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Google Suite: The photos are a display of the ALPP Google Suite.
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There are 5 folders in the suite.

The Client Intakes folder is the electronic file maintenance folder. Client Intakes has the
following folders: For Review; To Be Entered; Entered and Assigned; To Be Closed and Closed in
Database.



° For Review contains newly completed intakes to be reviewed at the intake meeting and opened in
the data base. It also contains the electronic Intake Forms, Closing Form and Supplemental Intake forms.

° To Be Entered is a holding spot for new intakes between the time of the Intake Meeting and them
being entered into the database by the data entry staff.
° Entered and Assigned is where intakes are filed by data entry staff after they have entered them

into the database. The intakes are filed according to the intake team member assigned to follow up.
Entered and Assigned contains a folder for each intake team member.

° To Be Closed in Database is where a supervising attorney moves closed intakes after reviewing
the completed work signing off on the Closing Form. It is a holding place for data entry staff to close the
file in the data base.

° Closed in Database is where intakes are filed that have been closed in the data base.

Organization and Labeling of Individual Client Folders
® Main Folder Labeled: Last, First — Legal Issue

Doe, John — 1106

° Inside Main Folder:

0 Intake Form Labeled: Doe, John — PA or NJ Intake Form — 1106

0 Narrative and Notes Labeled: Doe, John — Narrative and Notes — 1106

) Closing Form Labeled: Doe, John — Closing Form — 1106

0 Supplemental Folder is a subfolder within the main folder that holds anything that is not the

Intake Form, Narrative/Notes or the Closing Form
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