	
	
	



Discovery Communication Timeline for Paralegals
Day 0: Steps to Begin the Process
· Initiate the workflow called “FLD Discovery.” NOTE: to copy and paste message templates, you have to view it in the full task list, not the case task list. 
· Upload and Share Interrogatories and RPDs via MyCase
· Upload and Share Discovery Information for Client via MyCase
· Send a message to client to review uploaded docs and schedule a call (15 min to 1 hr) to walk through the process within the next few days, the sooner the better. If needed, send a text to client to alert them that there is a message they need to review. 
· Message template: 
We received discovery requests from the opposing attorney. I will be uploading three documents, including one that better explains what discovery is. 
The first document is titled “Discovery Information for Client.” This document will give you basic information including what discovery is and a timeline for responding to these requests.
The second document is titled “Interrogatories” which is essentially a list of questions that you will need to answer.
The third document is titled “Request for Production of Document” and can be thought of as a checklist of all the documents you need to provide.
Once you’ve had a chance to review all three documents, I’d like to set up a time to talk with you to go over the discovery process and answer any questions you may have. Would (provide dates and time options in the next 1-3 days) work for a call? It should probably take about 15-30 minutes (adjust if a longer call is needed).
Thank you!
· Draft the skeleton of the responses
Day 1-3: First Call
· Required initial call with client to discuss the discovery process. Pull up the Discovery Skelton to fill in or type notes as needed. Also pull up the Discovery Information for Clients and use the tips section for talking points.  
· Walk through each one of the discovery requests (RPD & Interr)
· Put in any relevant info/notes into the response skeleton as you go through the requests
· Note that “Does Not Apply” must be indicated, blank responses are not acceptable.
· Reiterate/give examples of exact statements we need
· Reiterate that we need full dates/timeframes requested
· Explain the best way to organize and get us docs
· Gauge the level of involvement para may need
· Gauge level of understanding the client has
· If it is clear this is going to be overwhelming, consider creating a simplified checklist to send them as a tool
· Example: Client_Document_Checklist.docx
· Note potential impact of non-compliance. Establish a clear understanding of timeframes
· Gauge how much work will be involved and help them set goals
· Discuss breaking into manageable parts and deadlines for each part.
Day 3-7– Drafting steps
· Upload discovery requests from OPA to Business Chat GPT and have it create an excel checklist of documents and interrogatories. Example: 2025-05-28 GPT RPD Sample Discovery Tracker.csv

· Chat GPT Prompt: It will do just a few at a time and will ask you if it should keep going. Double check that the list is thorough and catching everything. Minor adjustments may be needed once you download the completed list. 

Hi Chat, I need to create a spreadsheet for keeping track of our clients' discovery responses. I'm going to upload a Request for Production of Documents, and I'd like you to create a list of items needed for each request. Each request will actually contain more than one request. I'd like you to parse out each and every item that is requested and label them with a letter, such as 1a, 1b, 1c, or 2a, 2b, 2c, 2d, etc. Each request may have 10-20 different items, and all of them need to be listed. To organize the spreadsheet, start with the request number and sub-letter in column A. Column B should be a brief description of the requested item. Column C should be the date range requested.

· Column A: Response number and subletter
· Column B: Item description
· Column C: Date range requested
· Column D: Received (indicate what months)
· Column E: Not Received (indicate what months)
· Column F: Not applicable (describe reasons for partially non applicable items such as account closed or opened dates)
· Column G: Notes for follow up
· Mark out any non-applicable items on the checklist that you have noted in the skeleton
Day 7 – Follow up with client
· If no submissions are received or only partial submissions are received, send friendly reminder.
· Message template:
· Hi, [client name], I’m following up on our phone call. How is the discovery progress going? Do you have any questions or issues that have come up? I’m happy to set up a call with myself or [attorney] if there is anything you’d like to go over. Please let us know how we can help. 
Day 14 – Second Follow-Up
· Share a reduced checklist and reference specific documents still needed.
· Example: Client_Document_Checklist.docx
· If no progress, send a firmer reminder.
· Message template:
· [client name], Following up again on the discovery requests. I know we’ve reached out a few times, but it looks like we’re still missing a significant amount of information. The consequences for missing the deadline can be costly, and I’d like to help you avoid that. I’m uploading a simplified checklist of information and documents we still need from you. It is important that we start receiving this information to ensure we have enough time to organize, redact, etc. The deadline is approaching quickly, and the more progress we can make now, the better. Please let me know if there is anything I can do to help or if you’d like to set up a call. 
· If client is submitting incorrect or incomplete items:
· Use the sample docs to help explain what exactly is needed
· These will be in an FLD Sharepoint folder and linked here
Day 21 – Third Follow Up & Escalation Notice
· Call the client to discuss status of responses and identify barriers 
· Note potential impact of non-compliance.
· Offer a chance to sign ROI but explain costs associated.
· Set up a call with the attorney on Day 24 if few or no documents are received
Day 24 – Escalate to Attorney
· Message from attorney if there are significant gaps or lack of follow-through from client. Address potential consequences (motion to compel, fees) and possible request for extension from OPA.
· Attorney to call client if few or no responses have been provided. Discuss potential consequences (motion to compel, fees) and possible request for extension from OPA.
Day 28 – Discuss Strategy with Attorney
· If no response, discuss withdrawal with attorney and set a deadline. If withdrawal is needed, attorney is to communicate this deadline to the client and paralegal to draft withdrawal documents.
Tips for Each Case:
· Use templated messages for each follow-up to ensure consistency.
· Start the workflow at the time of discovery delivery so that all reminders/tasks in MyCase are set up automatically and document creation is triggered.
· Note every communication attempt and client action (or lack thereof) and make sure your time entries reflect the same.
· For calls, make absolutely sure you are noting whether you actually talked to the client, left a voicemail, or were unable to leave a voicemail. If contact is made, your time entry needs to reflect a brief overview of what was discussed.  
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