


Client File Audit Tool
Date of review:
Time started:
Time completed:
File reference:
Operator:
Manager/supervisor:
Reviewer:


Work intake. Including setting up and managing the client retainer.
Client identification and authorityY	N	N/A

1. Clear Identification of Client. Is it clear who the client is and is there evidence of their authority to provide instructions?

2. Identity Verification. Has the client identity been verified (individual, company, trustee) as required under ARNECC rules or firm policy?

3. Conflict Check. Has a conflict check has been conducted and documented prior to engagement?

4. Acting for one party/interest. Is the practitioner acting for only one party or interest in the matter or transaction? If not, have appropriate firm (such as partner approval) and/or client consent been obtained?


☐	☐	☐☐	☐	☐

☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐









Comments

Matter acceptance and expertise5. Firm expertise. Is the matter in an area of law in which the firm has expertise?

6. Legal expertise. Does the person handling the matter have relevant experience?

7. Other Acceptance Considerations. Was there any consideration of work intake risks such as difficult clients, ability to pay, communication/language difficulties, tight time frames and capacity to do the work?
Y	N	N/A

☐	☐	☐
☐	☐	☐
☐	☐	☐








Comments



Retainer agreement8. Retainer. Is it clear when the retainer commenced and when it ended?

9. Key Elements in Retainer. Does the written retainer include:

· Well-defined scope of work (what the practitioner will do)?

· Excluded work (eg commercial, tax, financial or valuation advice)?

· The identity of the supervising principal and other team members?

· A cyber security warning regarding potential risks (e.g. change to bank details)?

· If there is a limited retainer — has the risk of excluded work been identified and explained in writing to the client?

10. Prompt Opening of File. Has the client file been promptly opened in accordance with firm’s requirements or file opening policies?

11. Legislative disclosures. Are all required legislative disclosure documents provided? (e.g. family law disclosures)
Y	N	N/A

☐	☐	☐




☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐



Comments


Costs — Agreement, disclosure and billing12. Cost Disclosure Provided. Has written cost disclosure and the firms cost agreement been provided to the clients?

13. Signed Cost Agreement. Is there a copy of the signed cost agreement on the file?

14. Updated Costs Disclosure. Were all updates to cost disclosures/fee estimates provided as the matter progressed?

15. Billing Arrangements. Were billing and reporting arrangements consistent with the costs agreement?

16. Client Payment. Were bills being paid in full and on time, and was there follow-up on unpaid invoices?

17. Trust Account Review. Is there compliance with all trust accounting requirements?

18. Handling of Client Queries. Are client queries or concerns regarding billing handled by an appropriate person and documented?
Y	N	N/A

☐	☐	☐



☐	☐	☐


☐	☐	☐

☐	☐	☐


☐	☐	☐


☐	☐	☐



☐	☐	☐



Comments

Variation of retainerY	N	N/A

19. Timely Communication of Retainer Changes. Have any changes to the retainer (e.g. scope, costs, disbursements, personnel) been promptly communicated to the client in writing?



☐	☐	☐



Comments



Termination of retainerY	N	N/A


20. On completion or termination did the practitioner solicitor promptly and before closing the file:

· Write to the client either confirming that the matter was at an end or the retainer terminated?

· Inform the client of the time limit for the retention and deletion of the file.

· Render a final account (or advise client that nothing is owed)?

· Account for any money held in trust?

· Notify in writing to the client any outstanding issues requiring attention and by when, including advice on any applicable time limit and the consequences if missed?

· Return all original documents to the client or transfer to the firm’s safe custody and confirm with the client? 

21. If the retainer was terminated prematurely (whether by client or firm) was appropriate consideration given or arrangements made relating to the following:

· Professional liability assessment?

· Appropriate notice to client and/or Court and/or other relevant third parties?

· Payment of costs?

· Retention of copies or lien over documents?

· Timely release of file to another firm or client?

· Any lessons to be learnt or risk messages to share?  




☐	☐	☐

☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐


☐	☐	☐

☐	☐	☐


		☐

☐	☐	☐


☐	☐	☐

☐	☐	☐


☐	☐	☐

☐	☐	☐

☐	☐	☐


Comments


Managing the matter. Including delegation, supervision, communication and records
Delegation and supervision22. Appropriate delegation. If the matter was delegated, was the delegation suitable in terms of the delegate’s capability, workload, and development?

