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Paralegal	checklist.		

It's	a	wonderful	course!	Thank	you,	Ann,	for	precisely	explaining	each	step	of	the	personal	injury	case	management	from	intake	to	demand	and	settlement.	I	am...	Read	More	It's	a	wonderful	course!	Thank	you,	Ann,	for	precisely	explaining	each	step	of	the	personal	injury	case	management	from	intake	to	demand	and	settlement.	I	am	looking	forward
to	taking	more	classes	with	you!	Read	Less	Have	you	ever	wanted	master	checklists	to	help	guide	case	management?	Do	you	want	to	know	exactly	at	what	point	in	the	evolution	of	the	case	you	should	do	what?	This	program	will	discuss	the	most	efficient	and	effective	way	to	case	manage	pre-litigation	files	to	optimize	work	flow,	close	efficiency	gaps,
and	prepare	all	cases	for	trial	during	the	course	of	regular	evolution.		Once	these	checklists	are	in	use,	they	can	be	the	basis	of	your	firm's	case	management	procedure	with	much	room	to	evolve	your	firm's	best	practices	in	case	management.	This	program	will	benefit	the	novice	paralegal	beginning	their	career,	any	legal	professional	new	to	personal
injury,	solo	practice	attorneys	interested	in	their	own	case	management,	or	attorneys	and	paralegal	managers	looking	to	instill	a	Standard	Operating	Procedure	for	their	legal	staff	to	follow	in	PI	case	management.	Learning	Objectives:	Discuss	the	plaintiff	perspective	on	personal	injury	case	management	-	why	use	standard	checklists	in	practice
management?	Prepare	client	and	witness	interview	checklist	and	questions	Prepare	an	investigation	checklist	Review	medical	records	and	demand	checklists	(and	tips)	Review	checklists	and	tips	for	dealing	with	liens	and	subrogation	(and	recognize	free	resources)	Feeling	overwhelmed	by	the	whirlwind	of	a	plaintiff	accident	case?	You’re	not	alone.
Personal	injury	paralegals	wear	many	hats,	juggling	interviews,	documents,	deadlines,	and	a	constant	need	to	keep	attorneys	informed.	But	what	if	you	could	streamline	your	workflow,	impress	your	team,	and	ensure	no	crucial	step	gets	missed?	That’s	where	our	FREE	Checklist	for	Handling	Plaintiff	Accident	Cases	comes	in.	It’s	your	personal
roadmap	to	navigating	every	stage	of	the	case,	from	initial	intake	to	successful	resolution.	Here’s	a	sneak	peek	at	what	awaits	you:	Intake	mastery:	Craft	airtight	client	intake	forms,	gather	essential	evidence,	and	identify	potential	roadblocks	early	on.	

You’re	not	alone.	
Personal	injury	paralegals	wear	many	hats,	juggling	interviews,	documents,	deadlines,	and	a	constant	need	to	keep	attorneys	informed.	

Prepare	client	and	witness	interview	checklist	and	questions	Prepare	an	investigation	checklist	Review	medical	records	and	demand	checklists	(and	tips)	Review	checklists	and	tips	for	dealing	with	liens	and	subrogation	(and	recognize	free	resources)	Feeling	overwhelmed	by	the	whirlwind	of	a	plaintiff	accident	case?	tiba	You’re	not	alone.	Personal
injury	paralegals	wear	many	hats,	juggling	interviews,	documents,	deadlines,	and	a	constant	need	to	keep	attorneys	informed.	But	what	if	you	could	streamline	your	workflow,	impress	your	team,	and	ensure	no	crucial	step	gets	missed?	
That’s	where	our	FREE	Checklist	for	Handling	Plaintiff	Accident	Cases	comes	in.	
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This	program	will	benefit	the	novice	paralegal	beginning	their	career,	any	legal	professional	new	to	personal	injury,	solo	practice	attorneys	interested	in	their	own	case	management,	or	attorneys	and	paralegal	managers	looking	to	instill	a	Standard	Operating	Procedure	for	their	legal	staff	to	follow	in	PI	case	management.	Learning	Objectives:	Discuss
the	plaintiff	perspective	on	personal	injury	case	management	-	why	use	standard	checklists	in	practice	management?	

