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Introduction

When the terms “lawyer” or “law firm” are mentioned most people associate
these nouns with rules and laws, courthouses, case arguments, or the last time
they had a speeding ticket and sought out an attorney to handle their issue.
“Business” isn’t typically the first thing to come to mind but the truth is a lawyer
engaged in the practice of law is as much a business as any other type of
company. Law firms must be organized and smart about how they conduct
business because just as in life, “Those who fail to plan, plan to fail.”

In his famous assertion, Heraclitus of Ephesus, a Greek philosopher, said that
“Life is Flux” (Panta Rhei in Greek, meaning everything or all things change).
(https://www.ancient.eu/Heraclitus_of Ephesos) The legal industry is a testament
to that idea as it has and continues to evolve at a rapid pace. If today’s law firms
want to be successful, they must adapt. While keeping up with changes in
technology, the economy, politics, relationships, and life seasons can make your
head spin, there are progressive tactics legal professionals can employ to run their
law offices efficiently.

Firm Structure — What do those letters mean?

Due to the sensitive nature of legal business and the general public who lawyers,
paralegals and staff serve it’s important that anyone in the legal industry begin by
ensuring their offices follow the rules and regulations set forth by the North
Carolina State Bar.

The North Carolina State Bar was created in 1933 by the North Carolina General
Assembly as the government agency responsible for the regulation of the legal
profession in North Carolina. The State Bar currently regulates over 28,000
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licensed lawyers. Protection of the public and protection of the system of justice
are the objectives of regulation. (www.ncbar.gov/about-us/who-we-are)

Once you have a thorough understanding of the rules and regulations of the North
Carolina State Bar pertaining to the practice of law, decisions must be made
regarding the firm structure. It’s important to consult with a tax professional in the
beginning to know what type of organization is best for your situation. Common
types of law firm structures in North Carolina are:

Sole proprietorship / Solo Practitioner

e One lawyer practices alone and assumes all assets, profits and
liabilities in his / her personal name

e Can practice under an assumed or trade name after filing the
appropriate paperwork with the local county government offices

General partnership

e Two or more lawyers who share ownership, assets, profits and
liabilities in their personal names;

e All partners have authority to manage the business aspects of the firm
(unless otherwise stated by partnership agreement)

Reqistered Limited Liability Partnerships (LLP)

e Two or more lawyers who partner with one another, but no partner is
liable to any creditor of the law firm nor is any partner liable for any
negligence on the part of any other partner. The LLP is taxed as a
partnership while keeping the liability protection of a corporation.

e Are required to register with the State Bar prior to filing Articles of
Organization with NC Secretary of State

Professional Corporations / Associations (PC / PA)

e A Corporation is owned by its shareholders and managed by a board of
directors (including the required professional “licensees’) elected and
acting under authority of the Articles of Incorporation and Bylaws of
the corporation.

e Professional licensees are personally liable for malpractice in
providing professional services. A shareholder, director, or officer of a
professional corporation is not individually liable for the malpractice
of another shareholder, director, or officer unless the services are
provided under his or her supervision or direction or direct
involvement.
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e The corporation is taxed on its income. Shareholders are taxed on
dividends and other distributions received from the corporation
(double taxation).

e Are required to register with the State Bar prior to filing Articles of
Organization with NC Secretary of State

Professional Limited Liability Company (PLLC)

e A limited liability company (LLC) is formed by lawyers who will provide
professional legal services. LLCs in general are businesses registered with
the state that consist of one or more people, called “members” who own
the business. Like other LLCs, PLLC Members have no personal liability
except to the extent of their capital contributions.

e Are required to register with the State Bar prior to filing Articles of
Organization with NC Secretary of State

(North Carolina Secretary of State; NC Bar Association “North Carolina Small
Law Office Resource Manual”, “Law Firm Organization” by Malvern F. King,

Jr.)
Human Resources

One of the first employees a lawyer hires, is most likely a paralegal. A paralegal
can wear many hats in a law firm or legal department setting. In 2004, the North
Carolina State Bar approved, and the North Carolina Supreme Court adopted the
Plan for Certification of Paralegals. According to the NC State Bar, the voluntary
program has assisted the development of paralegal standards, raised the profile of
the paralegal profession, and standardized the expectations of the public and other
legal professionals. “As multi-skilled professionals, paralegals have a diverse
knowledge base and must practice effective interpersonal communication skills to
maintain collaborative relationships within the legal team. Paralegals, like
lawyers, continue to be held accountable to high ethical and professional
standards.” (https://www.nccertifiedparalegal.gov/about-us/plan-for-certification)

Law firms in North Carolina must abide by the same federal and state
employment laws as other businesses. These laws vary based on the number of
employees the law firm employs. It’s important to be familiar with the laws that
apply to your law firm in order to be compliant and a responsible employer.