23. Supervision at key stages. Is there evidence of adequate delegation and supervision:

· At the outset of the matter?

· At critical junctures?

· Continuously throughout the matter?

24. Internal file transfer protocols. If the file was transferred within the firm, were the following protocols adhered to:

· Written handover memo outlining strategy, unresolved issues, and key dates?

· File organised and up-to-date at the time of transfer?

· Client consultation and involvement in approving the new practitioner?

· Costs implications (e.g. avoiding duplication) discussed with the client?

Y	N	N/A


☐	☐	☐



☐	☐	☐


☐	☐	☐

☐	☐	☐


		☐


☐	☐	☐

☐	☐	☐


☐	☐	☐


☐	☐	☐



Comments


Communications and record keepingY	N	N/A

25. Clear Documentation of Instructions. Are there clear records of the clients circumstances (factual situation), advice given and instructions received?

26. Written advice. Has relevant advice been confirmed in writing?

27. Deadlines and Limitation Periods. Has the client been informed in writing of important deadlines (such as subject to finance and settlement dates) and court and limitation dates?

28. Use of precedents. Have the firm’s precedents and advice letters been used?

29. Contemporaneous File Notes for Attendances. Are contemporaneous file notes recorded for all attendances (e.g. personal, telephone, court, video conference) and do they include:

· Date (including year) and time of attendance?

· Identity of the author?

· Duration of attendance (including start time and finish)?

· Who was present and location?

· Legibility and a note to the file (not a meaningless one to self)?

· Substantive details of instructions/advice/actions?

30. Client Reporting. Are letters of advice or progress reports sent to the client at:

· The outset of the matter (initial letter of advice)?

· Regular intervals?

· Critical junctures?

· When specific risk issues arise? (e.g. rejection of a settlement offer, property settlement delay, acting against instructions)

☐	☐	☐


☐	☐	☐



☐	☐	☐


☐	☐	☐



☐	☐	☐


☐	☐	☐

☐	☐	☐

☐	☐	☐


☐	☐	☐


☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐

Communications and record keeping cont…31. Confirmation of Strategy Changes. Are any changes to legal strategy and increased costs confirmed in writing to the client?

32. Response time to client requests. Is there timely and documented response to client requests, calls, emails, or other correspondence?

33. Complete Communication Records. Does the file contain copies of all relevant communications, including letters, emails, text messages and file notes?

34. Addressing Client Dissatisfaction. Has any client dissatisfaction been addressed promptly, and is there documentation of the resolution?



☐	☐	☐



☐	☐	☐



☐	☐	☐


☐	☐	☐



Comments

File and time management35. File organisation. Is the file well-organised, using appropriate or firm filing protocols (e.g. chronological order, divided sections)?

36. Compliance with filing protocols. Are documents filed promptly into one single source of truth and in accordance with the firm’s protocols (e.g. naming conventions)?

37. Use of firm’s workflow tools. Has the operator utilised firm workflows, including checklists, precedents, and templates?

38. Timely progress. Has the file progressed in a timely manner, and is there evidence of proactive management (rather than reactive)?

39. Deadline monitoring. Is there a system in place to monitor deadlines, such as limitation periods, court dates, and settlements (e.g. a centralised/shared diary system with backups and warning dates)?

40. Matter closure. If the matter is closed, is the file complete, archived, and marked for future destruction in compliance with the firm’s protocols?
Y	N	N/A


☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐
☐	☐	☐

Comments


Compliance with firm policies, procedures and Y	N	N/A

expectations
☐	☐	☐
41. Quality assurance. Does the work on this file comply with the firm’s standards and expectations?





Follow up actions
Individual file handler☐	☐	☐

· Process improvement☐	☐	☐

· Specific training☐	☐	☐

· Mentoring☐	☐	☐

· Changes to supervision delegations

The group/firm☐	☐	☐

· Share learnings across the group/firm
· Identify training opportunities☐	☐	☐

· Identify precedent changes required (urgent inaccuracies or 
future developments)☐	☐	☐
☐	☐	☐

· Risk identification


CommentsLast reviewed and updated by LPLC November 2024
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