PROTOCOL FOR THE LODGING OF DOCUMENTS IN COMMERCIAL COURT CASES
Since the issue of the last protocol on 22 February 2008, a number of issues have arisen necessitating a reminder of parties obligations and an alteration to current practice.

1. Agents should ensure that documentation is lodged within the timescales provided for by the relevant interlocutor, or by the relevant Rules of Court as appropriate;

2. Documentation will not be accepted after 1.00p.m. on the day preceding the hearing unless there is an interlocutor to the contrary. Any documentation sought to be lodged after this deadline will have to be lodged by Counsel at the bar with an appropriate explanation;
3. All documents will be marked on the front page with the appropriate case number.
Tendering/Lodging documents:

4. Productions will no longer be accepted by e-mail, and will have to be lodged in hard copy at the Commercial section of the General Department:
a. Productions will not be accepted by the Commercial Clerks where they have been rejected by the Commercial section of the General Department;
b. All Productions must be: marked as having been intimated; paginated; bound; and, have the production number and case number on front of each of the productions;
c. An inventory of productions must be lodged both in process and with each separate folder;
5. All other documents may be tendered either in hard copy or by e-mail to commercial@scotcourts.gov.uk ;

6. Initial Defences, Affidavits and Joint Minutes will not be accepted without a signature. Scanned signed documents will be accepted by way of e-mail, in line with Outer House e-mail motion procedure.
7. 
8. 
9. 
10. 
11. 
12. 
If documents are sent by e-mail (where permitted):

13. No hard copy should be produced unless subsequently requested by the court;
14. The documents should be sent in Microsoft Word .doc format;
15. All e-mails containing documents to be lodged in process must be sent to commercial@scotcourts.gov.uk to ensure that they are available to be lodged in the absence of a specific Commercial Clerk;
16. An automated return e-mail acknowledging receipt will be sent from the Commercial Inbox. If this is not received within a reasonable time, and in any event within 24 hours or the latest time for lodging the document (whichever is earlier), Agents should telephone (0131-225-2595) to have a message passed to the appropriate Commercial Clerk to check receipt;
17. It will be the responsibility of the Commercial Clerk to ensure that any documents sent by e-mail in accordance with this protocol are printed off and lodged in process. He/she may discharge this function (a) personally, or (b) by forwarding the e-mail either to the Commercial section of the General Department, or to the appropriate Commercial Clerk, with a request that they print off and lodge the attached documentation in process;
18. These procedures shall come into force as from 1 January 2010.