Employment Search, Resumes and Interviewing

The Association of Legal Administrators recently released the results of their

2018 Annual Compensation and Benefits Survey. The report featured input from

over 9,000 legal industry professionals from over 900 United States law firms.

One staggering finding was a significant increase in staff (non-attorney)

turnover—which rose from approximately 43% to 54%—at U.S. law firms from

2017 to 2018. Firms at both ends of the size spectrum were particularly affected.
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At organizations with 200 or more attorneys, staff turnover nearly doubled,
moving from 16% in 2017 to 31% in 2018. Firms with less than 10 attorneys
experienced a massive 131% increase, with staff turnover escalating from 68% to
158%. (Association of Legal Administrators 2018 Compensation and Benefits
Survey Executive Summary)

Whether the increases in staff turnover are caused by technology advancements,
law firms downsizing staff to attorney ratios or simple employment changes,
knowing how to look for your first or next job and being prepared for that process
will benefit you in this competitive market.

If you’ve recently completed a paralegal studies program and are taking the North
Carolina Certified Paralegal Exam or are an established paralegal looking for a
career change, you’ve probably thought about your next steps and job search.
Luckily there are several avenues to look for employment in a law firm.

e Online job search engines

e Legal industry association job boards
e College job boards

e Classifieds / Print advertisements

e Social media

e Law Firm websites

e Recruiting / staffing agencies

e Word of Mouth and Networking

Resumes are still relevant and paramount in today’s job search. You want to craft
a resume that is professional, attractive and accurately describes your skills and
experiences. Have a trusted friend or family member examine your resume or hire
a resume review service to assist you. They may discover typos you are
overlooking or have suggestions for improvement. Even one error can destroy
your chances at a job you may very well be a great fit for so review, review and
review!

In addition to a solid resume many employers will search online to learn more
about the candidates who have applied for their job opening. You should make
personal social media accounts private and create a professional LinkedIn account
that highlights your experiences and abilities. Employers today want well-rounded
individuals who will reflect and improve upon the company’s culture, values and
mission. Consider your resume and online professional profiles as personal
marketing tools and make sure each reflects the positive ways you can contribute
to the organization.

When applying for a job advertisement, make sure you pay attention to the details
of the listing. If it calls for a cover letter and resume, don’t simply send your

4



resume. Tailor your cover letter and resume to the job for which you are applying
and emphasize your relevant skills. Addressing each requirement of the
advertisement is essential. If you can’t follow the instructions in the job listing,
the employer may not have confidence that you can execute the duties of the job.

After you’ve received an invitation to interview keep these tips in mind:

o Keep all communication with the potential employer professional

e Research the law firm or company you are interviewing with thoroughly

e Prepare for common interview questions

e Arrive to the interview early

e Ifaphone/ online interview, make sure you have a clear connection, and
no distractions

e Come dressed professionally for in-person or video interviews

e Maintain a professional, positive and upbeat attitude

e Speak clearly and confidently on why you are the right candidate for the
job

e Bring extra copies of your resume and copies of personal and professional
references

o Be prepared with specific examples of your work

e Be respectful

e Be prepared to ask your own questions about the job or company

e Be honest

e Ask about next steps and the hiring timeline

e Follow up with a personalized thank you note either by email or mail

Goal Setting

Lawyers and paralegals alike are often so caught up in the everyday aspects of
practicing law they lose sight of and lack focused goals for managing the
business. The journey starts by creating a roadmap establishing goals and creating
small benchmarks to arrive at your desired destination and helping your law firm
or law organization progress toward the future.

Merriam-Webster defines a goal as “the object of a person's ambition or effort;
an aim or desired result”. Long term and short term goal setting is of the utmost
importance if you want to grow personally or professionally. | prefer to look at
the big picture and then break that down into smaller, short term items to achieve
my larger goal.

