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JUDGE DIANE M. SHELLEY  

STANDING ORDER 

Law Division Commercial Calendar W 

Courtroom 1912 

Effective October 2018 

E-mail address:   ccc.lawcalendarw@cookcountyil.gov 

 

Attorney Daniel N. Robbin - Law Clerk 312-603-4001 (Effective Sept. 4, 2018) 

Mrs. Christine Marinakis - Case Coordinator 312-603-5940 

Ms. Jeannette Castillo – Courtroom Clerk 

 

This order incorporates by reference the Uniform Standing Order for All 

Commercial Calendars 

 

COURT SCHEDULE 
 

Court is in session from 8:45 a.m. until 4:30 p.m. on regular business days.  

Court holidays are available at http://www.cookcountycourt.org/ABOUTTHECOURT/ 

LegalCourtHolidays.aspx. 

 

Emergency Motions:  Daily at 8:45 a.m. A copy of the motion must be 

delivered no later than 3:30 p.m. the day before. 

Initial Intake:    Wednesdays only at 9:30 a.m. 

Clerk Status:    Tuesdays only at 8:45 a.m. 

Case Management: Daily between 9:00 a.m. and 10:00 a.m. as scheduled 

except for Thursdays. 

Motion Call:    Thursday only at 9:00 a.m. or 9:30 a.m. 

Prove-Ups    Fridays only at 9:30 a.m. 

Contested Motions:   Mondays through Fridays as scheduled. 

Settlement/Trial Conferences: Daily as scheduled commencing at 2:00 p.m., except for 

Friday. 

Trials:     Daily as scheduled commencing at 10:30 a.m. 

mailto:ccc.lawcalendarw@cookcountyil.gov
http://www.cookcountycourt.org/ABOUTTHECOURT/LegalCourtHolidays.aspx
http://www.cookcountycourt.org/ABOUTTHECOURT/LegalCourtHolidays.aspx
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AGREED ORDERS 
Agreed dismissal orders signed by all parties can be dropped off or emailed at any 

time. 

 

Requests for continuances must be placed on the motion call, including status dates, 

briefing schedules and hearings. 

 

CASE MANAGEMENT/STATUS CALLS 
Counsel familiar with the case and authorized to act must appear, and should be 

prepared to address all matters specified in Supreme Court Rule 218. Failure to 

attend will result in a dismissal for want of prosecution.  

  

Courtesy copies of all motions must be provided 3 full court days in advance of 

presentment or they may be stricken. 

 

MOTIONS 

Joint, uncontested, ex-parte, emergency and agreed motions must be so identified in 

the title and body of the motion.  

 

All motions must include a notice of motion and a certificate of service. 

 

Motions should be piggybacked onto previously-set court dates when attempting to 

present the motion within a few days of that court date.  

 

EMERGENCY MOTIONS 
The motion must be a true emergency, or it will not be heard, and may be stricken. 

It must involve some circumstance which could lead to irreparable damage to a 

party if relief is not obtained prior to the time a party can be heard on the court’s 

regular motion call. Motions to extend or compel discovery are not ordinarily 

emergencies.  

 

Notice of emergency motions must be given in compliance with Local Rule 2.2 of the 

Rules of the Circuit Court of Cook County. By 3:30 p.m. the day before the motion is 

to be heard, the moving party must contact the court’s chambers at 312-603-5940 at 

to apprise the court of the motion. The moving party must also provide the court 

with courtesy copies by 3:30 p.m. the day before the motion is to be heard. 

 

COURTESY COPIES 
Do not send appearances or other filings (or papers) to the court unless directed.  

 

Courtesy copies of motions are required at least 3 full court days before the motion 

is to be presented.  
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You are encouraged to send any required courtesy copies electronically to 

ccc.lawcalendarw@cookcountyil.gov. Delivery is complete upon confirmation from 

the court. You must always copy/cc all parties of record when emailing the court. 

