
Witness Deposition Procedure Explanation 

Dear [Witness's Name], 

We are writing to inform you about the upcoming deposition scheduled for [Date] at [Time]. A 

deposition is a formal proceeding where you will be asked questions regarding your knowledge 

of the case involving [Case Name/Number]. The following outlines the procedure: 

1. What to Expect 

You will be asked to provide testimony under oath, which means that you must answer all 

questions truthfully. The deposition will be recorded by a court reporter. 

2. Location 

The deposition will take place at [Location]. Please arrive at least [15-30 minutes] early to allow 

time for check-in. 

3. Attire 

Please dress in business attire as this is a formal proceeding. 

4. Questions 

Both parties involved in the case will have the opportunity to ask you questions. Feel free to ask 

for clarification if you do not understand a question. 

5. Confidentiality 

Please remember that the information shared during the deposition is confidential and should not 

be discussed with unauthorized individuals. 

If you have any questions or require further assistance, do not hesitate to contact us at [Contact 

Information]. Thank you for your cooperation in this important legal matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Firm/Organization] 


