Open File Checklist

Client:  ______________________ 
Case Opened: _______________

TASK









DATE 

Initial Intake







____________

Notice and Consent signed by Client:



____________

Worksheet regarding tasks to be apportioned:


____________

Worksheet regarding issues to be apportioned:

____________

Retainer Agreement signed by Client:



____________







Materials Given to Client (if applicable): 

· Information on Limited Scope Representation


_____________

· Lawyer Referral Service Contact Number


_____________

· Legal Aid Contact if appropriate




_____________

· Domestic Violence Contact if appropriate


_____________

· Child Support Enforcement Contact



_____________

· Other:








_____________

Change in Scope Letter (issue every time any change is made AND have Client sign it). List each date a modification was signed.


______________


______________


______________


______________


______________


______________

Additional Comments:

FILE CLOSING CHECKLIST

Reviewed LSR agreement – Attorney work complete:
____________

Closing Letter mailed to Client:




____________

Notice of Completion filed with Court:



____________

Additional Comments:

