
 

 

Sample Case Closing Memo 
 

Case Closing Memo 
 
[Date] 
To: [Program Director/Manager] 
From: [Staff Name] 
Re: [Client Name & Contact Information] 
 
 
Summary of Client Immigration History & Benefits Applied:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 
Summary of Procedural History/Action Taken on the Case:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 
Case Outcome:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Next Steps:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 


