
3.5
Pro bono database and sample monthly report

1 Database – sample fields

	Request Date:
	
	
	

	Matter Number:
	
	Accepted:
	


	Client:
	

	Contact Made By:
	

	Date Of Birth:
	

	Address:
	


	Town/Suburb:
	
	State:
	

	Postcode:
	
	
	

	Telephone:
	
	Facsimile:
	

	Language Spoken at Home if not English:
	
	
	


	Income Source:
	
	


	Client Category:
	
	
	

	Referred From:
	
	
	

	Referred To:
	
	
	

	Area Of Law:
	
	
	

	Outline of Case:
	
	
	

	Decision:
	
	
	

	Other Side:
	 Specify: 
	
	

	Costs Letter:
	
	
	

	Costs letter signed:
	
	
	

	Limitation Date:
	
	
	

	Supervising Partner:
	
	
	

	Group:
	
	
	

	Solicitor(s):
	
	
	

	Completed:
	No
	
	

	File:
	Open
	
	

	Date Closed:
	
	
	

	Rate:


	
	
	

	
	Status of matter
	
	

	
	
	

	29/04/2003
	Details of the status of the matter go in here.
	
	

	29/04/2003
	 Previous status reports go below.
	
	

	

	

	

	

	

	

	

	

	

	

	


2 Sample monthly report – status of matters

	Client
	Starting Date
	Matter #
	Partner
	Solicitor(s)
	Matter  Type
	Outline of Matter

	Current Status

	Creators Rights Centre
	10/12/02
	239999
	Joanne Bloggs
	Jo Yong
	Entertainment
	Solicitor/legal advice night
	01/04/03 – JY  advising Brown family regarding publishing/recording agreement




  
regarding publishing/

	Maria Veska
	20/02/03
	101010
	Andrew Smith
	Lisa Pierce
	Discrimination

	Communication to the Human Rights Committee
	01/04/03 –  Communication forwarded to the UN. Awaiting response.

01/03/03 – Taken initial instructions, drafting Communication

	John Doe
	03/06/02
	100009
	Wendy Hu
	Lindsay Brown
	Employment 
	Workplace Agreement
	01/04/03 – No further developments – ready to go to hearing. 

01/03/03 – all  documentation  completed. Applications to dismiss  revocation application and appeal lodged – waiting hearing  dates. Wage increases should be paid this week and back dated
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