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SECTION 4 | COURTESY COPIES 

Courtesy copies (hard copies) of all Court filings pertaining to 

a motion set for a time certain scheduled hearing MUST be provided 

to the Court no later than the date included in the Judicial 

Assistant’s email confirming the scheduled hearing. Courtesy 

copies are to be hand delivered with a cover letter or mailed with 

a cover letter. All opposing counsel/unrepresented parties must be 

copied with the letter and the enclosure(s), if the enclosure(s) 

not previously provided through the e-portal/service of process, 

and specify on letter. Not complying with the Court’s request for 

copies may result in the hearing being cancelled without notice. 
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