
 

 

June 1, 2020  
 

TO :  Ottawa Family Lawyers  
 

FROM : Ad Hoc Sub-Committee of the Bench and Bar 
 

SUBJECT:  Best Practice for Sending Large Electronic Documents to Court  
 
 

As a result of the Covid 19 situation, the Court system has had to implement an electronic filing 
system for procedural motions and urgent motions.  
 

In a recent Family Bench and Bar Committee meeting, the Judiciary spoke about how time 
consuming it was to find materials in unorganized emails and electronic documents.  It was 
discussed that when possible, a more efficient method of organizing bulky emails should be 
utilized, and incorporated into a best practice guide. 
 

Available for purchase are various types of software that easily facilitate the organization and 
merging of documents and will produce materials in a format very similar to what the family 
lawyers currently use:  a Continuing Record with virtual tabs, Notices of Motion, Affidavits, a table 
of contents and thumbnails. 
 

Proposed best practice for sending large electronic document for urgent motions 
 

The Ad Hoc subcommittee proposes that the profession produce electronic documents (for which 
our judiciary has access) as follows: 
 

1) Ideally, the intention is that one bookmarked document be created for pleadings that 
includes: 
 

a. The Application,  
b. Certificate of Disclosure,  
c. Financial Statements,  
d. Notices of Assessment;  
e. Form 35.1; and 
f. Motion materials. 

 

2) If it is not possible to merge the motion materials at the same time as the initial pleadings, 
another PDF document for procedural motions and urgent motions. 
 

3) All documents be identified with a table of contents which is achieved through using 
“bookmarks”.  
 

4) Draft orders should be in a separate document and should be provided in PDF format and 
in Microsoft Word formats so that the judge hearing the motion can make changes directly 
to the draft. 

 

5) If case law is referred to, it should be “hyperlinked” thus making it unnecessary to file said 
cases.  
 

6) Naming of electronic files should include information such that the nature of the document, 
date of the document, and the party filing the document is apparent from the name. 
Optimally, all parties in a matter will use the same naming conventions. For example, use 



 

 

“Applicant’s Affidavit of Susan Smith, sworn May 12, 2020” rather than “Form 14B Jane 
Doe”. Bookmarks in pdf document should follow the same naming convention.” 
 

7) We recommend that everyone review the additional resources on remote hearings and e-
filing:  

a. The most recently posted general and regional directions available on the Ontario 
Superior Court of Justice Website, at https://www.ontariocourts.ca/scj/ 

b. The most recently posted local directions available on the CCLA website at 
https://www.ccla-abcc.ca/ 

c. The “Guide Concerning e-Delivery of Documents in the Ontario Superior Court of 
Justice” at https://www.ontariocourts.ca/scj/practice/practice-
directions/edelivery-scj/#B_Naming_electronic_files  

d. Best Practices for Remote Hearings, compiled by the Advocates’ Society, OBA, 
FOLA, and Ontario Trial Lawyers’ Association, at 
https://www.advocates.ca/TAS/Publications/Best_Practices_Publications/TAS/Pu
blications_Resources/Best_Practices_Publications.aspx?hkey=12ee9725-d4e8-
408d-93bc-462a365c7d82 

 
Required software or applications to use document-merging technology 
 

To properly merge document electronically the following items are recommended: 
 

1) A proper sheet feed scanner;  
2) Adobe Pro or other electronic management software1; 
3) Microsoft Word. 

 
Adobe Pro  
 

There is a difference between “the free Adobe Application - Adobe Reader” and the fee-based 
“Adobe Application - Adobe DC Pro” which has an approx. cost $25.00 per month. 
 

There are key features that are required to properly produce merged and consolidated PDF 
documents which are not available if using Acrobat Reader (the free version). We recommend 
using Adobe Pro over Adobe Reader as it includes the following features: 
 

1) The ability to combine files; 
2) The ability to organize i.e. move pages; 
3) The ability to create a table of contents; and  
4) The ability to bookmark. 

 
 
 
 
 
 

 
1 For the purpose of this memo, we will refer to Adobe Pro as the document merging technology as it is a popular 
document management software but we are not endorsing the use of this product in particular. 
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Tools Adobe DC Pro 
 

When organizing an electronic document, and specifically when using Adobe Pro, the user will 
need to familiarize himself/herself the following three tools: 
 

1) Combining files; 
2) Organizing pages; and 
3) Optimizing of PDF. 

 
Adobe-Pro on-line courses  
 

There is a very good online course offered by Udemy called Adobe Acrobat DC Pro. The 
introductory course costs  $50.00 or less (they have “specials”), lasts 3 hours and will take you 
through the key features, allowing you to learn how to properly merge and identify your electronic 
continuous record and other documents.  
 
Quick notes on how to use Adobe Pro 
 

The example below shows how to consolidate a motion, affidavit and exhibits as well as insert 
separators which resemble paper based yellow tabs. 
 

The easy method to consolidate a PDF is as follows: 
 

1) When the lawyer has finalized his/her motion, affidavit and exhibits, it should be scanned 
to one PDF. 

2) That PDF should be saved in a properly identified folder. 
3) The saved PDF document is then opened with Adobe Pro (you should see your full 

document one page at a time depending on your view settings). 
 

Organizing your electronic document 
 

While the document is open, the user then simply clicks on the “Organize pages” tool. You will 
then see all individual pages of your document. At this stage, you can move your pages by dragging 
them with your mouse.  

 
Inserting pages  

 
 

1) You can also use the insert feature to insert other exhibits such as saved texts, emails etc.; 
 
Creation of tabs or exhibit pages: 

 

a. Open a blank document in Microsoft Word; 
 

b. In the middle of the document you can type “Tab 1” or “Tab 2” or  
 

This is Exhibit “B” in the Affidavit 
of John Smith  
sworn on May xx, 2020 
______________________ 
A Commissioner, etc. 

 

c. Name it as “Exhibit X” or “Tab” and save it in identified folder. 
 



 

 

 
Bookmarks 
 

The user can create bookmarks identifying the first page of a pleading: Notice of Motion, Affidavit, 
Exhibits etc. This feature is found to the left of the document and is used as a Tab; 

 
Maximum size of emails and how to compress large files 
 

Justice Shelston has directed the practice to limit the size of a PDF to 35 MB. It is very easy to 
exceed that size but with Adobe Pro, users can significantly compress his/her PDF. 
 

When you are completely satisfied with your PDF and if the size exceeds 35 MB, you can use the 
“optimize” PDF tool in Adobe Pro to reduce the size of the file. The easy way to do this is to simply 
press “reduce file size”.  
 
Final product 
 

You have created and organized email for the courts which include pleadings in one document 
with bookmarks allowing for easy navigation of the document.   Please note that the judges do not 
have the court files so if you wish to refer to something from the Continuing Record, you should 
include it with your materials. 
 
 
 
the Ad Hoc Committee: 
Justices Audet and MacEachern, Marc Coderre, Cecil Lyon, Sarah Concettini, Diana Carr. 


