Case Timeline & Summary Example

A Tool for Staying Organized

Staying organized is one of the most critical factors for success as a self-represented
litigant. The sheer volume of dates, documents, and events in a lawsuit can quickly
become overwhelming. Creating a Case Timeline and a Case Summary are two
simple, powerful tools to help you maintain control and clarity over your case.

1. The Case Timeline

A Case Timeline is a chronological record of every significant event in your legal
matter. It is a simple but invaluable tool for quickly understanding the history of your
case, preparing for hearings, and ensuring you have not missed any deadlines.

How to Build Your Timeline

Column Purpose Example Entry
Date The exact date the event occurred. January 5, 2025

Complaint filed by Opposing

Action/Event A brief description of what happened. Party

Document The name of the document associated

Filed with the event. Complaint and Summons

Response deadline is 30 days

Outcome/Notes Anyimportant result or next step. (Feb 4)



Example Timeline Snippet

Date Action/Event Document Filed Outcome/Notes

Complaint filed by Opposing ~ Complaint and

Jan5 Response deadline is Feb 4.
Party Summons
Jan Response received from . Confirmed their denial of
. Answer to Complaint
20 Opposing Party key facts.

Feb Hearing scheduled by Court Hearing is set for March 15 at

Notice of Hearing

10 Clerk 9:00 AM.

Feb Sent Interrogatories to ) Response due in 45 days
. Interrogatories, Set 1 .

15 Opposing Party (April 1).

2. The Case Summary

The Case Summary is a one-page, high-level overview of your entire case. Its purpose
is to allow you (or anyone else) to understand the core of the dispute in under five
minutes. This is an essential tool for preparing your opening statement or for quickly
briefing a new paralegal or advisor.



Key Components of a Case Summary

Component

Case Caption

Key Facts

Legal Issues

Relief
Requested

What to Include

The formal name of the case (e.g., Smith v.
Jones), the court name, and the case number.

A brief, neutral summary of the events that led to
the lawsuit. Focus only on the facts that matter to
the legal claims.

A simple statement of the main legal questions
the court must answer (e.g., “Did the defendant
breach the contract?”).

A clear, concise statement of what you are asking
the courtto do (e.g., “Plaintiff requests $15,000
in damages and court costs.”).

Best Practices for Organization

Why It" s Important

For quick and accurate
reference on all
documents.

Establishes the
foundation of the
dispute.

Defines the scope of the
trial.

Focuses the entire case
on the desired outcome.

e Keep it Simple: Use plain language and avoid legal jargon in your summary.

e Be Objective: Even in your own notes, try to state the facts neutrally. This helps
you see the case clearly, including its weaknesses.

e Update Regularly: Update your timeline and summary every time a new
document is filed or a new event occurs.

Important Notice:

The information provided in this guide is for educational purposes only. We do not
provide legal advice, legal interpretation, or attorney services, and we cannot
represent anyone in court. Our goal is to help you learn, understand, and feel
confident when navigating legal topics.




