THREE BINDERS EVERY LITIGATOR NEEDS

LITIGATION NOTEBOOK
CHECKLIST
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CHECKLIST

Use this checklist to to set up and maintain three core binders that will help keep

you organized, focused and effective:
B The Working Binder
B The Argument Binder

B The Trial Binder
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1. The Working Binder

Purpose: Your most-referenced materials for the case; fast context switching.

Include:

O Scheduling order

O Case agenda

O Pending motions

O Recent notes

O Case chronology

O Key research memos

O Foundational documents:

O Civil: complaint; key court rulings/orders

O Criminal: indictment; key 302s
Use when:

O Client calls with deadlines or status questions
O Team meetings on next steps

O Travel or quick refresh on case context
Maintain:

Add: new court orders, notes, memos; latest agenda and chronology
Remove: resolved motions, stale memos, superseded orders

Litigation Notebook Checklist

AttorneyatWork.com



n n 1] 1 n u i L} 11

2. The Argument Binder

Purpose: One-issue binder for any discrete argument (not just “big” arguments).
Create binders for: discovery motions; premotion conferences; hearings, mediations.

Include:

O Party briefs (yours and opposing)
O Key cases and authorities (highlighted)
O Statutes/rules excerpts

O Your notes, outlines, key points
Maintain:

O Start early; assemble as you prepare

O Annotate and highlight as you read

O Refine and tab for fast navigation
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3. The Trial Binder

Purpose: The daily, in-court planner for trial administration.

Include:
O Today's issues to raise with the court
O Previous-day notes and rulings

O Key orders and procedures

O Foundational trial documents: exhibit list; witness list; juror info

O Trial briefs, motions, and supporting materials

O Last-night filings (e.g., motions in limine; jury-instruction requests)

Maintain:

O Update nightly before each trial day

O Keep separate binders for major events (withess exams, openings, closings)

Sam Davidoff has over 20 years of experience in law and legal technology. He is the CEO

and Founder of Align, a digital binder solution designed to provide attorneys with paperless

workflows. He can be reached at sam@mfbtech.com.
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PRACTICE TIPS FROM ATTORNEY AT WORK

B 5 Checklists to Make Your Law Firm More
Efficient — and Profitabl byPeggy Gruenke

B How to Create Law Firm SOPs in Five Easy
Steps by Karen and David Skinner

B Generative Al for Litigators: A Trial Lawyer's
New Best Friend by Marissa Ronk and
Miles Orten

B Ladies and Gentlemen! Watch Your Language

at Trial by Brian Johnson

B Brief Writing: Name Plaintiffs and Parties
Precisely by Josh Taylor

B Brief Writing: Tell Compelling and Simple
Stories to Improve Your Facts Section
by Josh Taylor

Browse Attorney at Work for law firm
practice management and practice tips at
www.attorneyatwork.com.

ABOUT ATTORNEY AT WORK

Attorney at Work is on a mission to provide
practical information and inspiration you need
to build a law practice and a life you love.

For more than a dozen years, contributors

to the site — hundreds of industry experts,
thought leaders and award-winning writers
— have been delivering advice on tackling
the everyday challenges and of running a law
practice — so you can keep your business
humming.

Every weekday, subscribers to our newsletter
receive a free “Daily Dispatch” email that con-
nects to resources that cover the waterfront

— from getting clients, to using technology, to
surviving growth mode, to what to do when a
client fires you.

Regular columns deliver tips on law practice
management, law firm finance, productivity,
technology, client sercice, marketing and busi-
ness development, and more. And our original
books, special features and guides zero in on
what you need to move your practice forward.

Check Us Out (Did We Mention It's Free?)
If you're not already a subscriber, take a quick
second to sign up. You can choose the Daily

Dispatch or Weekly Wrap subscription for the
same price: Free!

B Subscribe to the newsletter
B Explore attorneyatwork.com
B Listen to Attorney at Work Today

B Browse the bookshop for books, journals and
gifts for lawyers
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