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PRIVILEGED AND CONFIDENTIAL ATTORNEY-CLIENT COMMUNICATION

Movember 1, 2005

iia Facsimile & U.8. Mail
Sonia Browne
1300 Woodside Road
Monterey, CA 92311
Re:  CDRv. Macy’s West, Inc

Dear Ms. Browne:

‘This letter is to advise you that arrangements have now been made for the taking of your
deposition. This is an important step in the handling of your case. A deposition involves




Automated Document Production Templates For Law Offices
[image: image2.jpg]Please also bring with you to the conference any medical bills or ofher bills relating to
your injuries or damages which you have not already furnished to us. Also, if you have lost
Wages and have any evidence to prove this, such as withholding forms before and after the
accident, check stubs, and tax refurns, bring these also, along with whatever other written
materials you may have which are related to your case.

Please sign and return the enclosed copy of this letter confirming that you will be present
at the time and place specified.

Sincerely,

David Borgen





Create Letters, Fax Covers, Envelopes, Labels, and other correspondence with easy to use templates

· Customized for every Law Office

· Ensure consistent document production standards

· Minimal training time for attorneys and staff

· Save time using form text options
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Letter Template Example – Create Letter Wizard
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Giynnis Effott
200 Conter Street
Oaldand, CA 94612

Re:  Ngyuen v. Kaiser Hospital
Deer M. Eliott

This isto advise you that arrengements have now been made for the taking of
your depasition. This is an important step in the handling of your case. A deposition
involves questioning of you under osth hefore a cout reporter by the lawyers for the
other side abaut the facts of your case, your injuties and complaints, the elements of your
damages, your perscnal and medical history and cther subjects

T prepare you in more detail for your deposition, we would like to meet with you
Far  conference at the Following address promptly o the time and date inficated belaw:

TIME: Entertime of meeting
PLACE  Enferlocation of depo
TELEPHONE: Eser telephans sumber of focation:

Following our conference, your deposition wil be taken o Enfér s 6f depo.
The total praceduire willinvalve several hous, and you should plan accardingly.
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Harlan B. Watkins, Esq,

Murphy, Pearson, Bradley & Feeney
88 Keamy Street, 10% Floor

San Francisco, CA 94108

Frank P. Kelly, TIT, Esq,
Amir Nassihi, Esq

Shook, Hardy & Bacon
333 Bush Street, Suite 600
San Francisco, CA 94104

John P. Walovich, Es,

Lewis, Brisbois, Bisgaard & Smith
One Sansome Street, Suite 1400
San Francisco, CA 94104

Todd L. Peterson, Esq,

EricaJ. Bertorello, Esq

Dryden, Margoles, Schimaneck & Wertz
505 Sansome Street, Sixth Floor

San Francisco, CA 94111

William T, Peters, Esq,

Molly C. Machold, Esq,
Gordon & Rees

Embarcadero Center West
275 Battery Stree, Suite 2000
San Francisco, CA 94111

Gerald A Klein, Esq,
Klein & Wilson

326 Old Newport Blvd.

Attorneys for Defendant
U-Haul Corporation of Califormia

Tel: (415) 788-1900
Fax: (415) 393-6087

Attorneys for Defendant
Fard Motor Company

Tel: (415) 544-1900
Fax: (415) 391-0281

Attoreys for Defendant
Valley Industries, Inc.

Tel: (415) 362-2580
Fax: (415) 434-0882

Attorneys for Defendant/Cross-Defendant/
Cross-Complainant, Dan Gamel, Inc.

Tel: (415) 362-6715
Fax: (415) 362-0633

Attorneys for Defendant
Coquent Towing Products, Inc.

Tel: (415) 986-5900
Fax: (415) 986-8054

Association of Counsel for Defendant
Coguent Towing Products, Inc. and Ceguent
Blectrical Products, Inc.
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Clicking the OK button creates a letter document, as shown on the next page.
(Similar process for creating fax covers and other correspondence forms)
Letter is automatically created:
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Letter Template – Option to Include Form Text


Tools for Envelopes and Labels in Microsoft Word

Typical Proof of Service List (Proof of Service) required for court filings:


Commands to create Fax Cover Page, Envelopes, Labels, email message 
for all names on service list

Service List for most cases includes multiple attorney names, and must contain current and accurate contact information.  When there is no case management software to manage contact information for cases, the service list is relied upon as a “master” list of contact info for attorneys involved in a case.


· Automating production of envelopes, mailing labels, fax cover pages and e-mail messages saves time and avoids errors.


· Providing these easy-to-use commands allows temporary staff to be productive without assistance, or special training.







Options for separate author lists.


Options to include author direct dial, email address in letterhead area on page 1.





This feature is optional.  You specify what phrases, if any, to include.








Displays Outlook Contacts, automatically inserts selected name & address.





Form text automatically inserted in body of letter








You specify format and position of these components.





You specify format and position of these items.








Letterhead can be printed on your office printer, rather than using special�pre-printed stationery.




















Letter Toolbar provides format tools for text in letters.
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Privileged & Confidential Attorney-Client Communication
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David Bordenton





Dear Ms. Browne:





Review of deposition testimony





CDR vs. Macy’s West, Inc.





Sonia Browne


1300 Woodside Road


Monterey, CA  92311









































November 1, 2005


Sonia Browne
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David Bordenton
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