File memo
Client   Name, matter or file number

Date   Date, time, duration

Participants   Everyone involved, with their role

Occasion   Meeting, call or appointment, topic

Facts   What was stated, which documents were available?

Outcome   Advice given by the firm, decision by the client

Commitments and deadlines   Who committed to what, and by when?

Next steps   Task, owner, date

Author   Name, date written
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