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SESSION AND CASE NOTES
	Matter Name
	

	File No.
	

	Session Date
	

	Practitioner
	


Attendees
	Name
	Role / Party
	Present (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	


Session Type
☐  Intake
☐  Mediation session
☐  Caucus
☐  Investigation interview
☐  Follow-up / consultation
Issues Discussed
  _______________________________________________________________________________________________
  _______________________________________________________________________________________________
Progress or Impasse
  _______________________________________________________________________________________________
  _______________________________________________________________________________________________
Agreements Reached
  _______________________________________________________________________________________________
  _______________________________________________________________________________________________
Next Steps and Action Items
	Action Item
	Owner
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	


Billable Time
	Start Time
	

	End Time
	

	Total Billable Hours
	

	Rate / Fee Basis
	


Signatures
	________________________________________
Practitioner (Signature)
	Printed Name: ______________________
Date: _________________________
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