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1-3 Months away from trial:

3-6 Months away from trial:

1 Month away from trial:

War Room Begins:

Trial Begins

An Effective Timeline To Trial
Written by: Robert Rosenberg, President of RCS, Inc.

Hire your  trial consultant for courtroom presentation
Hire your graphics team for preparing
demonstratives
Begin your war room and logistics
planning

Prepare exhibit lists
Exhibit preparation for exchange
Deposition designations
Begin visual strategy for demonstrative evidence

Networking and technology installation
Witness preparation
Establish local services

Site inspections
Establish and test remote needs for war room

Finalize all equipment requirements

Determine onsite file storage needs and remote
connectivity to the firm network

Solidify visual concepts and drafts should be underway
for demonstratives

War room planning and preparation
Courtroom planning and preparation
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3-6 
Months

War Room Planning
Start Planning Early:  It is important to start planning your war room early.  Put together a planning team to determine your needs for 
equipment and space.

Logistics, Logistics, Logistics:  Logistics are very important factor when planning out your war room.  You should consider the 
following (this is not meant to be a complete list of what may be needed by your team):

Information Technology (IT) team should be brought in the loop to determine all remote networking needs.  For example, if 
there will be remote security procedures put in place, these are not things that can wait until the last minute.
Equipment planning to make sure your onsite team has access to equipment conducive to that of a functioning office.  
Equipment you will want to considered are: multifunction copiers, scanners, laptops, monitors, etc. All of these items should be 
added to an overall checklist maintained by whomever is planning your war room.
Data connectivity is generally one of the most misunderstood challenges setting up a war room.  Not all internet connections are 
created equal.  Therefore, no two war rooms will be the same.  Speak with your site coordinator to make sure you are receiving 
the type of connectivity your team will need to be sure to minimize down time for your war room.

Hiring a Trial Consultant
Hire Early:  It is important to hire a trial consultant early.  Much like your schedule, they book up pretty fast.  If you have a strong 
relationship with a specific trial consultant, you will want to lock them in as early as possible to make sure they are available.

Geographic Proximity:  Determine early if geographic proximity is important to you.  Make the decision early if you will want 
someone who lives local or are you willing to have them travel.  Most of the time, this is a moot issue.  A lot of trial teams opt to 
stay in a hotel and like to have their trial consultant as close as possible (i.e. staying in the hotel with you).  Ask yourself if in 
preparation for trial (in the months leading up to it) can my consultant(s) be remote or do I need them local to be able to do their 
job(s)?  This can be an important decision as it may potentially limit the skill levels available to you and your team based on your 
decision.

Determine Scope of Services:  Determine the scope of responsibilities you want your trial consultant to provide:

Trial consultant to present all of the evidence in the courtroom?
Trial consultant to prep in the war room during the day on trial days?
Graphics team can be as few as one but maybe more.  Discuss your needs up front to determine what your needs will (or may be).
Will you need a graphics person onsite at the trial or can they be remote?
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Exhibit Stickers:  Determine the appropriate exhibit sticker template, color (if applicable), style, and position.

Naming Conventions:  Naming conventions are not always an arbitrary decision.  Some courts mandate naming conventions, 
number ranges (based on party), etc.  It is recommended that you check with the court first to make sure if they have any specific 
requirements for naming and numbering.  If not, it is likely just a matter of stipulating with the opposing party in your matter.

Exhibit Branding:  Consider branding your exhibits.  Exhibit branding permanently affixes a unique identifier (similar to bates 
labeling) electronically to each page of an exhibit.  By branding each page of each exhibit, you infinitely increase effective 
communication in the courtroom.  Doing this early assures you that every version of your exhibits will all have the page identifier 
on them.  This allows you to communicate to a trial consultant, witness and the court exactly which page you are on during 
examinations.  This can be very helpful especially since pagination of documents within an exhibit often times do not translate to 
their page number within the exhibit itself.

Exhibit Preparation
Prepare your exhibit lists in a format that can be used down the road to manage edits, additions and deletion of exhibits 
easily and quickly.  The two most common formats used are Microsoft Word and Excel.  However, you may chose to use your 
case management solution (e.g. Concordance, Summation, etc.) as it will be directly linked to the exhibit itself.   

1-3 
Months

Preparing Your Exhibits:  Exhibit stickers and formatting are an important decision in processing your exhibits.  You will need 
to decide the following:
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Exhibit File Format(s)
Every law firm is nearly as different as every case.  Therefore it is safe to assume that the file formats (e.g. tiff, pdf) will likely 
be different.  However, the PDF format is the most universally accepted delivery format for documents and exhibits.  
Obviously there are strong benefits to both.  When it comes to trial, PDF files are preferred by many because they can be 
distributed between people much more easily.  It is also a great format for trial presentation software.  The TIFF file format is 
also a powerful file format due to size and storage capabilities.

