
 
 

Questions:  
 

E-Services Help Line: (866) 765 - 4452  
Eservices@jud.ct.gov  

 Alice Mastrony at (860) 706 -5321 or  
alice.mastrony@jud.ct.gov   

 
What is a short calendar?  

The short calendar is a list of cases with motions or pleadings that 
require action by a judge.  The motions or pleadings are usually 
filed by you or by another party.   

How do I know my case is on the short calendar if I am 
representing myself?  

In order to get any notices from the court or copies of documents filed 
by other parties in your case, you should file an Appearance.  After you 
file an appearance, the court will send you a notice in the mail if your 
case is on the short calendar.  The court sends the notice out at least a 
week before the calendar date.  The notice tells you that a motion or 
pleading in your case is on the short calendar on the court date shown 
on the notice.  The notice also gives you the telephone number to call, 
explains when to call, and lists the things you must say when you call.   
 
Note:  Self-Represented Parties can mark motions or pleadings 
electronically in civil and family cases for which they have been 
approved for electronic access. 

How do I file an appearance in my case?  

An appearance is an official court form (JD-CL-12) that you file with the 
court clerk.  The appearance tells the court that you are representing 
yourself in a lawsuit.  (Attorneys file an appearance for you if they 
represent you.) A self-represented party with electronic access to a 
case can file an appearance electronically.  A paper form to file your 
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Court Service Center or on the Judicial Branch website.  Once you fill 
out the form, you can mail or fax it to the court.  You do not have to go 
to the court in person to file an Appearance.  If you have enrolled in E-
Services and have been approved for electronic access to a case, you 
can file an appearance electronically in the case. 
 
What do I have to do when I get a notice about a motion or 
pleading on the short calendar?  
 
If the motion or pleading is one that you filed, and you are representing 
yourself, you have to let the court know whether you want the court to 
decide it by marking it.  You have to choose one of the following 
marking options: 
 
1. If your motion or pleading in a civil matter  is listed as ARG 

(arguable) on the notice you received or on the calendar online or 
it is a family motion or pleading that is not related to discovery or 
deposition, and you want to come to court and present your claims 
about it to a judge, mark the motion or pleading Ready. 

2. The court requires argument on some motions on Calendar 02 only 
even though they are listed as NA (non-arguable):  Motion to open 
and modify judgment; Motion to open and vacate judgment; Motion 
to open judgment; Motion to open judgment and extend the law day; 
and Motion to open judgment and extend the sale date. To argue 
these motions on the calendar day, you must mark them Ready. 

3. If your motion or pleading in a civil matter  is listed as ARG 
(arguable) on the notice you received or on the calendar online, and 
you do not want to come to court but you want the court to decide it, 
you must mark your motion or pleading Take Papers . 

4. If your motion or pleading in a civil matter  is listed as N/A (non-
arguable) and you want the court to decide it, you must mark it Take 
Papers.  The court will decide the motion or pleading by reviewing 
the documents in the file that concern the motion.  
 

What do I have to do when I get a notice about a motion or 
pleading on the short calendar? ( continued)  

 
5. If your motion or pleading in a civil matter is listed as N/A (non-

arguable), you can ask the court for permission to come to court on 
a later date to present your claims to a judge by marking a motion or 
pleading Take Paper s and filing a Request for Argument Non -
Arguable Civil Short Calendar Matter (JD -CV-128).  If the court 
agrees to hear your argument, the clerk will send you another notice 
about a date to come to court.  Do not come to court on the date 
listed on the notice that you received about the short calendar.  

6. If your motion is a family discovery or deposition motion , it is 
considered non-arguable, and you must mark the motion Ready if 
you want the court to rule on it without a hearing. 

7. If you have marked your motion or pleading, but you no longer want 
the court to decide it on the court date that is listed on the notice you 
received or on the calendar notice online, you must mark your 
matter Off. 

 
Note:   If a request for argument has been granted on a non-arguable 
civil motion or the Court has granted or required argument on any other 
civil matter, you cannot mark it Take Papers  when it appears on a 
calendar. 

 
How can a self -represented party  with electronic access  or an 
attorney without an exclusion  mark a motion or pleading ? 
 
An attorney without an exclusion from electronic services requirements 
is required  and a self-represented party with electronic access to a 
case is permitted  to mark short calendar matters electronically in civil 
and family cases.  Information on the electronic markings process is 
available on the other side of this card 
 
How can a self -represented party without electronic access to 
a case or an excluded attorney mark a motion or pleading ? 
 
You will mark the matter by telephone call.  The notice and the 
online calendar tell you when you must call the marking number.  
For example, if you have a civil case, the time you must call and 
mark your motion or pleading is between 9:00 a.m. on Tuesday 
and 4:00 p.m. Thursday, unless a state holiday occurs during the 
marking week.  If a state holiday occurs, the marking period will 
usually be shorter.  Check the online notice or the notice that was 
sent to you for more information.   

What do I have to tell the court when I call?  
 
You must give the court your name and the following information from 
the notice that was sent to you: 
 
1. The calendar number (found at the top of the notice) 
2. The position number of the case (found below  the name of the case 

on the notice) 
3. The name and docket number of the case 
4. The entry number and the title of your motion or pleading 
5. You must then tell the court the marking: Ready, Take Papers or 

Off.  The marking tells the court what you want it to do with your 
motion or pleading. Note:  In a family matter, the marking options 
are Ready or Off.  A Take Papers marking is not allowed in family 
matters. 

6. You must tell the court that other self-represented parties and 
attorneys have been told (notified) about the marking. 
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