[bookmark: case_status_update_email_template]Case Status Update Email Template
Template — copy into your email client, personalize the bracketed fields, and adjust the tone to fit your firm's voice.
Attorney Review Required. This template is a communication aid only. Confirm that any case specifics you share comply with your jurisdiction's rules on client communication and confidentiality, and that the update is accurate before sending.
[bookmark: template]Template
Subject: Case Update — [Client Last Name] v. [Opposing Party] — [Date]
Dear [Client First Name],
I hope this note finds you well. I wanted to provide you with an update on the status of your matter.
Recent Developments
Since our last update on [Date of Last Update], the following has occurred:
· [Development 1 — e.g., "We received the opposing party's response to our motion."]
· [Development 2 — e.g., "The court scheduled a hearing for [Date]."]
· [Development 3]
Current Status
[One or two sentences summarizing where the matter currently stands in plain language — e.g., "We are currently awaiting the court's ruling on our motion to compel, which we expect within the next 30 days."]
Next Steps
· [Next step 1 — e.g., "We will file our reply brief by [Date]."]
· [Next step 2 — e.g., "We anticipate the deposition of [Witness] will take place the week of [Date]."]
Action Needed From You
· [Action item 1 — e.g., "Please review and sign the enclosed declaration and return it by [Date]."]
· [Action item 2 — e.g., "Please provide the additional documents requested (see attached list)."]
(If there is nothing needed from the client at this time, replace this section with: "There is nothing further needed from you at this time — we will reach out as soon as there is a meaningful update.")
Estimated Timeline
Based on where things stand, we currently expect [next milestone, e.g., "a ruling on the pending motion" or "trial"] around [estimated timeframe]. As always, timelines in litigation can shift, and we will let you know promptly if that changes.
Questions?
Please don't hesitate to reach out if you have any questions in the meantime — you can reach me at [phone] or [email], or log in to your client portal at any time to view your case documents and billing.
Best regards,
[Attorney Name] [Firm Name] [Phone] | [Email]

[bookmark: usage_notes]Usage Notes
· Send status updates on a consistent cadence (e.g., every 2–4 weeks, or after any significant development) — regular communication is one of the most common client satisfaction factors and helps reduce "checking in" calls.
· Keep the Current Status section in plain language a non-lawyer can understand; save legal jargon for formal filings.
· If your firm uses a client portal, note that case documents and invoices are available there so clients get in the habit of checking it directly.
