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Pretrial meetings
Disclosures
Written discovery
Depositions
Discovery problems
Handling experts

Dispositive motions
Settlement and ADR
Witness preparation
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Task List
DEADLINES AND ORGANIZATION
In General

Task  1 Audit File and Organize for Trial;  Task  2
Review Deadlines and Rules;  Task  3 Analyze the
Pleadings;  Task  4 Create Proof Outline;  Task  5
Develop Case Theme

STRUCTURE CASE
Task  6A    Seek an Injunction; Task  6B    Apply for a
Temporary Restraining Order; Task  6C    Seek Declaratory
Relief; Task  6D  Amend Pleadings; Task  7    Oppose
Motion to Amend Pleadings; Task  8    Sever Claims or
Parties; Task  9    Dismiss Claims or Parties; Task  10
Move for Separate Trials; Task  11    Add Counterclaims or
Cross-Claims; Task 12  Implead Third Parties; Task  13
Add Parties: Mandatory Joinder; Task  14    Add Parties:
Permissive Joinder; Task  15    Intervene; Task  16
Dismiss Actions; Task  17    Consolidate Cases; Task  18
Transfer Venue; Task  19    Consent to Magistrate Judge

DISCOVERY
Pretrial Meetings and Conferences

Task  20    Mandatory Discovery Planning Conference;
Task  21    Participate in FRCP 16 Conference

DISCLOSURE REQUIREMENTS
Task  22    Review Initial Disclosures; Task  23    Make
Disclosures 30 Days Before Trial; Task  24    Identify
Experts and Disclose Their Reports

ORGANIZE DISCOVERY
Task  25    Set Discovery Goals; Task  26    Prepare
Deposition Schedule; Task  27    Docket Internal
Discovery Schedule;  Task  28    Prepare Final Phase
Discovery Plan; Task  29  Conduct Freedom of
Information Act Discovery;  Task  30    Complete
Informal Discovery

NONPARTY DISCOVERY
Task  31    Subpoena Records from Nonparties; Task  32
Challenge Subpoenas; Task  33    Enforce Subpoenas;
Task  34    Produce and Inspect Nonparty Documents

FORMAL WRITTEN DISCOVERY
Task  35    Propound and Answer Interrogatories; Task
36    Propound and Respond to Requests for Admission;
Task  37    Propound and Respond to Requests to Produce
or Inspect; Task  38    Request Physical and Mental
Examinations or Reports; Task  39    Object to Discovery

DEPOSITIONS
Task  40 Notice Depositions; Task  41    Notice Expert
Depositions; Task  42    Prepare For and Take Depositions;
Task  43 Take Telephone Depositions; Task  44    Take
Videotaped Depositions; Task  45    Object to Depositions;
Task  46    Prepare Client or Witness for Depositions; Task
47    Defend Depositions

RESOLVE DISCOVERY PROBLEMS
Task  48    Extend Discovery Time; Task  49    Shorten
Discovery Time; Task  50    Stipulate to Protective Order;
Task  51    Move for Protective Order; Task  52    Meet
and Confer; Task  53    Compel Discovery or Disclosures;
Task  54    Move for Discovery Sanctions; Task  55
Supplement Disclosures and Discovery Responses

EXPERTS
TTaasskk  5566    Determine Whether to Retain Experts;
TTaasskk  5577    Retain Consultants; TTaasskk  5588    Use
Consultants to Prepare for Trial; TTaasskk  5599
Prepare Experts for Deposition; TTaasskk  6600    Depose
Experts; TTaasskk  6611    Supplement Expert Discovery

MOTIONS
Task  62    Motion Basics; Task  63    Make Ex Parte
Applications; Task  64    Move for Summary Judgment;
Task  65    Oppose Motion for Summary Judgment; Task
66    Move to Dismiss for Failure to Prosecute; Task  67
Move to Expedite Trial; Task  68    Move to Amend
Pretrial Scheduling Order; Task  69    Move for
Continuance; Task  70    Move to Disqualify Judge; Task
71    Move to Withdraw as Counsel; Task  72    Move for
Reconsideration or to Alter Judgments

SETTLEMENT AND ADR
Task  73    Prepare for Settlement Negotiations and
Alternative Dispute Resolution (ADR); Task  74
Analyze Damages and Remedies; Task  75    Negotiate
Settlement; Task  76    Make Offer of Judgment;
Task  77    Consider Arbitration; Task  78    Try
Mediation

