
515 Rusk Ave.

3™ Floor, Room 3716
Houston, Texas 77002

2 Do not address substantive issues in letter form, because letters are
not docketed or included in the appellate record.

3, Copies of urgent documents (including lettefa) may be sent tﬁ

chambers, as well as to the clerk’s office, with a transmittal letter that
states why the Court’s prompt attention is required.

Applications for restraining orders or for other immediate relief mmm
through the Case Manager. Such applications shall be presented to the Court
by the Case Manager following counsel's affirmation that the opposing pasty

has been contacted and that both partics can be available for an in-chambers

conference before the Court. Ex parte applications for restraining orders will A A
~ not be entertained by the Court unless the requirements of FED. R, Civ. P, PR ~

63(b) have been satisfied.
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Joint motions for continuance are not binding, and they will be granted only

at the Court's discretion,

Bona fide vacation requests will be respected.

An attormney who appears at a hearing or conference shall

(1) be familiar with the case,

(2)  have authority to bind the client, and

(3)  be in charge for that appearance.

If counsel desires to appear by telephone, counsel will need to cail Judge
Ellison’s conference dial-in number, 713-250-5238 at the scheduled time.
Parties should use a land line not cellular or speaker telephones. Telephonic
appearances are disfavored in evidentiary hearings.

Counsel must notify the Case Manager immediately of the resolution of any

-




C.  The following requirements now apﬁly to Certificates of Conference uﬁder
Local Civil Rule 7.1 and Local Criminal Rule 12.2:

1

any motion

(1)

(2)

(3)

C)

()

Parties are expected to make a good faith c-ffoniocﬁnfu
about the disposition of all pretrial motions. All pretrial
motions must contain a certificate of conference.

A certificate stating that the moving party has been unabie
to reach agreement with another party will be sufficient only
if it specifies:

8. The name of the opposing counsel with whom
movant’s counsel has conferred or attempted to
confer;

b. If counsel have not been able to confer, the date
and time of all attempts to contact opposing
counsel; and

c. If counsel have conferred but have been unable to
reach agreement, the precise nature of the
disagreement.

The Court will not consider the conference requirement to be
satisfied by an unsuccessful attempt to reach opposing

counsel occurring less than two full business days before a |

motion is filed}

Tthmﬂpectsthat,inmmtmm,themt‘mmce
requirement should eliminate the need to file motions under
Rule 16 of the Federal Rules of Criminal Procedure and Rule
404(b) of the Federal Rules of Evidence. Additionally, the
Court expects that the conference requirement should
dramatically reduce the length of motions in /imine and
motions to compel discovery.?

If a party wishes to preserve in the record the fact that a
pa:ﬁcularmqmthasbﬁmmdetomasingmﬁl_
shouidbednnethmughaleﬁm'tnﬂm(:ourt, filed with the
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respect to each issue, a short statement, suppaorted by authority, of the
standard of review.

(5) A short sumrrwy of the argument.

(6)  Anargument divided into sections wiﬂi appropriate headings
succinctly setting forth separate points, _

(7) A short conclusion stating the precise relief sought,

United States Code, United States Supreme Court Reporter, Federal Reporter,
Federal Rules Decisions, Federal Supplement, Southwestern Reporter
Second, or Vernon's Revised Statutes and Codes Annotated should have
appended to it copies of the relevant parts of such authorities other than cases,
and complete copies of cases. Copies of any affidavits, deposition testimony,
or other discovery referred to should also be contained in the appendix. Each
appendix should contain a paginated table of contents and should be tabbed
to locate easily the materials contained in the appendix.

The Court will accept replies without leave of Court with the following stipulations:
(A)  The Reply should be filed within ten (10) days of the date the Response was filed.

(B)  The Reply must be ten (10) pages or fewer.

8. COURTESY COPIES

A. Aﬂdocumcmﬁledefmmethanmpammmquimdtobemtﬁocmm
Room 3716 the day of filing. Double sided printing for courtesy copies is
recommended. : |

B. Any document over 50 pages should be hole punched and bound and tabbed in 2
binder type notebook. Double sided printing for courtesy copies is recommended.

9. INITIAL PRETRIAL CONFERENCES AND SCHEDULING

Refer to Local Rule 16.1. Attached is a form Docket Control Orderusedby
- the Court. The partics may agree on additional deadlines for completion of
~ pretrial matters and bring a proposed docket control order with them to the
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initial pretrial conference.

The parﬂecs should submit an Agreed Docket Control Order to the.Cou;rt in
lieu of an initial pretrial conference. Shortly after the case is assigned to

Judge Ellison’s Court, you will receive a Proposed Docket Control Order
with your trial date, Joint Pretrial Order date, and Dispositive Motion date
included. The Court strongly encourages all parties to confer and submit an
Agreed Scheduling Order one (1) week prior to the Initial Conference date,
Attached is Notice Regarding Initial Conferences and a blank Docket Control
Order for your convenience. - '

Counsel for the plaintiff is responsible for ensuring that the Joint Pretrial
Order is filed on time one week prior to trial. The Joint Pretrial Order should

include parties’ witness lists, exhibits lists, proposed JOINT jury instructions
and objections to any. All counsel must sign the Joint Pretrial Order.

With the filing of the Joint Pretria I, each party also must file as
scparate documents (captioned, signed by counsel, and including a certificate

In criminal trials, theCuurtdmnntmquirepmmedjwy
instructions. If counsel believe the case does require jury
instructions not included in the Fifth Circuit’s Pattern Jury
Instructions, all counsel shall confer and seek to agree on the
- proposed wording. Ifthe partics cannot agree, counsel shall
identify those parts of the requested jury instructions upon

whkhﬁeymmmﬁw-&nﬂmmeﬁngvcmﬂmafm ]
Wmuwwhichthaymtm. All submissions

shall be by both hard copy and on a disk or via email, h

(i) One st of proposed jury instructions that have hm “
- 2greedio by counsel should be submitted to the Court.
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| - (W) Hcounsel cannot agree on & particular instruction, the

o proponent of the comtested instruction should subsit

| on a separate disk or email in 3 Word format and in
structions with the addition, deletion, or
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E

All exhibits must be marked and exchanged among counsel prior (o trial.
The offering party must mark his or her own exhibits with the party’s name,
case number, and exhibit number.

Any counsel requiring authentication of an exhibit must notify offering
counsel in writing within five (5) business days after the exhibit is listed and
made available to opposing counsel, Failure to do so is an admission of
authenticity. See Local Rule 44.1 and CrLR55.2A. -

The Court will admit all exhibits listed in the final pretrial order into evidence
unless opposing counsel files written objections supported by authority at
least three (3) business days before trial. See Local Rule 46 and CrLRSS.2B.

Coun_s:! may not pass exhibits to the jury during trial without obtaining
permission in advance from the Court. All admitted exhibits will go to the
jury during its deliberations.

Counsel for each party is required to provide the Court with three (3) copies
of that party's exhibits in a properly tabbed and indexed notebook.

Counsel should become familiar with Local Rule 79.2 and CJLRSSZC
regarding disposition of exhibits following trial.

13.  EQUIPMENT

¢ & 9 ¢ @

The following equipment can be made available if requested from the Case
Manager at least 72 hours prior to a trial or hearing:

Document Camera

Projector and Screen

VCR/DVD |
Annotation Monitors on Equipment Stand and Witness Box

use of personal laptop computers and personal audio equipment

Video and Audio inputs at counsel tables, which provide for courtroom

. Real Time transcription capability. Parties requesting Real Time = .
| Transcription must notify the Court at least three weeks priortotrial. =~

D, Training and familiarization sessions can be set up by contacting
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