372 Trial Management Checklist
The timetable checklist below should be attached to your file so you can monitor the progress of your case. When you have completed each step, indicate the date in the respective column. Review the checklist from time to time to make sure that the case is not getting stale and that the proper procedures are being followed.



Date

Activity

Completed
A. Initial client contact 

 1. Meet with client. 

 2. Medical authorization forms signed.

 3. Employment information authorization form signed. 

 4. Tax form signed.

 5. Other authorization forms completed. 

 6. General intake form completed.

 7. Specific incident intake form completed. 

 8. Medical intake form completed.

 9. Client provided with information and instruction booklet. 

10. Contingent Fee Agreement executed and explained.

11. File established.

12. Availability of medical or health insurance explored.

B. Investigation of the case

 1. Investigator retained, if necessary. 

 2. Police reports obtained.

 3. Other governmental reports, if appropriate, obtained. 

 4. Scene of accident visited.

 5. Names of witnesses obtained.

 6. Witnesses contacted and/or visited.
 7. Photographs obtained.

 8. Secretary of State report obtained. 

 9. Expert retained, if necessary.

10. Initial medical reports obtained. 

11. Initial medical bills obtained.

C. Contact with insurance company.

1. Defendant and/or insurance carrier notified of representation. 

2. Statutory Notice of Claim, if appropriate, sent to potential defendant(s).

3. Initial medical reports and medical bills furnished to insurance carrier.

4. Police report or other governmental reports furnished to insurance adjuster.

5. All appropriate insurances checked: 

a. Medical payments.

b. Health insurance from various sources. 

c. Workers’ Compensation.

d. Uninsured/underinsured motorist coverage.



Date
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Completed
e. Medicare/Medicaid.

f. Property damage.

g. Disability insurance.

h. Any other appropriate insurance coverage.

D. Activities before settlement negotiations

 1. All medical reports obtained and reviewed. 

 2 All medical reports furnished to adjuster. 

 3. All medical bills furnished to adjuster.

 4. Review of all subrogation, liens, workers’ compensation re-payment, 
and other possible deductions from the settlement.

 5. All lost wage and loss of income information received and reviewed. 

 6. All photographs obtained and sent to adjuster.

a. Photographs of property damage. 

b. Photographs of scene.

c. Photographs of injury.

d. Photographs of permanent disfigurement.

 7. Permanent impairment or permanency report obtained from 
physician.

 8. Settlement range discussed with, and approved by, client. 

 9. Settlement brochure prepared, if appropriate.

10. Demand figure established.

11. Letter of demand or request for settlement completed and sent to 
adjuster.

E. Settlement negotiations

1. First response from insurance adjuster.

2. First offer from insurance adjuster communicated to client.

3. Reduced request for settlement or demand sent or communicated to 
adjuster.

4. Adjuster’s response to reduced demand received and communicated 
to client.

5. Further information requested by adjuster sent to insurance carrier. 

6. Final settlement authority obtained from client.

7. Settlement agreed to by attorney and insurance adjuster. 

8. Settlement confirmed in writing, if necessary.

F. Post settlement

1. Check and/or release received from insurance company. 

2.  Execution of release and check by client.

3. All unpaid medical bills established and paid. 

4. All lien holders and subrogation parties paid. 

5. Client informed and approved of disbursement amount 

6. Release sent to adjuster.

7. Client paid.

8. Thank you letters to appropriate parties.
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Completed
G. Commencement of lawsuit.

 1. Complaint drafted and filed.

 2. Summons completed and sent for service upon defendant.

 3. If appropriate, copy of suit and summons to insurance company.

 4. Summons served upon defendant and returned to plaintiff’s counsel. 

 5. Summons and Complaint timely filed in court.

 6. Discovery commenced by plaintiff:

a. Interrogatories served upon defendant’s counsel.

b. Requests for production of documents served upon defendant’s 
counsel.

c. Request for admissions served upon defendant’s counsel. Notices 
of deposition of appropriate parties served upon defendant’s 
counsel.

 7. All potential experts notified of pending action. 

 8. Discovery from defense counsel completed.

a. Notification of expert information to defense counsel.

b. Plaintiff’s interrogatory answers completed and sent to defense counsel.

c. Plaintiff’s response to request for admissions completed within 
30 days.

d. Plaintiff’s response to request for production of documents completed 
and sent to defense counsel.

e. Plaintiff and other witnesses prepared for their depositions. 

 9. Plaintiff’s physicians deposed by video tape or otherwise for trial. 

10. Trial management report and other pretrial documents required by 
court filed.

H. Trial

 1. Plaintiff prepared for trial.

 2. All witnesses notified and prepared.

 3. Expert witnesses notified and available.

 4. Exhibits prepared and marked.

 5. Motions in Limine prepared and filed, if necessary.

 6. Illustrative aids and diagrams prepared.

 7. All depositions digested and indexed.

 8. All discovery reviewed.

 9. Trial notebook prepared.

10. Voir dire questions prepared.

11. Opening statement prepared.

12. Direct examination of all witnesses prepared.

13. Video taped depositions of expert witnesses reviewed and edited.

14. All medical bills reviewed and prepared for submission to jury.

15. All medical information certified, if necessary, for admission into evidence.

