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� Set appointment (Lolly�
� Draft retainer (Michael�
� Send retainer (Lolly�
� Monitor receipt of 

agreement + retainer (Lolly)

If settles

Settlement statement 
(Angela)

Settlement release review 
(Drew)

Get client signature (Angela)

Monitor check collection 
(Angela)

Pay everyone (Angela)

Pay Advocate (Angela)

Move firm money (Michael)

Request review (Angela)

File case dismissal 

If doesn’t settl�
� Trial prep (Drew�
� Prepare exhibit list and 

notebooks (Drew�
� Witness list (Drew�
� Draft jury charge (Drew�
� Draft pre-trial motion 

(Drew)
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� Send client packet (Rawan�
� Confirm packet completed (Rawan�
� Enter into FileVine (Rawan�
� Confirm limitations correct (Angela�
� Set up treatment if necessary (Rawan�
� Send out LOR's (Rawan)

� Monthly client check-in (Rawan�
� Confirm treatment complete (Rawan�
� Records requests (Rawan�
� Demand draft (Rawan�
� Finalize and approve demand (Rawan�
� Send demand (Pete�
� Negotiations (Pete�
� Settle, move to Lit or refer out (Rawan)


If settle�
� Confirm Liens/ subrogation (Rawan�
� Request reductions (Rawan�
� Settlement statement (Rawan�
� Settlement release review (Pete�
� Get client signature (Rawan�
� Monitor check collection (Rawan�
� Pay everyone (Angela�
� Pay Advocate (Angela�
� Move firm money (Michael�
� Request review (Rawan)

� If settle�
� Confirm Liens/ subrogation 

(Angela�
� Request reductions (Angela�
� Settlement statement (Angela�
� Settlement release review (Pete�
� Get client signature (Angela�
� Monitor check collection (Angela�
� Pay everyone (Angela�
� Pay Advocate (Angela�
� Move firm money (Michael�
� Request review (Angela�
� File case dismissal (Angela)


If doesn’t settl�
� Trial prep (Angela�
� Prepare exhibit list and notebooks 

(Angela)�
� Witness list (Angela�
� Draft jury charge (Angela�
� Draft pre-trial motion (Angela)





� Confirm complete meds with 
affidavit (Angela�

� Pleadings drafting (Michael)�
� Request service (Angela�
� Confirm service complete 

(Angela�
� Confirm answer filed (Angela�
� File affidavits (Angela�
� Draft and submit scheduling 

order (Angela�
� Retain experts (Pete�
� Confirm scheduling order 

entered (Angela�
� Calendar deadlines 
(Angela�
� Respond to disclosures 

(Angela�
� Discovery drafting (Angela�
� Draft discovery responses 

(Angela�
� Finalize discovery responses 

(Pete�
� Schedule depositions (Angela)�
� Schedule mediation (Angela)


� If settle�
� Confirm Liens/ subrogation 

(Angela�
� Request reductions (Angela�
� Settlement statement 

(Angela�
� Settlement release review 

(Drew�
� Get client signature (Angela�
� Monitor check collection 

(Angela�
� Pay everyone (Angela�
� Pay Advocate (Angela�
� Move firm money (Michael�
� Request review (Angela�
� File case dismissal (Angela)


If doesn’t settl�
� Trial prep (Drew�
� Prepare exhibit list and 

notebooks (Drew�
� Witness list (Drew�
� Draft jury charge (Drew)�
� Draft pre-trial motion (Drew)





� Confirm complete meds with 
affidavit (Angela�

� Pleadings drafting (Drew�
� Request service (Angela�
� Confirm service complete 

(Angela�
� Confirm answer filed 

(Angela�
� File affidavits (Angela�
� Draft and submit scheduling 

order (Drew�
� Identify kind of expert (Pete�
� Find experts (Drew�
� Approve experts (Pete�
� Confirm scheduling order 

entered (Angela�
� Calendar deadlines 
(Angela�
� Respond to disclosures 

(Angela�
� Discovery drafting (Drew�
� Respond to discovery (Drew�
� Schedule depositions 

(Angela�
� Schedule mediation (Angela)


� Pleadings drafting (Drew�
� Request service (if plaintiff) (Angela�
� Confirm service complete (if plaintiff) 

(Angela�
� Confirm answer filed (if plaintiff) 

(Angela�
� Draft and submit scheduling order 

(Drew�
� Identify kind of expert (Michael�
� Find experts (Drew�
� Approve experts (Michael�
� Confirm scheduling order entered 

(Angela�
� Calendar deadlines (Angela�
� Respond to disclosures (Drew�
� Discovery drafting (Drew�
� Respond to discovery (Drew�
� Schedule depositions (Drew�
� Schedule mediation (Drew)
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