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 PDF. Courts typically require documents to be e-filed in PDF or PDF-A. 

 Text searchable. The documents must be text searchable (that is, have optical 
character recognition (OCR)) when technologically feasible without impairment of 
the document’s image (Cal. Rules of Court, rule 2.256(b)(3); Cal. Rules of Court, 
rule 2.100(c) (court-filed documents); Cal. Rules of Court, rule 2.114 (exhibits); Cal. 
Rules of Court, rule 2.140 (judicial council forms)). 

 Size limit. The court may impose a file size limit on e-filed documents (for example, 
25 megabytes). 

 Signatures. Unsworn documents need not be manually signed (Cal. Rules of 
Court, rule 2.257(c) (effective January 1, 2019)). The court may have special rules 
on how to sign e-filed documents (for example, “/s/ [ATTORNEY’S NAME]”). 

 Sworn documents. If a sworn document is e-filed without a signature, the original 
document with a signature must be available for inspection on request (Cal. Rules 
of Court, rule 2.257(b) (effective January 1, 2019)). Check the court’s local e-filing 
rules for any additional requirements (for example, CA R SAN FRANCISCO 
SUPER CT Rule 2.11(M)(2)). 

 Documents requiring opposing party’s signature. If a document requires the 
signatures of opposing parties, such as a stipulation, the party filing the document 
must obtain the signatures of all parties on a printed original before e-filing, and 
make the original available for inspection on request (Cal. Rules of Court, rule 
2.257(d) (effective January 1, 2019)). 

 Local rules. Specific courts may have additional e-filing rules. 
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Caption 
 Attorney and party information. For each attorney presenting a document for 

filing, the following information must appear single-spaced beginning on line one on 
the left side of the front page, one inch from the top margin: 

○ attorney’s name; 

○ attorney’s State Bar membership number (typically placed next to the 
attorney’s name); 

○ attorney’s office address (or residence or mailing address if no office is 
maintained); 

○ attorney’s telephone number; 

○ attorney’s fax number; 

○ attorney’s email address; and 

○ identity of the party whom the attorney represents (for example, “Attorneys 
for Defendant John Doe”), typically placed two lines below the above 
information. 
 
(Cal. Rules of Court, rule 2.111(1).) 

 Blank space. The first two inches of space between lines 1 and 7 to the right of 
the center of the first page must be left blank for the use of the clerk (Cal. Rules 
of Court, rule 2.111(2)). 
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 Court’s name. The title of the court must appear on line 8, at or below 3 1/3 
inches from the top of the page (Cal. Rules of Court, rule 2.111(3); Cal. Civ. 
Proc. Code § 422.30). Include: 

○ the type of court (”Superior Court of the State of California”); 

○ the name of the county where the court is located; and 

○ the name of the division, judicial district, or courthouse, if helpful or 
applicable. 

 Parties’ names. The parties’ names must appear below the court’s name, in the 
space to the left of the center of the page. Note that: 

○ it is sufficient to provide a short title of the case stating the name of the 
first party on each side (with appropriate indication of other parties, such 
as “et al.”), and stating that a cross-action or cross-actions are involved 
(for example, “and Related Cross-action”), if applicable; and 

○ plaintiffs and defendants are separated by the word “versus,” typically 
abbreviated as “v.” or “vs.” (Cal. Rules of Court, rule 2.111(4); Cal. Civ. 
Proc. Code § 422.40). 

 Case number. The case number must appear to the right of and opposite the 
parties’ names (Cal. Rules of Court, rule 2.111(5)). 

 Document title. The document’s title (for example, “Motion for Summary 
Judgment”) must appear below the case number (Cal. Rules of Court, rule 
2.111(6)). In a case having multiple parties, specifically identify the moving party. 
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 Notation of fax filing. Each document filed by fax must contain the phrase “By 
fax” immediately below the title of the document (Cal. Rules of Court, rule 
2.303(f) (fax filing agency); Cal. Rules of Court, rule 2.304(c) (direct fax filing)). 

 Judge’s name and department. The name of the judge and department to 
which the case is assigned must appear below the document’s title (Cal. Rules of 
Court, rule 2.111(7)). 

 Referee’s name. The words “Referee: [REFEREE’S NAME]”must appear below 
the document’s title for any paper filed in a case pending before a referee (Cal. 
Rules of Court, rule 2.111(8)). 

 Date of hearing and other information. Although the rules technically require 
placement “immediately” below the case number, in practice, attorneys often 
place the following information below the document title: 

○ the date, time, and location of any scheduled hearing and the name of the 
hearing judge; 

○ the nature or title of any attached document other than an exhibit; 
the date of filing of the action; and 

○ the trial date, if set. 
(Cal. Rules of Court, rule 3.1110(b).) 

 Practice tip. If indicated on the complaint, the words “Limited Civil Case,” as 
required by California Code of Civil Procedure Section 422.30(b), must appear in 
the caption of every other paper filed in a limited civil case (Cal. Rules of Court, 
rule 2.111(10)). Counsel should check the rules applicable to limited civil cases 
that may impose different or additional requirements than those in this Checklist. 
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SIGNATURES 
 Signature required. Every written notice of motion or other similar paper must 

be signed by at least one attorney of record in the attorney’s individual name or 
the party herself, if unrepresented (Cal. Civ. Proc. Code § 128.7(a)). 

 Original signature. Generally, only papers containing the signer’s original ink 
signature (preferably in blue ink) will be accepted for filing (Cal. Rules of Court, 
rule 2.113 (”Each paper not filed electronically must consist entirely of original 
pages …”); Cal. Rules of Court, rule 2.305(d) (fax signature deemed “original”)). 

 Signature block. A signature block must appear beneath the attorney’s (or 
party’s) signature. While the rules suggest that the signature block should include 
the signer’s name, address, and telephone number, typically the address and 
telephone number are only contained on the caption page (Cal. Civ. Proc. Code 
§ 128.7(a)). 

 


