
DATE: [Insert Date] 

TO: [Recipient Name/Department Head] 

FROM: [Attorney/Paralegal Name] 

RE: INTERNAL STATUS UPDATE: [Case Name/Matter Number] 

 

1. EXECUTIVE SUMMARY 

[Briefly describe the current posture of the case and any significant changes since the last report.] 

2. PROCEDURAL STATUS 

• Current Phase: [e.g., Pleadings, Discovery, Pre-trial] 

• Last Major Action: [e.g., Motion to Dismiss filed on Date] 

• Upcoming Deadlines: [e.g., Discovery cutoff on Date] 

3. RECENT DEVELOPMENTS 

[Detail recent depositions, document productions, or rulings from the court.] 

4. RISK ASSESSMENT & EXPOSURE 

Liability: [Low / Medium / High] 

Potential Damages: [Estimated Dollar Range] 

Budget Status: [Under / Over] projected legal spend. 

5. STRATEGY AND NEXT STEPS 

1. [Immediate action item 1] 

2. [Immediate action item 2] 

3. [Settlement/Mediation prospects] 

6. REQUESTED ACTIONS 

[Specify if approval is needed for settlement authority, expert witness hiring, or budget 

increases.] 

Respectfully submitted, 



[Signature] 