You are still responsible for separate clerk filling in order for it to become part of 

the official court record. However, if courtesy copies are voluminous (e.g., more than 

15 pages total for a single filing, including exhibits), please drop off hard copies in 

the bin located outside courtroom 1912 in addition to sending the documents 

electronically to ccc.lawcalendarw@cookcountyil.gov. 

 

NOTE: Some e-File services permit “courtesy copy” emails to be sent to an email 

address you designate. Do not use this option to deliver courtesy copies to 

the court. A separate email to ccc.lawcalendarw@cookcountyil.gov is still 

required.  

 

CLERK STATUS/CONTESTED MOTIONS 

If a motion is contested and a briefing schedule established, a clerk status will be 

scheduled. At the clerk status, the movant is obligated to deliver copies of all the 

briefs, pleadings, relevant documents and the most-recent complaint, with an 

accompanying cover letter containing the case name, the case number and the date 

and time of the clerk status. When providing hard copies to the court, 2 copies of all 

relevant materials are required. Opposing counsel must be provided with hard 

copies, unless otherwise agreed by the parties. 

 

All parties must appear to obtain a hearing date and enter an order.  If a party is 

unable to appear and has not made arrangements with opposing counsel for dates, 

that party is bound by the date chosen at the clerk status.   

The court relies on electronic research. Hard copies of cases are not needed, only 

correct citations.  

 

Opening briefs and response briefs cannot exceed 15 pages. Reply briefs cannot 

exceed 7 pages. Briefs must contain customary 12-point font, one-inch margins, and 

be double-spaced. Briefs filed in excess of these limitations will not be accepted 

without leave of court upon written motion containing good cause. When attaching 

exhibits, tabs and indexes are preferred. 

No supplemental briefs or citations may be filed without leave of court. No 

continuances of any kind for the above dates will be granted without leave of court. 

Such relief must be requested by motion and be placed on the motion call or 

piggybacked on the clerk status. 

 

Failure to comply may result in the motion being stricken. 

 

mailto:ccc.lawcalendarw@cookcountyil.gov
mailto:ccc.lawcalendarw@cookcountyil.gov
mailto:ccc.lawcalendarw@cookcountyil.gov
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DISCOVERY/E-DISCOVERY 
Information stored in computers constitutes “documents,” and the same discovery 

principles apply. See Ill. S. Ct. R. 201(b)(1), 214(b). For discovery of electronically 

stored information, each party must designate an individual to assist in meeting, 

conferring, and responding to requests. 

 

All motions to compel must articulate the attorney’s actual efforts at personal 

consultation and reasonable attempts to resolve differences with opposing counsel. 

See Ill. S. Ct. R. 201(k) (eff. July 30, 2014). Failure to articulate the attorney’s 

efforts will result in the motion being stricken. See Williams v. A.E. Staley Mfg. Co., 

83 Ill. 2d 559, 566 (1981) (“In the absence of compliance with Rule 201(k) the trial 

court should have simply dismissed the motion.”) 

 

  

DEFAULTS 
A signed Default Only Checklist Coversheet must accompany all motions for 

default. The checklist can be found online at 

http://www.cookcountycourt.org/Portals/0/Law%20Divison/Forms/Checklist%20Defa

ult%20Only%20Coversheet.pdf. Upon entry of an order of default, the movant shall 

immediately send orders of default to (a) each party who has appeared and (b) each 

party against whom the order was entered or such party's attorney of record. This is 

a two-step process for Calendar W. Once a party has been defaulted, then a 

prove-up date will be given. Per The Uniform Standing Order for All Commercial 

Calendars, all courtesy copies for default are required 5 business days ahead or 

your motion shall be stricken. 

 

PROVE-UPS 
The court requires proof of the allegations upon which relief is sought. 735 ILCS 

5/2-1301(d). If damages are not reasonably detailed in the complaint, a verification 

to a complaint will be insufficient to prove damages. 

