SAMPLE – 
Closed Files Index – Prepared using word processor table format.  
Table format allows for “sorting” by columns.


CLOSED FILES INDEX

Numerical Order by Box #

	NAME

(client/matter/case)
	File NUMBER
 (client/matter/case)
	Cause NUMBER
 
	CASE CLOSED

	BANKERS

BOX #


	Smith v. Jones
	22010
	CV 99-0293
	01/29/01
	2001-001

	Smith v. Washington
	22011
	CV 98-1112
	01/30/01
	2001-001

	Martinez, Jose - Probate
	15030
	PR  01-2048
	02/15/01
	2001-002

	Abbott, Mary – Contract Dispute
	10011
	RE 00-2069
	05/22/01
	2001-002

	Johnson v. State of Arizona
	13040
	CR 97-0333
	06/03/01
	2001-003

	Olson, Michael v. Olson, Susan
	16092
	DR 00-9076
	06/14/01
	2001-003

	Olson, Michael – QDRO
	16093
	
	06/14/01
	2001-003


INSTRUCTIONS:

1. Create a Word or Word Perfect table (see Sample above) titled “Closed Files Index” which you will save on your computer. 

2. When the case/matter is completed and closed, add the Files to the next available Bankers Box, and then…

3. Immediately add the File Name to your Closed Files Index indicating the Box #.

4. You should also maintain a printout of your Closed File Index in a three-ring binder.  If so, you will also want to include an alphabetically-ordered copy of your Index in the binder, which will make it easier for you to quickly locate the Box in which a particular case/matter/client file was placed. [To perform a word processing “sort”, sorting alphabetically by NAME, if you are using Microsoft Word, place the cursor in the NAME column, press Alt+A, S, and follow the prompts.]

5. IT is not necessary to include in your Closed File Index a lot of detailed information, SO LONG AS you ALSO maintain a related or cross-referenced:  1) index card; or 2) computer database (with sufficient backup); or 3) loose-leaf book (i.e. printout from database, or case info sheet) which DOES CONTAIN sufficient details for conflict-of-interest checking, i.e. related parties names, date cases opened, etc.

6. Be sure to make an appropriate reference on the related 1) index card; or 2) computer database; or 3) loose-leaf book indicating the file/case/matter is closed and the Box # it is in

7. Include a copy of the Closed File Index (only the portion of the index referencing the contents of this particular Box #) inside the Bankers Box itself.  

� NAME:  This should be the same name as you list on your file and in your card index or database.  When listing a client’s full name, i.e. Mary Abbott, on a word processing index such as this, always list the Last Name, First Name format.  This will be important when you want to sort the list alphabetically.





� FILE Number:  This is the Number, or File I.D., unique to this NAME, which you have assigned based on your numbering system which you have established for your office.





� CAUSE NUMBER:  This is the number assigned by outside entity such as the Court.





� CASE CLOSED:  This is the date you actually closed the case





� BOX #:  This is the Year “2001” the case was closed, followed by the Box # “001”.  The purpose of indicating the Year is so that you can quickly identify the age of a closed box of files, assuming you review archived files once a year to determine those that can be destroyed.  (More on “Destruction” of files in another section.)  If you close more files, more often, it may be helpful to include the Month & Year, i.e. 10/01-001 for a file closed in October of 2001 and placed in the first Box.





