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«Global_Today»									BY E-MAIL

«Matter_Relation_OpposingCounsel_Name»
«Matter_Relation_OpposingCounsel_Company»
«Matter_Relation_OpposingCounsel_Prim_Addr_Addr1»
«Matter_Relation_OpposingCounsel_Prim_Addr_Zip»

Re.	«MX_Court_file_no»
	Establishing a timeline for proceeding

Dear «Matter_Relation_OpposingCounsel_Name_First» «Matter_Relation_OpposingCounsel_Name_Last»:

As you are aware, I and my firm have been engaged to represent the «MX_Client_position» in this matter. Our practice is to create a timeline for all litigation to which counsel agrees. With a timeline in hand, we may proceed without unnecessary delays. A timeline also clarifies the parties’ responsibilities, which helps keep everyone accountable to the judicial process. 
	To this end, we enclose a proposed time-table for this proceeding. The time-table includes a discovery plan. 
	We invite you to review the proposed time-table and provide your comments. We are, of course, particularly concerned with your comments regarding the proposed schedule. 
	For efficiency’s sake, I hope that we may agree on a time-table within fourteen clear days from today. 
	If we are unable to establish a time-table in discussions between counsel, my firm’s practice is to schedule a case conference to obtain a time-table from the Court. 
	I am looking forward to working on this file with you and hope that we may maintain a collegial and productive working relationship throughout. 
Sincerely,

«Global_User_First» «Global_User_Last»
encl.	Proposed time-table
	Proposed discovery plan
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