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CONFIDENTIAL — For Internal Staff Use
CASE CLOSURE SUMMARY
	Matter Name
	

	File No.
	

	Open Date
	

	Close Date
	

	Practitioner
	


1. Services Provided
  _______________________________________________________________________________________________
  _______________________________________________________________________________________________
2. Outcome
☐  Agreement reached
☐  No agreement reached
☐  Partial agreement reached
☐  Referred out
Outcome notes:  ___________________________________________________________________________
3. Documents Signed
	Document
	Signed (Y/N)
	Date / Location Filed

	
	
	

	
	
	

	
	
	

	
	
	


4. Fee Summary and Balance
	Total Fees Billed
	

	Total Paid
	

	Retainer Applied
	

	Balance Due / Refund
	


5. Records Retention
The file will be retained for __________ years and then disposed of securely under the firm records policy.
6. Conflicts Cleared at Closure
☐  Confirmed no unresolved conflict of interest at closure
7. Lessons Learned
  _______________________________________________________________________________________________
  _______________________________________________________________________________________________
Signatures
	________________________________________
Practitioner (Signature)
	Printed Name: ______________________
Date: _________________________



	________________________________________
Supervisor (Signature)
	Printed Name: ______________________
Date: _________________________
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