LIBERTY COUNTY
INSTRUCTIONS FOR SETTING TRIALS

Judge Francis J. Allman
(850) 875-8041 OR (850) 606-4305
Judicial Assistant Kelly Porritt
porrittk@leoncountyfl.gov
KATHY BROWN, CLERK OF COURT
[bookmark: _GoBack](850) 643-2215

	Pursuant to your Notice of Trial in case number _______________ , please find enclosed an Order Setting Trial of the following type:

	1. _____ JURY TRIAL WITH PRETRIAL
	2. _____ CIVIL/FAMILY NON-JURY, PRETRIAL REQUIRED
	3. _____ CIVIL/FAMILY NON-JURY, NO PRETRIAL
	
NOTE: If trial time is anticipated to be more than one hour, a pretrial hearing is required.  A trial scheduled for one hour or less does not require a pretrial hearing.	

	Upon receiving this Order Setting Trial form and a copy of the Judge’s Jury Trial Calendar, please do the following:
A. Review the attached Jury Trial Calendar and coordinate one of the trial dates and one of the pretrial dates (if required) with all parties involved in your case.
B. Contact the Judge’s office to confirm date and time selection is still available. 
C. Case Management Conferences are not and will not be scheduled to obtain a trial date.
D. Type out ORDER SETTING TRIAL applicable to your case including:
1. Case style and number.
2. Once the trial date (and pretrial date, if required) have been agreed to, fill in the dates chosen.
3. DO NOT make any changes to the language of the Order.  If any unauthorized changes are made to the Order, it will NOT be approved.
4. Identify to whom all copies of the Order are to be furnished, providing email addresses on the Service List.  
5. Promptly return the ORDER in Word format via email for Judge’s signature with your cover letter to the Judge stating all parties have agreed to the times set forth in the ORDER SETTING TRIAL 
E. Contact the Judge’s office if you have any questions regarding your RESPONSIBILITIES in preparing the ORDER SETTING TRIAL for Judge’s signature.

REMINDER:    Trial times may not exceed the time requested in the Notice of Trial without filing a new Notice of Trial.  Trial and pretrial dates and times MUST BE COORDINATED with all parties.  This packet is in response to your Notice of Trial. 