EVIDENCE
Gear Up For Trial

Task  79    Review Evidence Rules; Task  80    Develop
Trial Plan

LAY AND EXPERT WITNESSES
Task  81    Ensure that Client and Witnesses Appear to
Testify; Task  82    Prepare Client and Lay Witnesses to
Testify; Task  83    Ensure that Client and Lay
Witnesses’ Testimony is Admissible; Task  84    Prepare
Experts to Testify; Task  85    Ensure that Experts’
Testimony is Admissible; Task  86    Prepare to Use
Learned Treatises

Non-Testimonial Evidence
Task  87    Create and Obtain Demonstrative Evidence;
Task  88    Prepare to Offer “Real Evidence”; Task  89
Prepare to Offer Business Records; Task  90    Prepare to
Offer Public Records

Evidence From Formal Discovery
Task  91    Prepare to Offer Depositions and Other
Records of Testimony; Task  92    Prepare to Offer
Responses to Requests for Admission; Task  93    Prepare
to Offer Interrogatory Responses

Evidence Motions and Requests
Task  94    Request Judicial Notice of Facts; Task  95
Move to Strike Undisclosed Evidence; Task  96    Prepare
Motions in Limine

FINAL PRETRIAL CONFERENCE
Task  97    Request and/or Participate in Final Pretrial
Conference; Task  98    Prepare Final Pretrial Stipulation;
Task  99    Prepare Trial Brief

JURY
Task  100    Convert Jury Trial to Non-Jury Trial; Task
101    Retain and Use Jury Consultants; Task  102
Create and Use Mock Juries and Focus Groups; Task
103    Prepare Jury Instructions and Verdict Form; Task
104    Prepare for Jury Selection; Task  105    Prepare
Voir Dire Questions; Task  106    Prepare Jury
Questionnaires

TRIAL PROCESS
Task  107    Prepare Findings of Fact and Conclusions of
Law; Task  108    Prepare Opening Statement; Task
109    Prepare Direct Examination Plans; Task  110
Prepare Cross-Examination Plans; Task  111    Prepare
to Examine Experts at Trial; Task  112    Move for
Judgment and Other Trial Motions; Task  113    Oppose
Motion for Judgment and Other Trial Motions; Task
114    Prepare Closing Arguments; Task  115    Prepare
Trial Notebook
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PLAINTIFF’S INTERROGATORIES TO EMPLOYER - TERMINATION OF EMPLOYEE

IN THE UNITED STATES DISTRICT COURTFOR THE ____ DISTRICT OF ____
____ DIVISION[name of Plaintiff] )Plaintiff

)
)vs.
)

No. ____)
Judge ____

[name of Defendant] )Defendant
)

INTERROGATORIESPlaintiff, ____ [name of Plaintiff], by and through [his/her] attorneys, ____ [name of attorneys

pursuant to Federal Rules of Civil Procedure 30 and 33, requests that the following Interrogatori

answered, under oath, within thirty days from the date of service hereof:
INTERROGATORY NO. 1: State the name, business address and capacity of the person answeri

these Interrogatories.
INTERROGATORY NO. 2: State whether the person answering these Interrogatories was involv

in any way in the collection of documents provided in response to Plaintiff’s Request for Productio

Documents served in this case; if your answer is in the affirmative, state whether you received a

copy of Plaintiff’s document request, what directions you received and from whom, and whether th

directions were oral or written; if your answer is in the negative, state the name, business address

last known home address of the person who collected the information identified above.
INTERROGATORY NO. 3: State, as fully as possible, the exact reason or reasons for the termina

tion of Plaintiff; with regard to the same, identify all persons who were involved in the decision to

terminate Plaintiff or who had input with regard to the same, and attach all documents substantiat

or having bearing on Plaintiff’s discharge.INTERROGATORY NO. 4: With regard to each person responsible for the decision to terminate

Plaintiff, state the person’s title and the exact nature of his or her input into the decision.