I	am	looking	forward	to	taking	more	classes	with	you!	Read	Less	Have	you	ever	wanted	master	checklists	to	help	guide	case	management?	Do	you	want	to	know	exactly	at	what	point	in	the	evolution	of	the	case	you	should	do	what?	This	program	will	discuss	the	most	efficient	and	effective	way	to	case	manage	pre-litigation	files	to	optimize	work	flow,
close	efficiency	gaps,	and	prepare	all	cases	for	trial	during	the	course	of	regular	evolution.		Once	these	checklists	are	in	use,	they	can	be	the	basis	of	your	firm's	case	management	procedure	with	much	room	to	evolve	your	firm's	best	practices	in	case	management.	This	program	will	benefit	the	novice	paralegal	beginning	their	career,	any	legal
professional	new	to	personal	injury,	solo	practice	attorneys	interested	in	their	own	case	management,	or	attorneys	and	paralegal	managers	looking	to	instill	a	Standard	Operating	Procedure	for	their	legal	staff	to	follow	in	PI	case	management.	Learning	Objectives:	Discuss	the	plaintiff	perspective	on	personal	injury	case	management	-	why	use
standard	checklists	in	practice	management?	Prepare	client	and	witness	interview	checklist	and	questions	Prepare	an	investigation	checklist	Review	medical	records	and	demand	checklists	(and	tips)	Review	checklists	and	tips	for	dealing	with	liens	and	subrogation	(and	recognize	free	resources)	Feeling	overwhelmed	by	the	whirlwind	of	a	plaintiff
accident	case?	You’re	not	alone.	Personal	injury	paralegals	wear	many	hats,	juggling	interviews,	documents,	deadlines,	and	a	constant	need	to	keep	attorneys	informed.	But	what	if	you	could	streamline	your	workflow,	impress	your	team,	and	ensure	no	crucial	step	gets	missed?	That’s	where	our	FREE	Checklist	for	Handling	Plaintiff	Accident	Cases
comes	in.	lareyerivacipe	It’s	your	personal	roadmap	to	navigating	every	stage	of	the	case,	from	initial	intake	to	successful	resolution.	Here’s	a	sneak	peek	at	what	awaits	you:	Intake	mastery:	Craft	airtight	client	intake	forms,	gather	essential	evidence,	and	identify	potential	roadblocks	early	on.	Investigation	intel:	Track	down	witness	statements,
medical	records,	and	accident	reports	like	a	pro.	No	detail	left	unearthed!	Discovery	dynamo:	Master	interrogatories,	depositions,	and	expert	witness	coordination.	Build	a	rock-solid	case	foundation.	Settlement	savvy:	Navigate	negotiations	with	confidence,	ensuring	your	client	receives	fair	and	rightful	compensation.	A	legal	case	management
template	can	greatly	streamline	this	process	and	help	centralize	all	case	details	in	one,	easy	to	access	place.	The	best	part	is	that	legal	case	management	templates	are	customizable	and	you	can	change	them	to	fit	your	firm’s	processes.	What	format	should	a	legal	case	management	template	be?	

Do	you	want	to	know	exactly	at	what	point	in	the	evolution	of	the	case	you	should	do	what?	This	program	will	discuss	the	most	efficient	and	effective	way	to	case	manage	pre-litigation	files	to	optimize	work	flow,	close	efficiency	gaps,	and	prepare	all	cases	for	trial	during	the	course	of	regular	evolution.		Once	these	checklists	are	in	use,	they	can	be	the
basis	of	your	firm's	case	management	procedure	with	much	room	to	evolve	your	firm's	best	practices	in	case	management.	This	program	will	benefit	the	novice	paralegal	beginning	their	career,	any	legal	professional	new	to	personal	injury,	solo	practice	attorneys	interested	in	their	own	case	management,	or	attorneys	and	paralegal	managers	looking
to	instill	a	Standard	Operating	Procedure	for	their	legal	staff	to	follow	in	PI	case	management.	Learning	Objectives:	Discuss	the	plaintiff	perspective	on	personal	injury	case	management	-	why	use	standard	checklists	in	practice	management?	Prepare	client	and	witness	interview	checklist	and	questions	Prepare	an	investigation	checklist	Review
medical	records	and	demand	checklists	(and	tips)	Review	checklists	and	tips	for	dealing	with	liens	and	subrogation	(and	recognize	free	resources)	Feeling	overwhelmed	by	the	whirlwind	of	a	plaintiff	accident	case?	