 

Affidavits of prove-up are encouraged. 

 

Courtesy copies of any prove-up documents, attorney fees petitions, if attorney fees 

are sought, and proof of services are required 5 court days before the scheduled 

prove-up. Affidavits in support of fees or costs must detail the actual work 

and time allotted to each task. Prove-up affidavits must contain facts and not 

conclusory statements. Harris Bank Hinsdale, N.A. v. Caliendo, 235 Ill. App. 3d 

1013, 1025 (1992) (affidavits are “a substitute for testimony taken in open court and 

should meet the same requisites as competent testimony”). 

 

Fraud claims require live witness(es). 

 

http://www.lexis.com/research/buttonTFLink?_m=a4c18665c0123c97a7a93895ca414082&_xfercite=%3ccite%20cc%3d%22USA%22%3e%3c%21%5bCDATA%5b1-16%20Illinois%20Civil%20Procedure%20%a7%2016.04%5d%5d%3e%3c%2fcite%3e&_butType=4&_butStat=0&_butNum=18&_butInline=1&_butinfo=ILL.%20SUP.%20CT.%20201&_fmtstr=FULL&docnum=1&_startdoc=1&wchp=dGLbVzB-zSkAz&_md5=798fd56e130404a367d7706c1a3885fe
http://www.lexis.com/research/buttonTFLink?_m=a4c18665c0123c97a7a93895ca414082&_xfercite=%3ccite%20cc%3d%22USA%22%3e%3c%21%5bCDATA%5b1-16%20Illinois%20Civil%20Procedure%20%a7%2016.04%5d%5d%3e%3c%2fcite%3e&_butType=4&_butStat=0&_butNum=19&_butInline=1&_butinfo=ILL.%20SUP.%20CT.%20214&_fmtstr=FULL&docnum=1&_startdoc=1&wchp=dGLbVzB-zSkAz&_md5=2b39c82916fc0ece981a5840bb1dabc3
http://www.cookcountycourt.org/Portals/0/Law%20Divison/Forms/Checklist%20Default%20Only%20Coversheet.pdf
http://www.cookcountycourt.org/Portals/0/Law%20Divison/Forms/Checklist%20Default%20Only%20Coversheet.pdf
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PROTECTIVE ORDERS 
The court will accept agreed protective or confidentiality orders.  The orders should 

follow the model confidentiality order used by the U.S. District Court for the 

Northern District of Illinois, available at http://www.ilnd.uscourts.gov/ 

LocalRules.aspx (Forms).  

 

The proposed protective order must not, by itself, authorize the filing of any 

document under seal. Requests for under-seal filings must be presented to the court 

by motion. 

 

Proposed protective orders may be dropped off or emailed at 

ccc.lawcalendarw@cookcountyil.gov for the court’s approval at any time.  

 

Personal identity information shall not be included in documents or exhibits filed 

with the court except as otherwise required. See Ill. S. Ct. R. 138 (eff. Jan. 1, 2018). 

 

 

SETTLEMENT CONFERENCES 
A settlement conference may be set up through the court’s coordinator via telephone 

or email. Before scheduling a Settlement Conference, a demand and offer must be 

made.  A pretrial memorandum must be submitted to the court 3 business days 

before the conference by 4:00 p.m.  The pretrial memorandum may or may not be 

exchanged with each party, but notice shall be sent to opposing side letting them 

know their memo was sent to the court.  The memo should include a short 

statement of the issues, the damages, the status of settlement negotiations, and any 

additional information which will help the court hold a meaningful settlement 

conference. All parties with authority are required to be present unless excused by 

the court. 

 

TRIAL CONFERENCES 
A trial conference shall be held 2 to 4 weeks prior to trial. Scheduling and logistics 

of the trial will be discussed. Please advise the court of any specially scheduled 

witnesses.  