INTERROGATORY NO. 5: List all persons employed by Defendant as of ____ [date/year]; as to eac

person so listed, state [his/her] name, position, grade, and salary, whether they had ever filed a

workers’ compensation case against Defendant, and if so, when.
INTERROGATORY NO. 5: With regard to each person identified in response to Interrogatory No. 5

above, state whether that person has ever been disciplined, suspended or terminated by Defendant;

for each answer that is in the affirmative, state the reason or reasons for the same and the beginnin

and ending date or dates on which the discipline, suspension, or termination occurred.
INTERROGATORY NO. 6: Describe Plaintiff’s job with Defendant, identifying [his/her] duties and

responsibilities. This Interrogatory may be answered by attaching copies of all job descriptions in

effect covering Plaintiff’s job while Plaintiff was employed by Defendant.
INTERROGATORY NO. 7: Have any past or present employees ever filed a claim or suit against

Defendant alleging race, sex, or age discrimination? If your answer to this Interrogatory is in the

affirmative, state the name of each person who filed a claim or sued Defendant, the nature of the

claim and the charge number or court number of the same.INTERROGATORY NO. 8: State whether Plaintiff has ever received any oral or written warnings

from Defendant; with regard to the same, identify the day, date, time and parties involved in each

oral warning and attach copies of each written warning.INTERROGATORY NO. 9: Has Defendant ever received any written or oral complaints from cus-

tomers concerning Plaintiff’s performance on the job? If the answer to this Interrogatory is in the

affirmative, identify the day, date, time and parties involved in each oral complaint and attach copies

of each written complaint.
INTERROGATORY NO. 10: Identify all persons with knowledge of the facts and circumstances sur-

rounding Plaintiff’s employment and termination by Defendant; with regard to the same, state each
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Over 90 Forms
Proof Outline, Agreed Notice of Voluntary Dismissal of
Party, Agreed Motion to Consolidate Cases, Motion to
Dismiss for Improper Venue, Motion to Transfer
Venue, Motion to Dismiss Under Forum Non
Conveniens Doctrine, Consent to Proceed Before a
U.S. Magistrate Judge

FRCP 26(f) Discovery Plan, Initial Disclosure,
Defendant’s Initial Disclosure of Core Information –
Breach of Warranty, Defendant’s Pretrial Disclosure
Pursuant to Rule 26(a)(3) – Voting Rights, Expert
Witness Disclosure, Defendant’s Motion to Strike
Designation of Experts, and Experts – Police
Misconduct/Wrongful Death, Defendant’s Memo of
Authority in Support of Motion to Strike Expert
Designation and Experts – Police
Misconduct/Wrongful Death, Expert’s Written Report
per FRCP 26(a)(2)(B) – Police Misconduct/Wrongful
Death, Freedom of Information Act Letter, Subpoena,
Responses and Objections to Subpoena, Motion to
Quash (or Modify) Subpoena

Interrogatories, Responses and Objections to
Interrogatories, Plaintiff’s Interrogatories to Defendant
– Insurance Coverage Case, Plaintiff’s Answers to
Interrogatories and Request for Production of
Documents – Insurance Coverage Case, Plaintiff’s
Interrogatories to Employer – Termination of
Employee, Plaintiff’s Rule 26(h) Interrogatories to
Defendant’s Experts

Requests for Admission – Civil Rights §1983 Case,
Requests for Admissions Propounded to Defendant –
Insurance Coverage Case, Responses to Requests for
Admission, Memorandum in Support of Motion to
Withdraw Admissions, Requests for Production of
Documents, Plaintiff’s Request for Production of
Documents – Product Liability Case, Plaintiff’s
Request for Production of Documents – Insurance
Coverage Case, Responses and Objections to
Requests for Production, Plaintiff’s Interrogatories,

Request for Production of Documents and Requests
for Admissions – Civil Rights §1983 Case, Affidavit of
Records Custodian – Voting Rights

Notice of Physical or Mental Examination, Notice of
Deposition, Witness Briefing Checklist, Stipulation
for Protective Order, Meet and Confer Letter, Meet
and Confer Confirming Letter, Memorandum in
Support of Motion for Sanctions, Expert Witness
Deposition Checklist, Deposition Outline For Expert –
Daubert Issues

Notice of Motion, Combined Notice of Motion and
Motion, Motion, Memorandum of Points and
Authorities, Declaration Establishing Foundation of
Exhibit, Proof of Service, Reply Memorandum