You’re	not	alone.	Personal	injury	paralegals	wear	many	hats,	juggling	interviews,	documents,	deadlines,	and	a	constant	need	to	keep	attorneys	informed.	But	what	if	you	could	streamline	your	workflow,	impress	your	team,	and	ensure	no	crucial	step	gets	missed?	That’s	where	our	FREE	Checklist	for	Handling	Plaintiff	Accident	Cases	comes	in.	It’s
your	personal	roadmap	to	navigating	every	stage	of	the	case,	from	initial	intake	to	successful	resolution.	Here’s	a	sneak	peek	at	what	awaits	you:	Intake	mastery:	Craft	airtight	client	intake	forms,	gather	essential	evidence,	and	identify	potential	roadblocks	early	on.	Investigation	intel:	Track	down	witness	statements,	medical	records,	and	accident
reports	like	a	pro.	No	detail	left	unearthed!	Discovery	dynamo:	Master	interrogatories,	depositions,	and	expert	witness	coordination.	
Build	a	rock-solid	case	foundation.	Settlement	savvy:	Navigate	negotiations	with	confidence,	ensuring	your	client	receives	fair	and	rightful	compensation.	
A	legal	case	management	template	can	greatly	streamline	this	process	and	help	centralize	all	case	details	in	one,	easy	to	access	place.	The	best	part	is	that	legal	case	management	templates	are	customizable	and	you	can	change	them	to	fit	your	firm’s	processes.	What	format	should	a	legal	case	management	template	be?	batman	story	book	for	kids
The	easiest	document	format	to	keep	track	of	your	firm’s	cases	is	through	Microsoft	Excel	or	Google	Sheets.	Having	all	your	legal	case	details	in	Microsoft	Powerpoint,	Microsoft	Word,	or	Google	Docs	can	lead	to	these	documents	becoming	tens	of	pages,	sometimes	even	hundreds	of	pages.	This	kind	of	volume	when	tracking	legal	case	details	will	get
overwhelming	very	quickly.	Using	a	legal	case	management	excel	template	allows	you	to	take	advantage	of	excel’s	unique	features.	Most	notably:	Multiple	tabs:	One	legal	case	management	excel	template	can	contain	multiple	tabs—allowing	you	to	keep	all	your	relevant	information	separate	and	organized.	In	any	other	format,	these	sections	may	live
as	different	documents.	In	excel,	having	tabs	help	centralize	all	of	your	case	details.	Hidden	rows	and	columns:	The	ability	to	hide	and	unhide	rows	and	columns	in	excel	means	that	once	cases	are	completed,	you	can	remove	them	from	view.	When	doing	a	yearly	review	of	your	cases,	you	can	then	unhide	all	the	relevant	details	you	need	to	see.	This
helps	you	archive	cases	and	keep	your	active	case	view	clean.		Instant	sorting	and	filtering:	Having	your	case	details	in	excel	allows	you	to	sort	and	filter	with	ease.	This	helps	prioritize	cases	by	case	ID,	case	start	date,	case	owner,	current	status,	or	however	you	choose.	What	should	be	included	in	a	legal	case	management	template?	
