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WORK TO BE DONE / FOLLOW UP
NAME OF CLIENT:__________________________________________________________

NAME OF PARALEGAL/ ATTORNEY___________________________________________
CONTACT DETAILS:________________________________________________________

FILE NUMBER:_____________________________________________________________

ASSESSED BY:______________________________________________________________________
REMEDY:__________________________________________________________________________________________________________________________________________
THE FOLLOWING WORK NEEDS TO BE DONE ON THIS FILE: 
	Description
	Mark with a tick and include dates 
	Diarised for (please include the date)

	Referral – please complete referral letter and attach hereto


	
	

	Telephone call – please state to whom, and for what?


	
	

	Arrange a consultation


	
	

	Send a letter – please state to whom and for what?

	
	

	Meeting with client – please state to where and for what?


	
	

	Send an email – please state to whom, and for what?


	
	

	Draft a statement to include in class action
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