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	FILE SUMMARY & FILE CLOSURE FORM





(Where given options, circle appropriate one)

	CLIENT, FEE EARNER & KEY CONTACT DETAILS

	File Number
	

	Matter Type: 
	

	Client Name
	
	Client Address
	

	Client Telephones
	
	
	

	Client Email
	
	
	



	Fee earner(s)
	
	Supervisor
	



	Key Contact Name
	
	Role/Relationship
	

	Telephone
	
	Email
	

	

	Key Contact Name
	
	Role/Relationship
	

	Telephone
	
	Email
	

	

	Key Contact Name
	
	Role/Relationship
	

	Telephone
	
	Email
	

	



	FEES & SCOPE

	Fee Estimate 
	£
	Basis of billing
	Monthly/Quarterly/On Completion

	Scope
	



	Exclusions
	


	Changes in Scope

	
	Date
	



	COSTS REVIEW AND UPDATES:

	Review date
(always complete next review date)
	Bills to date and WIP
	Revised Estimate
	Client informed in writing
	Finance

	
	
	
	Y  /  N
	Y  /  N

	
	
	
	Y  /  N
	Y  /  N

	
	
	
	Y  /  N
	Y  /  N

	
	
	
	Y  /  N
	Y  /  N


[bookmark: _GoBack]
	KEY DATES

	Key date
	Details (e.g. significant deadline, limitation date, search time limit)
	Noted in Key Dates Diary

	
	
	Y  /  N

	
	
	Y  /  N

	
	
	Y  /  N

	
	
	Y  /  N



	UNDERTAKINGS 

	Undertaking (date & terms):
	Noted in central file
	File cover marked ‘U’
	Date complied with (& noted on central file)

	
	Y  /  N
	Y  /  N
	

	
	Y  /  N
	Y  /  N
	

	
	Y  /  N
	Y  /  N
	



	DOCUMENTS  

	Doc ID
	Document Name
	Status/Notes

	
	
	

	
	
	

	
	
	

	
	
	





FILE CLOSURE & ARCHIVING FORM
	FILE CLOSURE CHECKLIST

	All time billed or written off?
	Y / N
	If No – provide details
	

	Client Account Balance
	£
	If not O, provide details, e.g. of retention and rationale
	

	Has Client been informed if funds retained?
	Y / N
	
	

	Does file appear comprehensive & complete & properly in order
	Y / N
	If no, provide details
	

	Report to client on outcome (including advice re any further/future action required) 
	Y  /  N  
	Type/Date of document sent to client
	

	Is any further/future action required by client? Has client been informed of any action required by them?
	Y / N

Y / N
	Details of any further action required 
	

	Future Review required by firm?
	Y / N
	If yes, is it diarised in Central Diary?
	Y/N

	Original documents returned to client?
	Y / N / N/A
	Details & Date of Document return
	

	Advise Client re storage
	Y / N
	Client Response
	

	File Destruction Date correctly noted in central diary?
	Y / N
	File Destruction Date
	dd/mm/yyyy

	Concluding Risk Assessment properly completed?
	Y / N
	If No, reported to Supervisor?
	Y / N



	[Insert any file specific checks required]
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Authority to Close
(Fee earner signature)
	
	Date:
	dd/mm/yyyy



	ARCHIVING

	File Saved to Electronic Archive?
	Y / N
	Record ID/file path
	

	Date file sent to Archive storage
	dd/mm/yyyy
	Archive Reference
	

	Signed
	




This form should be scanned and saved with copies of:
· Final completed file risk assessment form
· Matter balance extract
· Client account interest check
· [list other documents as required]
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