Exhibit File Storage
Decide on a Storage Location:  Utilizing your litigation support team, determine the best location for your trial exhibits so 
your entire team can access them from a single location.  This is particularly important as exhibits change.  Having multiple 
custodians of trial exhibits is potentially dangerous as it creates the opportunity for version control issues.  There is nothing 
worse that disclosing or presenting documents that have information in them that should not be shared.

Changes to Exhibits:  You may want to utilize your case managements software but bear in mind that changes in this type of 
software can take time.  Speak with your litigation support team to determine what a reasonable expectation is for turn 
around.  Additionally, you should have a check and balance system to manage all changes to exhibits (see the next point).

Easy Remote Access:  Consider solutions that allow you to access your exhibits remotely.  Some firms have remote access via 
VPN or Citrix into their network.  There are some other great options for remote file storage.  Remember to speak with your 
IT team to make sure that the solution you choose meets the security requirements for your firm.  Here are a couple to 
consider (there are numerous others):

www.box.com

www.dropbox.com

Exhibit Custodian
Select a member or select few on your team that will be responsible for any and all changes to exhibits.  The fewer people 
involved, the better. 

1-3 
Months
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Sync Formats:  Make sure your depositions are synchronized in multiple sync formats 
(e.g. TrialDirector, Sanction, etc.).  This will alleviate any compatibility issues down the 
road.

Separate Video Designations:  Try to keep each designations separate from one another when creating any video clips.  
Since consolidating designations is really one of the last things you will need to do, keeping them separate for now will 
save you a ton of time down the road.  Also, try refraining from refining video clip start and stop points for now.  Your 
designations will change multiple times between this phase and the time you actually will need them at trial.  Editing 
them now will prove fruitless down the road.  However, if you simply want to have them edited to better review them 
that is certainly an option.

Deposition and Designation Preparation
Creating Designation Lists:  When creating designations for exchange, use complete page and line number references (e.g. 
4:15-4:23 versus 4:15-23).  This will allow your trial consultant to repurpose your efforts and quickly create electronic 
designations in your trial presentation software.

Synchronize Depositions:  Synchronization is the process of taking the electronically formatted transcript and linking it to the 
digitized video.  This quickly enables you to access any portion of the video simply by using the text of the transcript.

Create Video Designations:  There are some tremendous advantages to creating your 
deposition designations early.  By creating your designations in software like TrialDirector or 
Sanction, you can determine how long all or select designations/witnesses will take to play.  
This can play a key part in determining how much time you may need to cut out to keep the 
jury engaged or based on time restrictions.  If you have a timed trial, this point is even more 
important to keep in mind.

1-3 
Months
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Demonstrative Evidence
It is never too early to start thinking visually.  Start developing your key case themes and work with your team to validate 
those concepts.

1-3 
Months

Begin Thinking Visually:  Start identifying difficult concepts that you will need to convey using visuals.

Create a Visual Strategy:  Work with your team to develop a proof point list.  A proof point list could consist of the various 
case issues you think you will need to prove visually in order to reach the desired outcome.  For example, if I know that there 
is testimony by multiple people that contradict one another, you may opt to use a mix of evidence to prove that (including 
some of the following):

Live testimony
Video deposition testimony for impeachment
Timeline to show the chronology of the testimony
A summary to show why the evidence is not credible

Once you start going through this process, you will find that you are now thinking visually.  You are associating the visual 
evidence that can be presented with the specific need to demonstrate a point to the trier of fact.

This is an ongoing process so the sooner you start thinking about your visual strategies, the less crunch you will have down 
the road.

Document Visual Concepts:  Make sure you are documenting your visual concepts because often times we have great ideas 
that get lost when we forget to properly record them.  Keep these notes in a shared location if you want others to contribute 
to these concepts.
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Site Inspections
A critical step in preparing for trial is making sure that all of the major planning items are accounted for.  For the most part 
this can be accomplished by creating a master check list.  However, it is also important to have eyes and ears on the ground.  
If your trial is local, chances are this section will apply only partially to you.  If you are planning for a trial out of town, pay 
attention as this very much applies to you.

1
Month

Identify Potential Problems:  A site inspection affords you the opportunity to identify potential problems and challenges 
before getting onsite with an entire trial team.  A site inspection may consist of:

Visiting the war room site
Visiting the courtroom 
Tour of the immediate area to identify local services and restaurants
Take notice of any security concerns for transportation to and from the courthouse

Technology Testing
Testing Your Connection:  If remote connectivity to your office network is important, then testing the connection ahead of 
time should definitely be performed.  For example, you may want to test for remote access to items such as:

Email (e.g. Exchange Server)
Virtual Private Network (VPN)
Document and deposition management system(s)
Speed testing of data connection

Securing the Optimal Data Connection:  Internet connectivity can vary based on location, service providers, etc.  It is 
important to make sure that your needs are being met for bandwidth.  Depending on your needs, you may opt to secure 
your own data connection (assuming it is not cost prohibitive) from a local provider.  If that is the route you choose, be 
planful.  Service providers are notoriously slow to install commercial data connections.
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War Room Equipment
Your first step is to determine if you wish to use your own equipment, purchase new equipment or rent.  There are obvious 
benefits and drawbacks to each.  Renting can be a nice option if you will not use the equipment again or for a long time.  
Owning equipment comes with the task and hassle of maintaining and potentially replacing expensive equipment.

