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345th Civil District Court’s 
Guidance on Submission of Electronic Exhibits 

 
1. As provided in this Guidance, it is the strong preference of the Court that exhibits be provided 
in electronic format, and that the electronic exhibits will be the official exhibits once admitted. The 
contents of this Guidance are in addition to applicable rules. 
 
2. Application.  This Guidance applies to counsel and self-represented litigants intending to use 
electronic exhibits during court proceedings.   

 
3. Requesting Box Link.  After a setting has been confirmed by the Court Administrator and assigned 
to the 345th District Court (usually the Friday prior to the setting), counsel and self-represented litigants 
intending to use electronic exhibits must email the court reporter, 
michelle.williamson@traviscountytx.gov, and request a Box link.  The email requesting a Box link must:  

 
a. Copy all counsel of record, self-represented litigants, and staff responsible for uploading 

documents to Box.  A failure to include all necessary parties on the request for a Box link 
may delay the proceeding; 

b. Be emailed to Ms. Williamson; and 
c. Include “Request for Box Link,” in the subject line, as well as the cause number and date of 

the court proceeding. 
 

A Box link will then be emailed by Ms. Williamson to all parties copied on the email requesting a Box 
link. You may upload only to your designated “Exhibits” folder and “Other Materials” folder. Do not create 
new folders or sub-folders. You each have permission to see the contents of all folders in Box for your case 

 
Occasionally a case may not be assigned to this court until a few minutes before a hearing. In such 

cases, the Court will endeavor to be flexible in allowing time for electronic exhibits to be uploaded to Box. 
 

4. Pre-Marking Electronic Exhibits. Exhibits must be identified and uploaded pursuant to the 
following mandatory instructions: 
 

a. Each exhibit must be uploaded as a separate PDF. Do not combine multiple exhibits into 
a single PDF;   

b. The first page of each exhibit must be pre-marked with the exhibit number;  
c. USE THIS FORMAT REGARDLESS OF WHICH PARTY IS THE MOVING PARTY.  The party 

who originally filed the lawsuit should be designated Petitioner or Plaintiff (P), the opposing 
party should be designated Respondent (R) or Defendant (D), and an Intervenor should be 
designated Intervenor (I), regardless of the party that filed the motion being heard.  If 
there is more than one party with the same designation, use last names to identify the party. 
The exhibit numbers should include “00” prior to the exhibit number.  For example: P-001; 
R Smith-001; I Jones-001. There should be no other descriptive language in the exhibit 
number. A short description for each document should be included on the Exhibit List; and 

d. The pages of each pre-marked exhibit should be separately numbered so that the Court 
can quickly locate specific pages of each exhibit.  
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5. Exhibit Lists 
 

a. Exhibit lists must be uploaded to Box along with pre-marked exhibits; and 
b. Exhibit lists must list all exhibits to be offered, along with a short neutral description of each 

exhibit (for example, P-001 Bank Statements). Please do not use special characters in the 
exhibit list. 
 

6. Submission of Non-Evidentiary Materials.  Electronic, non-evidentiary materials may be uploaded 
to Box. Non-evidentiary materials, including courtesy copies of pleadings, case law, proposed orders, 
demonstratives, presentations, and trial briefs should be placed in the “Other Materials” folder identified for 
that party. Do not upload non-evidentiary materials into the Exhibit folder. 
 
7. Warning.  Uploading exhibits to Box does not constitute an offer or admission of any evidence. 
Exhibits not offered during the hearing will not be considered by the Court and will not be included in the 
record. Uploading exhibits or pleadings does not constitute filing with the Travis County District Clerk’s 
Office. 
 
8. Technology. Attorneys and self-represented litigants who intend to use electronic exhibits must 
ensure they and their witnesses are proficient in the technology, including courtroom hardware and Box. 
Additional time may not be available to account for the inability to use necessary technology. A manual on 
the use of courtroom equipment is available at 
https://www.traviscountytx.gov/images/courts/Docs/Attorney_E-Courtroom_Documentation_Final.pdf 
and instructions for using Box are available at https://support.box.com/hc/en-us/articles/360044196633-
Upload-to-. Parties may request assistance of the Civil Courts’ IT staff well in advance of the time of the court 
proceeding. 
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