DIVISION 62 INFORMATION AND PROCEDURES
(BACK UP DIVISION)

1.  JUDGE’S NAME & EMAIL :  Marisa Tinkler Mendez (mtinklermendez@jud11.flcourts.org) 

(please copy the Judicial Assistant on any emails regarding court business)
2. JUDICIAL ASSISTANT’S NAME & EMAIL:  Carolina Lopez (clopez@jud11.flcourts.org)

· If you write the Judge or the judicial assistant about a case, you must copy all counsel in the same email
· Do NOT put “SERVICE OF COURT DOCUMENTS” in the subject line of any email to the Court – if you do, our email system automatically rejects the email. 
3.  BAILIFF’S NAME:  Michael Parlegreco

4. CHAMBER’S INFORMATION

a.  Address:  1351 N.W. 12th Street, Room 408, Miami, FL 33125

b. Phone #: 305.548.5405

c. Fax #: 305.548.5265

5.  PROCEDURE FOR SENDING A CASE TO BACK UP

With the agreement of the parties, a request can be made of the Division Judge to send any case to the back-up division.  This Division is designed to serve primarily as a “trial only” division, thus, cases sent to this Division are deemed TRIAL READY.  However, Judge Tinkler Mendez will hear pre-trial motions related to the case that can be heard in a day or less.
Once it is agreed by the parties AND the Division Judge that the case will be sent to back up, the parties are required to complete the “back-up” case form.  Every Division should have this form in Chambers.  If, for some reason, the form is not available, the parties may pick up this form from Jeff Herris in AOC, Room 7100 or from Judge Tinkler Mendez’s judicial assistant, Carolina Lopez in room 408.  The Division Judge should sign the back-up form and it should be left with that Judges’ judicial assistant.

All back-up request forms MUST be HAND DELIVERED to Jeff Herris in AOC, room 7100 NO LATER THAN 11:00 a.m. on the THURSDAY PRIOR TO THE TRIAL WEEK. *Please NOTIFY JEFF HERRIS at 305.548.5634 if you have a case for back-up and you know that you will be running late with delivery of the request form.

All Trial weeks in back up begin on MONDAY, unless that Monday is a holiday.

 Once the request is provided to Jeff Herris, he will let the Division Judge’s Judicial Assistant know where and what time the Back Up sounding calendar will be held.  It is that JA’s responsibility to notify the attorneys of that information.  *PLEASE NOTE that Judge Tinkler Mendez’s Judicial Assistant ALSO NOTIFIES THE ATTORNEYS of the date and time of the sounding calendar.  

The back- up calendar is created from the cases that are received and that calendar is distributed to the back- up Judges, Corrections and the Clerks.  Judge Tinkler Mendez is responsible for conducting the back-up soundings and managing the cases on the docket.  If there is more than one case on the back up sounding calendar, there may be distribution of these other cases to the other back up Judges 

BACK- UP SOUNDING CALENDARS ARE TYPICALLY HELD THE FRIDAY BEFORE THE MONDAY TRIAL DOCKET, AT 9:00 A.M.  ALL PARTIES ARE REQUIRED TO APPEAR AT THE BACK- UP SOUNDING.
 **No continuances will be handled in back up UNLESS there is an emergency of some kind.  Otherwise, all continuances are to be dealt with by the division Judge.
