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 Case Management Checklist 
 

☐ Use a Standardized Notes Template: Ensure all notes follow the selected format (e.g., SOAP 

or DAP) and are documented immediately after each client session. 

☐ Conduct an Initial Needs Assessment: Gather detailed client information using intake forms 

and needs assessment templates. 

☐ Set Clear and Measurable Goals: Define SMART goals and develop action plans tailored to the 

client’s specific needs. 

☐ Use Assessment Tools Consistently: Utilize appropriate assessment tools (e.g., nursing 

assessment tools or social work templates) to evaluate client progress. 

☐ Document Key Interactions: Maintain comprehensive records of meetings, action steps, and 

outcomes. 

☐ Monitor and Review Case Plans: Schedule periodic reviews to assess client progress and 

adjust plans as needed. 

☐ Maintain Consistency with Templates: Utilize Excel-based or printable case management 

templates for tracking progress efficiently. 

☐ Communicate with Clients and Stakeholders: Regularly update clients and other stakeholders 

on progress, changes, and next steps. 

☐ Complete Follow-Ups Promptly: Ensure follow-up actions are recorded and completed by the 

assigned deadlines. 

☐ Customize Templates When Necessary: Adapt templates and checklists to meet the unique 

requirements of your organization or case type. 

 

Pro Tip: Review this checklist at the start and end of each case to ensure all essential tasks are 

completed. This practice helps reduce errors and ensures high-quality case management 

services. 

Pro Tip: Tailor the checklist to fit your organization’s requirements. Customizing it ensures 

that your workflow aligns with internal policies while still covering all critical areas. 
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View our website for more helpful guides:  
https://casemanagementhub.org/ 
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