Defendant’s Motion to Dismiss or, Alternatively, to
Stay Proceedings, to Stay Discovery—Insurance/
Declaratory Judgment, Defendant’s Memorandum of
Authorities in Support of Motion to Dismiss or,
Alternatively, to Stay Proceedings—Insurance/
Declaratory Judgment, Defendant’s Motion to Stay
Pending Disposition of State Court Action—
Declaratory/ Injunctive Relief, Memo of Authorities in
Support of Defendant’s Motion to Stay Pending
Disposition of State Court Action—Declaratory/
Injunctive Relief, Defendant’s Memo of Authorities in
Opposition to Plaintiff’s Motion to Lift Stay—
Injunctive/ Declaratory Relief, Defendant’s Response
to Plaintiff’s Motion to Reserve Right to Have
Constitutional Issues Adjudicated in Federal Court—
Injunctive/ Declaratory Relief, Memo of Authorities in
Support of Defendant’s Opposition to Plaintiff’s
Motion to Reserve Right to Have Constitutional Issues
Adjudicated—Injunctive/ Declaratory Relief, Affidavit
in Support of Motion for Summary Judgment

Notice of Motion and Motion for Summary Judgment,
Memorandum of Points and Authorities in Support of
Motion for Summary Judgment, Statement of
Undisputed Facts in Support of Motion for Summary
Judgment, Proposed Order Granting Summary
Judgment, Reply to Defendant’s Opposition to Motion

for Partial Summary Judgment and Opposition to
Defendant’s Motion for Summary Judgment—Voting
Rights, Defendant’s Motion for Partial Summary
Judgment—Excessive Force/ Qualified Immunity,
Defendant’s Memorandum of Points and Authorities in
Support of Motion for Partial Summary Judgment—
Excessive Force/ Qualified Immunity, Defendant’s
Motion for Summary Judgment—Police Misconduct/
Wrongful Death, Memo of Authorities in Support of
Partial Summary Judgment—Police Misconduct/
Excessive Force

Defendant’s Motion for Summary Judgment—Breach
of Warranty, Defendant’s Memo of Authorities in
Support of Motion for Summary Judgment—Breach
of Warranty, Defendant’s Motion to Dismiss or,
Alternatively, for Summary Judgment—Breach of
Warranty/ Negligence, Defendant’s Memo of
Authorities in Support of Motion to Dismiss or,
Alternatively, Motion for Summary Judgment—Breach
of Warranty/ Negligence, Memorandum in Opposition
to Motion for Summary Judgment, Defendant’s
Response to Motion for Summary Judgment—
Excessive Force, Defendant’s Response to Motion for
Summary Judgment—Insurance, Defendant’s
Memorandum of Authorities in Opposition to
Plaintiff’s Motion for Summary Judgment—Insurance

Motion for Rule 11 Sanctions, Proposed Order
Granting Rule 11 Sanctions, Motion to Amend Pretrial
Scheduling Order, Motion for Continuance of Trial
Date, Offer of Judgment, Trial Plan, Stipulation to Use
Deposition at Trial, Motion to Use Deposition at Trial,
Request for Judicial Notice

Motion in Limine, Plaintiff’s Motion in Limine—FRE
402/ Voting Rights, Defendant’s Motion in Limine to
Exclude Expert Testimony—FRE 702/ Hedonic
Damages, Defendant’s Rebuttal Memorandum in
Support of Motion to Strike—Excessive Force,
Defendant’s Motion in Limine—FRE 403/ Excessive
Force, Defendant’s Response to Plaintiff’s Motion to
Vacate Memorandum Opinion and Order—Insurance/
Declaratory Relief

When.
Filing 

deadlines

What
and why.

Annotated discussion of
the task and when it is

warranted

Practice
Note.

Tips learned the
hard way

How.
Step-by-step instructions
for completing the task
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A unique
600-page anno-
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Step-by-Step Federal
Trial Preparation
TT

his book is different … really different. Organized by preparation task, it lit-
erally gives you the what, why, when, and how of readying a federal case for
trial, complete with practice tips and forms:

WWhhaatt  aanndd  wwhhyy– The task is explained in plain English, detailing related rules
and case law, along with the reasons for considering the task.

WWhheenn– A thorough discussion of the steps to be completed prior to beginning the
task, along with deadlines for the task.

HHooww– The meat of the book, this section details each step necessary to effectively
complete the task.  Includes defenses against the efforts of your opponent.

PPrraaccttiiccee  nnootteess– Here you will find strategies, arguments, cautions, and advice
learned from decades in the courtroom. 

FFoorrmmss– Over 90 discovery documents, motions, letters, disclosures, and 
memoranda to improve your federal advocacy.
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