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CLOSED FILE
NAME OF CLIENT: 
NAME OF PARALEGAL: 
CONTACT DETAILS: 
FILE NUMBER: 
CLOSED BY : 
FILE IS CLOSED FOR THE FOLLOWING REASON:

	Description
	Mark with a tick and include dates 

	Matter is finalised / resolved


	

	No further instructions


	

	Referral conducted


	

	Client not contactable


	

	Client died


	

	Client no longer wants to proceed


	

	Other – please explain:


	


TO – DO:

Once you have decided that the file should be closed, you have a responsibility to inform the client:
	Description
	Mark with a tick and provide a date. Kindly attach all letters and file notes hereto

	Confirmation of disengagement letter. After you have finalised and resolved the matter, or provided legal advice
	

	Follow – up letter – informing client that they have been uncontactable, and as a result, file closed
	

	By telephone
	

	In a consultation
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