LAW OFFICE MANAGEMENT - CALENDARING
Please create a three-month Master Calendar and Tickler Calendar for the months of April, May, and June, 2004.  Remember all of the cases listed below are in San Mateo County.  Please calendar the following legal documents:

LITIGATION/DISCOVERY:

The completion of discovery: CCP Section 2024.
1.
Adams v. Smith, John Adams is our client and the plaintiff in this case.  
a.
Complaint and Summons (personally served by a process server) on defendant, James Smith on 03/07. (Action We Initiate) CCP Sections 411.10, 415.10, 416.10, 416.40, 416.50, 416.60, 416.70, 417.10(f).
2.
Aaron v. Williams, Jane Aaron is our client and the plaintiff in this case.  

a.
First Set of Interrogatories propounded and (served by mail) on defendant Andy Williams on 03/26.   (Action We Initiate - plaintiff's attorney) CCP Section 2030
b.
Deposition of Andy Williams set for 04/16 (personally served by Western Messenger).  (Action We Initiate - plaintiff's attorney) CCP Section 2025(c) and (d)
c.
Mandatory Settlement Conference set 05/20 at 9:30 a.m., Department 35, San Mateo Superior Court, for Andy Williams and Jane Aaron (Calendar Settlement Statement also).  (Action Initiated by the Court) San Mateo Local Rule 

3.
Shirley v. Abrahams, Harry Abrahams is our client and the defendant in this case.

a.
Client, Harry Abrahams received service of Complaint and Summons (by process server) on 03/13. (Action initiated by other side - plaintiff's attorney) CCP Sections 431.30-431.70
4.
Jan v. Brown, Sue Brown is our client and the defendant in this case.  

a.
Received service of Interrogatories on 05/02 (served by mail) from plaintiff Mary Jan. (Action initiated by other side - plaintiff's attorney) CCP Section 2030
b.
Served Interrogatories by mail on 05/06 on plaintiff, Mary Jan. (Action We Initiate - defendant's attorney) CCP Section 2030
5.
Brown v. Christy, Elena, et al., Jerry Brown, is our client and the plaintiff in this case.

a.
Complaint and Summons (served personally by process server) on defendant Shirley Christy on 04/20.  (Action We Initiate - plaintiff's attorney) CCP Sections 411.10, 415.10, 416.10, 416.40, 416.50, 416.60, 416.70, 417.10(f).
b.
Complaint and Summons (served personally by process server) on defendant Susie Elena 04/25.
(Action We Initiate - plaintiff's attorney) See above for rules.
6.
Bonnie v. Katie, Sue Bonnie is the plaintiff and our client in this case.

a.
Requests for Admissions served by mail on 05/22 (proof of service by mail should be prepared) on defendant Mary Katie. (Action We Initiate - plaintiff's attorney)   CCP Section 2033.
b.
Requests for Admissions received by mail on 05/21 (proof of service by mail should be prepared).  (Action initiated by other side - defendant's attorney) CCP Section 2033.

c.
Deposition of Sue Bonnie set for 06/26 at 9:30 a.m. (served personally by messenger).  (Action initiated by other side - defendant's attorney) CCP Section 2025(c) and (d).
d.
Interrogatories served by mail on 05/23 (proof of service by mail should be prepared).  (Action We Initiate - plaintiff's attorney) CCP Section 2030.

e.
Interrogatories received (served by mail) on 05/15.  
(Action initiated by other side - defendant's attorney)  CCP Section 2030.
7.
Jones v. Clyde, Tim Clyde is our client and the defendant in this case. 

a.
Tim Clyde, our client was (personally served by process server) Complaint and Summons on 04/30.  (Action initiated by other side - plaintiff's attorney)  CCP Sections 411.10, 415.10, 416.10, 416.40, 416.50, 416.60, 416.70, 417.10(f).
8.
Clodhopper v. Henry, Jerry Clodhopper is the plaintiff and our client in this case.

a. Deposition of John Henry set for 06/03 -- please calendar last date for mailing Notice (by mail).  (Action We Initiate - plaintiff's attorney) CCP Section 2025 

9.
Davis v. Smith, Harry Smith is the defendant and our client in this case.

a.
Amended complaint (served by process server) on 05/10.  (Action initiated by other side - plaintiff's attorney)  CCP Section 474
10.
Dexter v. Laurie, Jim Dexter is the plaintiff and our client in this case.

a.
Request for Admissions received (service by mail) from defendant Janet Laurie on 04/25.  (Action initiated by other side - defendant's attorney) CCP Section 2033
b.
Request for Admissions mailed (service by mail) 04/30.

(Action We Initiate - plaintiff's attorney) CCP Section 2033

11.
Edwards v. Carey and Nancy, Harry Edwards is the plaintiff and our client in this case.

a.
Complaint and Summons served (by process server) on defendant Jim Carey, 05/03.  Defendant Betty Nancy personally served (by process server) on 05/09.  (Action We Initiate - plaintiff's attorney) CCP Sections 411.10, 415.10, 416.10, 416.40, 416.50, 416.60, 416.70, 417.10(f). 

12.
Ruth v. Fischer, Sweet Ruth is the plaintiff and our client in this case.

a.
Sweet Ruth=s attorney served the Complaint and Summons (by process server) on defendant, Jerry Fischer on 04/12.  (Action We Initiate - plaintiff's attorney)  CCP Sections 411.10, 415.10, 416.10, 416.40, 416.50, 416.60, 416.70, 417.10(f).
Tickle the above-referenced deadlines.  All reminder/file reviews should be set for three weeks (3/2/1/) before the deadline.  Also, reminder or tickler notations should be marked for three weeks, two weeks, one week and one day before the deadline. Also, specific to depositions, a one day confirmation telephone call should be made to all parties involved in the deposition.     

LAW AND MOTION PROCEEDINGS
Law and Motion Proceedings Generally: CRC 301-309
Motions Generally: CRC Section 317(a), (b), (c); CCP Section 1005; CCP Section 437(c);

Notice of Motions: CRC 311 and 312

Memorandum of Points and Authorities: Exceeds 10 pages it must

include a table of contents and authorities.  CRC 313 
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