The American Arbitration Association

Management Conference Guide

Case Name:
Date:


Case Number:
Administrator:

Arbitrator: ____________________________
The AAA and its Neutrals are committed in providing the Parties with an efficient and expeditious process. It is during this phase of the proceeding that Parties can positively influence the time it takes to get their dispute resolved.  The Neutral will control the exchange of information to help eliminate lengthy and unnecessary discovery and will establish timeframes realistic to the arbitration process.

We provide this worksheet only as a guide. The Parties or the Neutral may not require that all items be incorporated into the schedule, nor are they precluded from adding items or amending them as they deem appropriate.

1. Hearing on the Merits:

The parties and the Arbitrator should consider scheduling all necessary hearing dates at this time.

Date(s):
Time:
a.m.    p.m.


Location:


2. Pre-Hearing Mediation Attempt:

If at any time the parties wish to attempt AAA Mediation, your case manager can locate and schedule an AAA Mediator for your case.  In order to preserve dates, your arbitrator should calendar a date on which the parties can attempt pre-hearing mediation.  This date should be at least 30-60 days prior to the arbitration hearing date but can take place before or after.

Parties should contact the AAA 7-10 days prior to the mediation date and advise if indeed the parties wish to attempt AAA Mediation.  

Date(s):______________________________ 

3. Specification of Claims and Counterclaims (dollar amounts):
Claims:
Counterclaims:


Deadline to Specify:
Response:


4. Date for Identification and Exchange of Witnesses:

Claimant:
Respondent:


5. Exchange of Documents/Discovery:

Document Request Due By:


To Be Completed By:


6. Dispositive Motions (per the Arbitration Agreement and/or Rule 27 which states: “The arbitrator may allow the filing of a dispositive motion if the arbitrator determines that the moving party has shown substantial cause that the motion is likely to succeed and dispose of or narrow the issues in the case.”):

Date:
Response


7. Stipulations of Uncontested Facts (If Any):

Date:


8. Advanced Exchange of Identification of Exhibits:

Date:


Number of Copies to be made and brought to the hearing:


Each proposed exhibit shall be pre-marked for identification and sufficient copies brought to the hearing for the arbitrator(s). It is suggested that the parties attempt to create a joint exhibit notebook. Please be advised that the AAA does not need a copy of the parties' exhibits.

9. Court Reporter:

YES              NO             TO BE DETERMINED

Requested by:   Claimant          Respondent          Both Parties

10. Form of Award:

Reasoned opinion is required by the Rules, unless the parties agree otherwise. 

11. Additional Management Conference Call:

YES              NO          Date:


12. Other Issues Discussed:


Date:

