File Management ChecklistPRIVATE 

o
Place a File Opening Form in each new file.

o 
Maintain a master list of all files, and all documents in the files, in key locations throughout your office. This list will help you keep track of all matters being handled.

o 
Use a sturdy OUT CARD* when removing a file. The OUT CARDS should indicate who removed the file, when it was removed, and which file was removed.

o 
Create a policy for identifying physical objects or other documents that cannot be stored with the original file. This policy will help you locate these necessary objects and documents when needed during the matter, or at the close of the matter when it is time to return them to the client.

o 
Return any original documents to the client when the matter has ended.

o 
If requested, return the file to the client, whether or not the client still owes fees and expenses. If not, store the file in a safe place. You may never keep a client's file hostage for fees, and you should always keep a copy of the file.

o 
Place a File Closing Form in each file at the close of the matter.

o 
Maintain a master list of destroyed files, including name, file number, date opened, date closed, date destroyed, and whether it was duplicated on another medium.

* OUT CARDS may be purchased at any office supply store.

