345th Civil District Court’s
Expectations and Preferences

1. Travis County Local Rules and Standing Orders
e Youshould be familiar with the Local Rules and Standing Orders. Please be sure to review and follow

the rules explaining the operation of the Travis County District Courts’ Central Docket (especially
Chapters 2 and 3), the Rules of Decorum (Chapter 12), and other rules relevant to your matter.

e These are available online at https: //www.traviscountytx.gov/courts/files /civil-district, and a paper
copy is available from the Judicial Executive Assistant (JEA) or Staff Attorney.

2. Addressing the Court and witnesses
e Always stand when addressing the Court; you may be seated when questioning witnesses.

e Thereis no need to ask to approach the bench or a witness when no jury is present. If a jury is present,
you need not ask to approach a witness, but should ask to approach the bench.

e (Counsel may ask each witness no more than two rounds of questions, plus limited final questions by
counsel who called the witness, if necessary.

e Do not remain at the witness’s area after handing them an exhibit; please question witnesses from
counse] table.

3. Documents and exhibits to be used in hearings and trials

o The Court strongly prefers electronic exhibits, uploaded to Box as instructed in the separate
document entitled “Guidance on Submission of Electronic Exhibits.” The electronic exhibits will be
the official exhibits. However, if you are unable to upload electronic exhibits, you must bring
no fewer than four paper copies of each exhibit to be offered into evidence (one each for the
Court, Staff Attorney, witness [who gets the original], and opposing counsel), and they must be
indexed and placed in binders.

e Documents should be uploaded electronically to the Court’s Box account, but if you also want to use
paper exhibits, you must bring at least two courtesy paper copies of documents you want the Court
to review (one for the Court and one for the Staff Attorney). Documents provided to the Court should
be indexed and uploaded to Box and, if paper copies are used, placed in binders (with a copy of the
index provided to opposing counsel), and should include:

o Operative pleadings, if pertinent to the hearing
o Motions, responses, and replies, together with their exhibits, if any
o Controlling case law with pertinent passages highlighted

e If you use a PowerPoint presentation or demonstrative aid, please upload them to Box or bring at
least three paper copies (for the Court, Staff Attorney, and opposing counsel).

e Trial exhibits should be:

o Pre-marked with party abbreviation and number (e.g., P-001, D-002, R-003)
o Exchanged with opposing counsel prior to trial

o Unopposed exhibits should be offered at pretrial for pre-admission

o Anindex of exhibits should be provided to the Court and court reporter

4. Time limits
e The parties’ docket call time announcement will be divided equally between the sides
o Time will be kept and time limits will be enforced

5. Use of E-Courtroom equipment
Court staff is not available to assist with equipment. A manual on courtroom equipment is available at

https://www.traviscountytx.gov/images/courts/Docs/Attorney E-
Courtroom Documentation Final.pdf Please arrive early if you need assistance, so that Court staff can
request assistance from the IT department for you.
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6.

8.

9.

Contacting the Court

Do not contact Court staff to set hearings or trials, or to make docket announcements for matters on
the Central Docket. See the Local Rules for instructions on setting hearings and trials and handling
announcements on the Central Docket.
To set hearings or trials on matters specially assigned to this Court pursuant to Local Rule 2.6 or 10.2,
or to follow up on a matter that was heard in this Court, you may contact:

Batool Fatima, JEA: 512.854.9712, batool.fatima@traviscountytx.gov

Elliott Beck, Staff Attorney: 512.854.9892, elliott.beck?2 @traviscountytx.gov

Michelle Williamson, Ct Reporter: 512.854.9373; michelle.williamson@traviscountytx.gov
The designated Duty Judge handles all emergency matters for the Travis County Civil District Courts
(other than specially assigned cases), and should be contacted through their staff. The Duty Judge is
listed at www.traviscountytx.gov/courts/files/dockets/civil-district.

Court orders and matters under advisement

Upload to Box and/or bring a proposed order with the relief being sought to each hearing. If the
matter is taken under advisement, email a proposed order in Word format to the Staff Attorney.

If the Court announces its ruling and an appropriate order has not been prepared in advance, the
prevailing party’s counsel should promptly circulate a proposed order for approval as to form by
opposing counsel and promptly forward it to the Staff Attorney approved as to form. The Court
prefers to sign these within a week.

If counsel cannot agree on the form of the order within a week, a redlined version of the order, with
comments about the basis of the disagreement, should be forwarded by email to the Staff Attorney
within a week, unless the Court has specified a different deadline.

Do not copy Court staff on disputes about the form of orders or related matters; simply forward a
redlined version of the order with comments about the disagreement.

Special instructions for jury trials (in addition to the relevant ones above)

Do not include items that are in the Standing Order in Limine in the parties’ Motions in Limine.
Submit in Word proposed jury questions and instructions, with supporting cites to cases, statutes,
and the PJC, at the pretrial conference or on or before the first day of trial, by uploading them to Box
and/or by email to the Staff Attorney. Do not include boiler plate provisions; the Court will add those.
Use the podium between the bench and counsel table for voir dire, opening, and closing.

Lawyers are expected to tell opposing counsel at the end of each day which witnesses they anticipate
calling the next day and their expected order of appearance.

Do not show exhibits to the jury until they have been admitted or their use as demonstrative evidence
has been agreed or approved.

If in doubt about the Court’s specific expectations or preferences, please feel free to check with
the JEA or Staff Attorney.
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