New Divorce or Custody/PT – Initial Steps Checklist

Step 1 – Receive New Client Intake Email & Verify MyCase Info
☐  Review intake email and confirm signed retainer agreement; follow up with intake specialist if retainer is missing
☐  Review MyCase case and verify/update Court Admin, Judge, OPA, court file number, staff hourly rates, and assigned staff contacts
☐  Review PC notes for additional case information and background
☐  Make sure billing is entered for all work completed
Step 2 – Review MCRO (Within 24 Hours of Intake Email)
☐  Review MCRO for related criminal, child support, divorce, custody, or other potentially relevant cases
☐  Download and save publicly available relevant documents and share with client in MyCase
☐  If a divorce/custody matter has already been filed, enter the case number in MyCase, calendar hearings, and save notices to the file
Step 3 – Send Intake (Within 24 Hours of Intake Email)
☐  Review intake form options carefully and select the correct intake form based on PC notes and attorney consult information (Confirm with attorney if needed before sending intake)
☐  Send intake form email to client 
Step 4 – Share Initial KH Documents to Client via MyCase
☐  For divorce matters, upload Divorce Flow Chart and Initial Document Checklist for Divorce
☐  For custody/paternity matters, upload Initial Document Checklist for Custody
Step 5 – Send Introduction / Intake Message
☐  Send introductory MyCase message explaining your role, the purpose of the intake form, and requesting prompt completion
☐  Explain the purpose of the shared documents and the discovery process
☐  Request any documents received from the opposing party or attorney
☐  Encourage client to reach out with questions or issues accessing the intake
Step 6 – Set Task Reminders
☐  Create MyCase task reminder to verify whether client completed intake within 2 days
☐  If intake is not completed, send follow-up text message confirming client received communications and offering assistance
☐  Reset reminder task for 3–4 days later and follow up again if necessary
☐  Call client if needed to confirm they are receiving communications
Step 7 – Draft Pleadings (Within 48 Hours of Receiving Completed Intake)
☐  Review completed intake and determine whether client is Petitioner or Respondent
☐  Follow applicable drafting, serving, and filing procedures for initial pleadings
