
 
 

Supplemental Questionnaire  
For New Clients With Litigation Matters 

 
This questionnaire is attorney-client privileged.  Do not share your responses to this 
questionnaire with anyone else. 
 
Please complete on separate sheets of paper.  If you are not sure of how to respond to a 
question, please write “unsure.” 
 
A. Witnesses/Individuals With Information About Your Case 
 
For each witness or individual who may have information regarding your case (whether positive or negative), please 
provide: 

 
1. The individual’s full name; 
 
2. The individual’s last known address; 

 
3. The individual’s last known telephone number; 

 
4. A brief statement of who the individual is and what the individual knows about your case; and 

 
5. A brief statement of whether you think the individual would be helpful to your case and your opinion as to 

whether we should contact him or her. 
 
Potential witnesses may include, but are not limited to:  your supervisor, your co-workers, your family members, 
and other members of your employer’s management. 
 
B. Documents 
 
Most likely, there are many documents which are relevant to your case.  Keep in mind that the term “documents” 
means more than actual legal documents such as contracts, etc. The term “documents” means virtually anything that 
is in writing.  They include, but are not limited to:  your personnel file, notes (whether typed or handwritten), 
termination or disciplinary notices, correspondence (including copies of e-mails and facsimiles), pay stubs, time 
records, spreadsheets, employee handbooks or other policies you received from your employer, and employment 
agreements or contracts. 
 
For each document which may be relevant to your case (including documents which you know exist but you do not 
actually possess), please provide: 
 

1. A brief description of the document; 
 

2. A brief summary of the information the document contains; and 
 

3. Who is currently in possession of the document. 



C. Your Damages 
 
Since you have chosen to litigate your case, you are most likely seeking monetary compensation.  In order to help us 
calculate your damages, please indicate: 
 

1. Your dates of employment; 
 
2. Your salary, hourly wage, or commission percentage; 

 
3. The average number of hours you worked each week; 

 
4. If terminated, whether you have found a new job and if so, the date you started working in your new job, as 

well as your new salary hourly wage, or commission percentage; 
 

5. If you have sought any treatment stemming from emotional distress, the cost of such treatment; and 
 

6. Your own estimate of what you think your case is “worth” and why. 
 
D. Case-Specific Questions 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
 
By signing below, you certify that all of the information that you will provide in response to this questionnaire is 
complete and correct and that you have completed it to the best of your ability.  You further certify that you have 
been candid and honest with us regarding your case, even regarding negative aspects or potential problems with 
your case.  Failure to provide all relevant information regarding your case may have an adverse impact against you 
and your ability to recover/defend against your lawsuit. 

 

_________________________________________  _____________________ 

Signature      Date 

 2


