EXHIBIT GUIDELINES
DEPT. 20
1.  
Counsel are encouraged to submit Joint Exhibits.  If Joint Exhibits are being submitted, counsel are encouraged to get together and stipulate to the admission of as many of the Joint Exhibits as possible and to notify the Court Clerk of their stipulation(s) prior to start of trial.

2.  
If submitting separate sets of Exhibits, duplicate Exhibits should be eliminated.

3.  
Depositions do not go to the jury, are not marked, nor admitted as Exhibits; however, original depositions which counsel intend to use for impeachment purposes are “published and filed” during trial proceedings and should be lodged with the Court Clerk prior to trial

4.  
For Jury Trials and Non-Jury Trials, submit THREE (3) sets of Exhibits 
** Please note: the binders of exhibits for the Court and witnesses will be returned to counsel at the end of trial.
5.  
Submit Exhibits in a binder, separated by tabs.  Label the tabs with numbers for Plaintiff’s Exhibits and Letters for Defendant’s Exhibits.  If Joint Exhibits are submitted, label tabs with numbers.  You may Bates Stamp the pages for ease in locating a specific page of an Exhibit.  If there are an excessive number of Exhibits, contact the Court Clerk prior to trial, so a block of numbers can be assigned to each side.  In order to keep each Exhibit intact, be certain they are bound in some fashion, either by staples, brads, etc.   

Photographs MUST be identified separately.  DO NOT PLACE SEVERAL PHOTOGRAPHS on one sheet of paper, as this causes problems if only one is admitted.  For example, if Exhibit 7 consists of three photographs, label them 7-A, 7-B and 7-C.  You may place more than one photo on a page, if counsel are stipulating to admitting all of them.

6.
Do not mark or place a sticker on the Exhibit itself, as it will be marked by the Court Clerk.

7.
Submit an Exhibit List, numbered for the Plaintiff, and lettered for Defendant, containing title and/or short description of each Exhibit with two columns on the right-hand side labeled “Offered” and “Admitted”  and accompanying blocks.  If it is a Joint Exhibit List, use numbers.  (See attached Exhibit Sheet).

8.
Larger blow-ups of Exhibits may be used as demonstrative Exhibits.  These are not marked as Exhibits.

9.
Counsel should contact the Court Clerk a few days prior to trial to make arrangements to bring Exhibits in to be marked if more than 100 will be used. (Court Clerk:  Linda Skinner:  671-0680, or call the JEA, Kelly Muranaka, at 671-4440 to schedule delivery of the exhibits.)
