JUDGE LITZENBERGER’S GUIDELINES FOR E-FILING
MOTIONS AND PROPOSED ORDERS/JUDGMENTS

SUBMITTING PROPOSED ORDERS AND JUDGMENTS

In cases specially assigned to Judge Litzenberger, your proposed order(s) or
judgment(s) should state in the caption of the document, immediately below the case
number: Assigned to Judge Litzenberger.

This extra step should insure that employees of the clerk’s office send your documents to
Judge Litzenberger’s electronic mailbox for her review and signature and prevent
duplicate filings — one by counsel before the document is signed and one by the judge’s
staff after the document is signed.

SUBMITTING MOTIONS, RESPONSES AND REPLY MEMORANDA —
BENCH COPIES ARE REQUIRED FOR THE COURT TO TAKE ACTION

If Judge Litzenberger is the assigned motion judge for your case, include this
information in the caption of any motion, response, or reply memoranda electronically
filed. The designation does not guarantee your documents will reach the judge. Under
Multnomah County Court’s current business practices, documents e-filed in a case are
not sent electronically to the assigned motion judge. The judge and her staff (Judicial
Assistant Claudia Cougle and Judicial Clerk Elizabeth Plass) will not be aware that your
case has a pending motion. Consequently, unless you deliver a bench copy of
your documents to the judge’s chambers, no action will be taken on your
submitted motion or corresponding proposed order/judgment. Likewise, until you
call Judge Litzenberger’s chambers to schedule a hearing for your motion,
the matter will not be scheduled for hearing. Even motions for which there has been no
request for oral argument will not be “heard” unless you bring the motion to the judge’s
attention by contacting the staff in her chambers.

DESIGNATING JUDGE LITZENBERGER AND HER STAFF AS ADDITIONAL
PERSONS TO RECEIVE NOTICE OF YOUR E-FILED DOCUMENTS

You may wish to designate Judge Litzenberger, Ms. Cougle and Ms. Plass as additional
persons to receive notice of any document you have e-filed in a case in which Judge
Litzenberger has been assigned to hear motions or other proceedings related to the case.
By doing so, you have control over whether your documents will be brought to the
attention of the judge and her staff. You will still need to call the Judge’s chambers (503-
088-3365) to schedule a date/time for oral argument.
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