When	you’re	looking	for	a	legal	case	management	template,	it	should	include	sections	for:	Cases	Contacts	Clients	Accounts	Tasks	Cases	The	cases	section	is	the	main	component	of	your	legal	case	management	template	so	ensure	that	it	has	all	the	fields	you	need	to	track	relevant	case	details.	The	basic	fields	to	look	for	include	the	name	of	the	case,
start	date,	owner,	case	ID	number,	and	a	short	description	of	what	the	case	is	and	which	services	it	involves.	Contacts	Having	a	dedicated	contacts	tab	allows	you	to	keep	track	of	different	types	of	contacts	such	as	your	clients,	witnesses,	defense	counsel,	judges,	and	so	forth.	This	tab	is	also	useful	if	you	have	multiple	contacts	that	you	are	working
with	across	different	cases.		The	fields	for	this	tab	should	include	basic	contact	information	such	as	email	address,	phone	number,	as	well	as	a	mailing	address,	if	applicable.	This	section	should	also	contain	a	field	that	clearly	details	which	case	this	contact	is	categorized	under.	Clients	It	may	seem	repetitive	to	have	a	clients	section	when	you’ve
already	listed	out	your	client’s	contact	information	under	the	contacts	section.	However,	this	section	will	help	you	get	a	quick	view	of	all	the	past,	current,	and	upcoming	clients	for	your	firm.		In	addition,	clients	often	have	more	than	one	contact	involved	in	the	case,	especially	if	you	are	working	in	a	practice	area	such	as	employment	law.	This	visibility
becomes	important	when	working	with	multiple	people	across	your	firm	who	may	not	be	as	familiar	with	the	case	details,	such	as	a	billing	administrator.	The	fields	for	this	section	should	include	the	client	name,	corresponding	case,	and	which	contacts	are	linked	to	this	client.	Accounts	The	Accounts	section	is	where	you	should	be	able	to	take	a	look	at
all	the	current	accounts,	their	associated	value,	and	billed	versus	paid	invoices.		The	fields	to	look	for	include:		Account	name,		Associated	cases	(with	space	to	include	more	than	one	case,	if	applicable)		Case	ID(s)		Case	owner(s)		Client	and	associated	contacts	Services	being	provided	Total	billable	rate	Total	billed	hours		And	the	total	paid	hours
According	to	Clio’s	2022	Legal	Trends	Report,	the	average	law	firm	collects	only	$748	for	evert	$1,000	of	billable	work.	This	means	these	firms	could	collect	up	to	34%	more	revenue	by	optimizing	their	realization	and	collection	rates.		Having	an	Accounts	section	in	your	legal	case	management	template	ensures	that	you	are	up-to-date	on	your	current
billing	standing	and	able	to	get	paid	in	full	for	the	work	that	you’ve	completed.	Tasks	Keeping	all	case-related	tasks	in	one	place	gives	you	the	complete	picture	of	how	much	effort	and	time	your	team	is	spending	on	certain	clients.	It	also	ensures	that	none	of	these	tasks	falls	through	the	cracks	and	are	completed	in	a	timely	manner.	The	fields	to	look
for	in	a	legal	case	management	template	for	this	section	include	the	task	name,	the	task	status,	the	due	date,	the	assignee,	a	short	description	of	the	task,	as	well	as	which	case	it	relates	to.	livre	pour	enfant	drole	de	grandir	Check	out	our	hub	for	more	resources	on	legal	templates.	Automating	legal	case	management	tracking	A	legal	case
management	template	is	a	great	starting	point,	but	templates	can	only	get	you	so	far.	As	you	grow	and	scale	your	law	firm,	you	may	notice	that	working	in	a	shared	document	still	requires	manual	effort,	duplicate	data	entry,	and	verifying	everything	is	updated	across	all	cases.	As	a	smaller	law	firm,	you	may	not	have	enough	cases	yet	for	these	to
become	noticeable	pain	points.	However,	as	you	grow,	these	points	of	friction	can	slow	down	growth	and	cause	headaches	within	your	team.	suxutu	
Once	you’ve	reached	this	point,	it’s	wise	to	consider	a	more	advanced	platform	that	will	help	automate	your	processes—such	as	legal	case	management	software.	The	benefit	of	this	software	is	that	it	extends	beyond	just	managing	your	case	details	and	brings	your	time	tracking,	calendaring,	and	even	billing	processes	into	one	centralized	platform.
Rather	than	needing	a	template	for	each	section	of	your	business,	having	this	single	source	of	truth	that	updates	in	real-time	will	help	you	get	to	the	next	stage	of	growth	for	your	law	firm.	Final	thoughts	on	legal	case	management	templates	As	a	lawyer,	you’re	constantly	juggling	multiple	cases,	clients,	and	deadlines.	Proper	organization	and
management	are	must-haves	for	any	firm.	Having	a	legal	case	management	template	to	build	your	processes	off	of	will	save	time	and	ensure	you	have	a	solid	foundation	going	forward.	Keep	these	sections	in	mind	to	help	you	get	started.	Looking	for	legal	practice	management	solutions	for	your	law	firm	or	legal	team?	
