
	FAMILY LAW FILE INFORMATION & OPENING CHECKLIST



	File number
	
	Legal Aid Certificate
	

	Date opened
	
	Referral source
	



	Client Information

	Full legal name
	
	Date of birth
	

	Cell phone
	
	Home/other phone
	

	Email
	
	Pronouns
	

	Address
	

	Special considerations (medical, cultural, etc)
	

	Occupation
	
	Employer
	

	Employer’s address
	
	Employer’s phone
	

	Surname at birth
	
	Place of birth
	

	Marital status prior to marriage
	☐ Never married   ☐ Divorced   ☐ Widowed



	Other Spouse/Parent’s Information

	Full legal name
	
	Date of birth
	

	Cell phone
	
	Home/other phone
	

	Email
	
	Pronouns
	

	Address
	

	Special considerations (medical, cultural, etc)
	

	Occupation
	
	Employer
	

	Surname at birth
	
	Place of birth
	

	Marital status prior to marriage
	☐ Never married   ☐ Divorced   ☐ Widowed



	Other lawyer’s name
	
	Other lawyer’s firm
	

	Other lawyer’s phone #
	
	Other lawyer’s email
	

	Other lawyer’s address
	



	Children’s Information

	Names
	Birthdates
	Resides with
	Independent adult

	
	
	
	☐
	
	
	
	☐
	
	
	
	☐


	Important Dates & Information

	Cohab date
	
	Marriage date
	

	Separation date
	
	Divorce date
	

	Prior separations
	
	Names of Businesses
	

	Client’s income
	
	Spouse’s income
	

	Child support
	$                             /mo
	Spousal support
	$                             /mo



	Step
	Who
	Action
	Required
	Completed

	1. Preliminary
	Lawyer
	Identification / Verification
	☒	☐
	
	
	Review of applicable steps
	☒	☐
	
	
	Family violence screening
	☒	☐
	
	
	Add Limitation Dates to Calendar
	☒	☐
	2. Preliminary
	Assistant
	Retainer agreement signed
	☒	☐
	
	
	$__________ retainer deposit received
	☒	☐
	
	
	Intake forms completed
	☒	☐
	
	
	Conflict search
	☒	☐
	
	
	Certificate of Lis Pendens filed
	☐	☐
	
	
	Marriage Certificate received
	☐	☐
	
	
	Photo of spouse received
	☐	☐
	
	
	PAS Certificate received
	☐	☐
	
	
	Client’s financial disclosure received
	☐	☐
	
	
	Notice of Change of Representation
	☐	☐
	3. Pleadings
	Assistant
	SOC/SOD/CC draft  Property  UE
	☐	☐
	
	Lawyer
	Review & completion of pleadings
	☐	☐
	4. Service
	Assistant
	Arrange for service
	☐	☐
	
	
	Affidavit of Service executed
	☐	☐
	
	
	Noting in default: _________ ___, 20__
	☐	☐
	
	
	Confirmation won’t note in default
	☐	☐
	
	
	Intro call to opposing counsel scheduled
	☐	☐
	
	Lawyer
	Introductory letter to opposing counsel
	☐	☐
	5. Disclosure
	Assistant
	Pension division statements received
	☐	☐
	
	
	Client’s disclosure served
	☐	☐
	
	
	Notice to Disclose Application served
	☐	☐
	
	
	Their disclosure received & complete
	☐	☐
	
	
	Support Calculations
	☐	☐
	
	
	Corporate Registry searches
	☐	☐
	
	
	Land Titles searches
	☐	☐
	
	
	PPR searches
	☐	☐
	
	
	Initial Family Property Statement drafted
	☐	☐
	6. Evaluation
	Lawyer
	Review of disclosure
	☐	☐
	
	
	Family Property Statement reviewed
	☐	☐
	
	
	Appraisals required
	☐	☐
	
	
	Psychological services required
	☐	☐
	
	
	Additional documents/info required
	☐	☐

‘

Additional Remarks:
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