1
Month

Here are some examples of equipment you will want to consider for your war room:

Multi Functioning Copier(s) High Speed Color Printer(s) Laptop Computer(s) LCD Monitor(s)

Router(s)/Switch(es)
for Networking

Projector/Screen Network Attached Storage 
(NAS)

Flash Drive(s)
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Draw a schematic of your war room and plan for all of the equipment you will need
Create a network within a network (see below)
Hire a local provider who can provide backup IT support

War Rooms That Work
Minimize The Risk:  One of the best measurements for a war room being successful is limiting (or hopefully eliminating) as 
much risk as possible of attorney and support staff down time.  This requires careful and thoughtful planning.  Here are some 
ideas to help you through this.  Some of these tasks will require an IT professional or someone with some technical 
background to perform.  

Trial

Equipment and Space Planning:  Drawing a schematic of your war room and work room 
space planning is a really good idea for any trial team.  It may help identify any space 
issues as well as lets your IT team plan what technology they will need to meet your 
needs.  In addition, this could allow for your IT team or outside providers to 
pre-configure equipment.

Witness Preparation Room:  Try to establish a separate area for your witness preparation.  War rooms can some times be a 
noisy space with a lot of conversations happening simultaneously.  Witness preparation in a high traffic area could impact 
the ability of others to accomplish time sensitive tasks.  However, I would not recommend completely separating yourself 
from the team.  Try to stay close by but perhaps in a separate area where you can have access to a projector and screen in 
case you want to prepare your witness(es) with electronic evidence or demonstratives that may be used throughout their 
examination.
A Network Within a Network:  Creating a network with a network almost sounds like a silly proposition.  That said, when you 
have a war room outside of your office -- you are subject to outages that are completely outside of your control.  Even worse, 
these problems are outside your ability to fix.  Here are a few suggestions for a very easy setup that can keep your local 
network (comprised of your printers, copiers, laptops, etc.) chugging along even when the hotel (or host network) is down:

Create your own network using a router and switches.  This will allow you to control all of the connections of each 
device within your war room.  If the internet goes down, you can still print and access shared network storage.
If using multi function devices (copiers that can scan, copy, print, staple, punch, etc.), setup a shared location for 
scanning in case your email system goes down or you lose access to it.
Bring wireless access points to the internet such as mobile hotspots.  If your internet goes down, this could be a life 
saver to get you online and avoid missing any potential filing deadlines.
Discuss your internet connectivity with the site that is hosting your war room.  In hotels, often times the internet 
connection resets on a daily basis.  Talk with the IT team onsite to make sure you do not have any interruptions in the 
middle of the night (or during court hours).
Be cautious with hotels that offer free wifi.  Often times these are very open networks that provide minimal security 
protection.  In addition, your team members will have very limited control over their connectivity with each other.

ar rooms can some times be a
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Courtroom Planning
Courtroom Setup Planning:  Planning for a trial comes with several parts and pieces that have to be neatly and carefully put 
together.  Everything you have done up until this point has prepared you for trial.  Here are some tips for making sure that 
your courtroom experience will be a positive one.

Trial

Courtroom equipment does not need to be tricky.  Many courts these days have their own technology.  For those that 
do not, you will need to either bring your own or rent from a local provider.
For courts that have their own equipment, it is important to test out the equipment in advance.  Some courts even 
make you attend training on how to use their equipment.  Also, schedule time with the court to test.  This goes for 
whether you are using the courts system, bringing your own, or even a combination of both.  Try to avoid doing this 
on the first day of trial.
Find out if your court has attorney meeting rooms.  This is something you will want to secure early as a lot of courts 
operate on a first come first serve basis.

Courtroom Equipment:  Courtroom equipment you will need to consider having in your courtroom for a technology based 
trial:

LCD Monitor(s) Projector Screen

Supplies To Think About:  Trial is a very fast paced environment.  Be sure to think about other essential supplies that are 
needed.  There are lots of things to consider, but here are a few items to get you started:

Stapler, staples, scotch tape, three hold punch, etc.
Extra paper and toner for your printer (if applicable)
Snack items that are nonperishable (e.g. granola bars, water bottles, etc.)

Color Printer(s)Laptop(s)

VGA Dist. Amp(s) Courtroom Speakers Gaffers Tape & CablingVGA Switcher(s)Document Camera
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