Read	our	guide,	How	to	Choose	the	Best	Legal	Practice	Management	Software.	gilafi	A	lawyer	on	average	manages	between	20	to	30	cases.	
Whether	these	cases	are	fully	managed	by	lawyers	or	partially	by	paralegals,	finding	ways	to	be	efficient,	organised	and	precise	are	paramount.	
After	all,	managing	cases	effectively	has	a	direct	impact	on	their	outcomes	which	impact	your	ability	to	retain	and	attract	clients.	Having	all	these	in	mind,	here	is	a	detailed	list	of	9	invaluable	tips	with	a	full	infographic	at	the	end,	to	help	you	become	a	case	management	pro	and	deliver	the	best	client	service.	Tip	#1:	Organise	your	case	files	As	soon
as	you	have	a	new	client	or	a	new	case	for	an	existing	client,	th/e	first	order	of	business	is	to	organise	the	(physical	and	electronic)	case	file.	To	make	things	easier,	you	can	use	an	intake	form	at	the	first	meeting	itself	to	gather	the	required	information	and	use	it	to	create	the	case	file.	When	you	start	organising	cases	files	right	at	the	start,	you	can
immediately	see	what	is	missing	or	needs	updating,	saving	you	time	and	your	client	money	in	legal	advice	and	trial	preparation,	in	case	the	case	goes	into	trial.	What’s	more,	using	a	common	system	ensures	that	cases	are	always	filed	the	same	way,	making	it	easy	for	anyone	in	the	firm	with	access	to	find	information,	even	if	they	have	not	looked	at
that	case	file	recently.			For	that	purpose	you	may	want	to	consider	a	software	for	lawyers.	Tip	#2:	Maintain	a	customisable	checklist	Working	on	a	case	requires	carrying	out	many,	and	often,	repetitive	tasks.	This	means	you	have	a	long	list	of	things	to	do	and	keeping	all	of	them	in	mind	is	not	easy,	especially	if	you	are	working	on	multiple	cases,
simultaneously.	You	can	make	sure	not	to	skip	any	task	by	having	a	checklist	for	each	case.	This	checklist	should	ideally	include	all	the	steps	to	follow	and	should	be	used	to	track	workflow	progress	of	the	case.	This	way	you	are	aware	of	where	you	are	and	what	you	need	to	do.	You	can	create	a	checklist	with	all	the	administrative	tasks	which	are
common	across	cases,	and	then	customise	it	to	suit	the	individual	cases	you	work	on.	Maintaining	a	checklist,	helps	you	track	the	status	of	the	case	so	that	at	any	time	you	can	know	where	you	are	and	what	more	to	do.	Tip	#3:	Prioritise	your	tasks	by	case	When	you	have	a	long	list	of	tasks	for	each	case	and	many	such	cases	to	manage,	it	is	important
to	prioritise	tasks	according	to	their	importance	and	urgency	so	that	you	give	attention	to	the	right	case	at	the	right	time.	Most	tasks	are	linked	and	need	coordination.	
For	instance,	for	a	case	that	will	go	to	trial,	a	paralegal	must	gather	information	from	witness	reports	on	a	certain	date	to	give	them	to	the	lawyer	on	another	date.	ce	faire	livrer	a	manger	a	gardanne	By	taking	into	account	how	tasks	are	linked,	you	can	make	sure	tasks	are	completed	in	due	time	by	the	responsible	people.	Prioritising	tasks	helps	you
stay	on	top	of	key	dates	and	never	miss	a	deadline.	Tip	#4:	Assign	and	schedule	tasks	To	ensure	nothing	slips	through	the	crack,	tasks	must	be	delegated	to	people	with	deadlines.	Moreover,	It	is	important	to	track	deadlines	at	different	levels	of	the	firm.	If	a	paralegal	has	to	execute	a	task	under	the	supervision	of	a	lawyer,	this	task	has	to	be
scheduled	(one	action	followed	by	the	other)	and	assigned	to	the	paralegal	(to	execute	the	task)	and	the	lawyer	(to	review).	By	delegating	and	scheduling	tasks	and	monitoring	the	time	taken	to	complete	them,	you	can	improve	efficiency	and	better	estimate	the	time	needed	for	future	cases.	Tip	#5:	Follow	up	on	tasks	Working	on	a	case	includes	a
