Close File Check List
Client : [CNT:Name]
Matter: [MAT:Code] [MAT:Description]
Handler: [HAN:CaName]
	Items
	Checked
	Comment

	Check Leder Account Balance 

Client Ac

Unbilld Outlays 

Unbilled time 

Outstanding Invoices 
Attach a nil printout of the account ledger 
	
	

	Outstanding Diary Actions


	
	

	Undertakings 


	
	

	Critial Dates


	
	

	File Storage  (Record of Deeds and other important document recorded)

	
	

	Letter to client informing  them of any action they are required to take. 
	
	

	
	
	


