
File Opening Checklists

New Client/Matter Form Requirements


Client information


Conflicts information


Time-sensitive dates


Fee/billing information


Administrative information


Verifications of docket entry and conflicts check and data entry


Verification of review by billing partner/department head/managing partner

Pre-Opening Procedures


Client screening is being conducted


Conflict of interest checks are being performed and potential conflicts analyzed


Sufficient client information is being gathered


Statutes of limitation and other time sensitive-dates are being identified and entered into the docket system


Engagement agreements or scope of service letters are being utilized


Retainers are being collected

NOTE: This material is intended as only an example that you may use in developing your own form. It is not considered legal advice, and as always, you will need to do your own research to make your own conclusions with regard to the laws and ethical opinions of your jurisdiction. In no event will Minnesota Lawyers Mutual be liable for any direct, indirect, or consequential damages resulting from the use of this material.
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