 

The following information and documents shall be delivered to court 3 court days 

before the conference: 

(A) Estimated number of trial days 

(B) Statement of the case 

(C) Witness list 

(D) Stipulations  

(E) Motions in Limine 

(F) Evidence depositions 

(G) Exhibit lists and/or Exhibits 

(H)Ill. S. Ct. R. 213 disclosures  

http://www.ilnd.uscourts.gov/LocalRules.aspx
http://www.ilnd.uscourts.gov/LocalRules.aspx
mailto:ccc.lawcalendarw@cookcountyil.gov
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(I) Identification of objects and demonstrative evidence to be 

used at trial (photographs, slides, pictures, videotapes, 

exhibition of injuries, and courtroom demonstrations) 

(J) When appropriate, short trial brief with attention to primary 

contested issues of fact, unusual issues of law and authority; 

(K) Proposed jury instructions if applicable 

 

TRIAL PROCEDURE 
Usually, trials begin at 10:30 a.m. and end at 5:00 p.m. with an hour lunch break.  

Opening statements are limited to evidence that will be presented at trial.   

 

Written closing arguments are allowed and may be ordered by the court. Also, 

please refer to separate Trial Procedure Order. 

 

JURY TRIALS 

Evidence of questionable admissibility should be brought to the court’s attention 

before referencing it to the jury.  Demonstrative exhibits are allowed but must be 

shown to opposing counsel in advance of trial. 

 

No speaking objections; just state the basis.  Limit your request for sidebars to 

matters that have not been previously ruled upon. You can make your record during 

recesses.  

 

The court allows written juror questions of live witnesses at the conclusion of 

questioning by counsel. The sheriff collects the questions; they are marked and 

made a part of the record. The court will decide to ask, modify, or refuse a question. 

Objections to questions will be made outside of the presence of the jury. 

 

Jurors will be given 10-minute stretch breaks every 2 hours or less depending on 

the nature and complexity of the testimony. 

 

Attorneys are not allowed to remain in the courtroom during deliberation. Attorneys 

must be present for the verdict. 

 

JURY INSTRUCTIONS 
Two sets of jury instructions are required at the commencement of the case: (1) one 

set marked and numbered; and (2) a clean set.  

(1) The marked and number set must designate the party offering the 

instruction, must be sequentially-numbered, and must contain the 

appropriate IPI Citation. Each instruction must contain the following lines: 

a. ____ Given 

b. ____ No objection 

c. ____ Given, over objection 

d. ____ Given, as modified 
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e. ____ Refused 

f. ____ Withdrawn 

(2) The clean set must be in sequential order with no markings (e.g., no page 

numbers)—other than the instruction itself. 

 

Although a formal jury instruction conference will be held prior to closing 

argument, the parties shall meet throughout the trial and identify instructions in 

dispute. Brief conferences will be held as time permits.  

 

The marked set of instructions must be properly numbered with the IPI designator 

for the court file with the appropriate lines for rulings on the face of the instruction. 

 

CONTINUANCES 
Continuances are not favored. Motions to continue trial will not be heard on the day 

of trial. Motions not in compliance with Supreme Court Rule 231 will not be heard. 

Affidavits of Engagement must include the case name, number, and the trial judge. 

If a material witness is unavailable, a copy of the served subpoena must be 

included. Motions based on the unavailability of expert witnesses shall be brought 

with due diligence. Eleventh-hour motions will be denied.  

 

COURTROOM DECORUM 
 Keep cell phone usage outside the courtroom, except for court-related 

matters, such as checking one’s calendar; 

 Keep beverages out of the courtroom; 

 When standing, stand only to the side of the courtroom when court is in 

session and not in the middle of the courtroom; 

 Keep conversations at a low speaking-volume in the hallway. When entering 

or exiting the courtroom while court is in session, remain silent until the 

courtroom door is closed;  

 Only address the court when before the court, unless directed otherwise; 

attorneys and parties shall not direct statements or questions to opposing 

counsel or opposing parties; and 

 Wear proper business attire. 