chain	of	events	that	involves	reviews	and	back	to	back	actions.	After	carrying	out	a	task	initially,	you	need	to	have	a	system	to	follow	up	with	other	parties	(emails,	phone	calls	etc)	until	tasks	are	complete.	This	means	you	need	to	speed	up	the	communication	process	while	making	sure	the	processes	in	place	are	effective.	This	requires	standardising
communication	flows	throughout	case	management.	book	about	being	a	good	person	For	an	instance,	if	you	send	an	email	asking	a	person	to	carry	out	a	task	by	a	certain	date,	booking	this	task	as	a	reminder/	in	your	agenda	can	help	you	stay	on	top	of	things.	Moreover,	you	should	have	tools	to	automatically	save	information	you	gather	from	face	to
face	meetings,	phone	calls	and	emails	must	be	stored	in	the	cases	they	belong	to.	Tip	#6:	Use	templates	for	routine	correspondence	No	matter	how	many	cases	you	work	on	at	once,	there	are	many	routine	tasks	that	are	common	to	all.	For	an	example,	entering	contact	data	must	be	automatic	as	it	is	a	routine	task	for	every	case	registered.	Whether
you	are	writing	to	clients,	or	you	need	to	communicate	court	dates	or	send	instructions	on	how	to	file	a	motion,	once	you’ve	done	it	the	first	time,	save	it	as	a	template	so	you	can	re	use	it	again	when	needed.	Using	email	and	document	templates	help	you	customise	and	use	over	again.	This	helps	you	save	time	to	utilise	for	high	value	work.	Tip	#7:
Create	a	process	for	sharing	documents	securely	When	working	on	cases,	you	have	to	correspond	with	other	parties	for	feedback	and	approval	and	deal	with	sensitive	information.	You	need	to	have	processes	in	place	to	share	documents	securely	with	other	parties	including	clients,	third	parties	and/or	other	law	firms.	These	processes	must	also	allow
you	to	track	comments	in	real-time,	speed	up	approval	times,	and	even	collect	digital	signatures	so	that	you	save	time	on	negotiations.	To	learn	more	about	this,	check	our	article	about	legal	document	management	for	law	firms.	
Tip	#8:	Move	to	the	cloud	Using	cloud	based	practice	management	software	can	enable	you	have	all	your	case	information	close	at	hando	trial,	the	stakes	are	high.	rubomawotuti	It	is	important	to	have	access	to	information	like	the	pre	trial	memorandum,	trial	exhibit	lists	or	contact	information	of	witness	lists,	anywhere,	anytime	whether	you	access
it	from	a	laptop	or	your	mobile	phone.	When	your	cases	are	on	the	cloud,	you	can	be	the	best	lawyer	you	can	be.	Tip	#9:	Conduct	after-action	interview	Conducting	client	interview	after	the	case	is	done	not	only	helps	you	gauge	client	satisfaction	but	can	also	highlight	areas	you	(and	the	firm)	need	to	improve.	You	may	even	be	surprised	to	receive
feedback	from	a	client	you	were	convinced	was	satisfied.	By	collecting	client	feedback,	you	can	also	learn	to	communicate	expectations	with	your	clients	better.	These	reviews	lead	to	greater	efficiency	and	higher	client	satisfaction	while	helping	you	improve	client	intake.	The	way	you	manage	your	cases	directly	influences	their	outcome	which	in	turn
will	impact	the	client	base,	profitability	and	longevity	of	your	law	firm.	Therefore,	in	order	to	grow	a	successful	law	firm,	it	is	crucial	to	improve	case	management	by	adopting	time	and	cost-saving	practices.	Struggling	to	manage	your	demanding	caseload	while	keeping	everything	organised,	attending	to	requests	on	time	and	keeping	clients	happy?	
Our	Case	Management	Essentials	Checklist	is	created	to	help	lawyers	and	paralegals	identify	areas	of	improvement	in	file	management,	client	service,	time	management	and	security	processes	so	that	they	can	recognise	how	adopting	the	right	tools	results	in	saved	time,	increased	productivity	and	performance.	
WHITEPAPER:	Case	Management	Essentials	Here's	a	checklist	to	help	you	identify	areas	of	improvement	in	file	management,	client	service,	time	management	and	security	processes,	to	enhance	productivity	and	performance.
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