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· Determine if you, as a Clerk or Manager, can legally and ethically answer the question.
· Write down an appropriate response to the questions that your group has been assigned.

1. "Has a complaint (or petition, motion, response, answer, certificate of service, objection, etc.) been filed in this case?”

2. “I just got this summons and complaint. It says I have to file an ‘answer’ or I will be subject to default. I can't afford an attorney.  What is an answer? What does one look like? What does it say? What does ‘default’ mean?”

3. “When is my answer due?”

4. “What does ‘interrogatory’ mean?”

5. “When will the court decide my case?”

6. “Do I have to do anything else?”

7. "Should I do anything else?"

8. “Here is the situation I am in.... how should I bring this issue before the court for resolution?”

9. "Hi. This is Joe Schmoe. I'm a new attorney here and I need to file a motion for extension of time to file my brief. Does the court have a local rule that I should be aware of? 

10. "This is my first request for an extension. How is the judge likely to react to it?”"
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