One popular technique of goal setting is known as the S.M.A.R.T. method.
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e Goal needs to specifically say what you are trying to achieve. The
more precise you are in labeling your objective, the better you are able
to elaborate and create actionable tasks to be successful.

Measureable

e Goal should be measureable so you can evaluate your progress and
stay motivated. Define important criteria so you will have a clear
understanding of how you know when your goal is accomplished.

Achievable / Actionable

e Goal must be realistic and attainable. It can be a challenge but
shouldn’t be impossible. What steps do you need to take to make this
goal a reality?

Relevant

e Goal needs to be relevant and consistent with your broader goals. Is
the timing right for this goal?

Time-Based

e Goal should have a target deadline and date assigned. Be sure you are
setting realistic timeframes to complete the tasks needed. Keep
yourself accountable or enlist a trusted individual to help you stay the
course for your timeline. It’s wise to set smaller benchmarks prior to
the final deadline to measure and make sure you are on track to attain
your goal. This is also helpful with motivation to complete the goal.

Incorporating goal setting within your law firm annually is a good practice that
allows management, lawyers, paralegals and staff to be on the same page. Be sure
to check in a few times throughout the year to evaluate progress and modify as
needed. Good leaders have a plan and having a clear understanding of personal,
mutual and business goals helps collaboration on all levels.

Finances and Accounting

Making money and a living is one of the biggest reasons someone starts or buys
into a business. If a firm wants to thrive, grow and be successful they must be
knowledgeable and cognizant of the office’s finances. If income and expenses
aren’t tracked closely by an organized financial system it’s easy to lose control.
Many lawyers find this process daunting but it is absolutely necessary. Financial



documents are helpful to determine the health status of the law firm and helps
management plan for the future of the practice.

Budgeting

Budgeting and forecasting are essential to the law firm’s business. Realistic,
attainable goals should be set at the beginning of the firm’s fiscal year and the
format simple. A budget is purely an estimate of income and expenses for a
period of time with categories. It tells where you are and a planning tool for where
you want to be at the end of the time period. The budget also needs to be reviewed
frequently to see how close the business is meeting estimates and make
adjustments as needed. Having a budget forces the owner(s) of the firm to plan
rather than having money control the future and decisions.

Pricing and Fee Structures

The typical law firm provides services through hourly fees, contingency fees, flat
fees and pro bono or a combination of two or more of these structures. Each
business will have a unique formula to determine the fees charged and what
percentage of their business will accept which type of financial arrangement.
These decisions will be made based on the practice area, the location of the
services offered and prospective clients.

The recent trend has been moving towards clients requiring flat fee or alternative
fee arrangements (AFA). Large companies such as Microsoft and
GlaxoSmithKline are abandoning the transactional model in favor of AFAs.
According to David Howard, Microsoft’s deputy general counsel, Microsoft
specifically is aiming to move 90 percent of the company’s legal work to such
arrangements by the end of this year. In the article titled, Microsoft Shifts From
Paying Outside Lawyers by the Hour by Elizabeth Olsen, Microsoft hopes this
arrangement will encourage more interaction and engagement between their
lawyers and key advisors. (Microsoft Shifts From Paying Outside Lawyers by the
Hour, New York Times, Elizabeth Olsen, 8/3/17) Law firms of all sizes should
monitor these practices and adjust their fee agreements accordingly to stay
competitive and relevant.

Profit & Loss

The profit and loss (P&L) statement is a financial statement that summarizes the
revenues, costs and expenses incurred during a specified period, usually a fiscal
quarter or year. The P&L statement is synonymous with the income statement.
These records provide information about a company's ability or inability to
generate profit by increasing revenue, reducing costs or both. Some refer to the
P&L statement as a statement of profit and loss, income statement, statement of
operations, statement of financial results or income, earnings statement or expense
statement. (https://www.investopedia.com/terms/p/plstatement.asp)
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Balance Sheet

A balance sheet is a financial statement that reports a company's assets, liabilities
and shareholders' equity at a specific point in time, and provides a basis for
computing rates of return and evaluating its capital structure. It is a financial
statement that provides a snapshot of what a company owns and owes, as well as
the amount invested by shareholders.
(https://www.investopedia.com/terms/b/balancesheet.asp)

Collections and Timekeeper Productivity

A Collections report tells how much money the firm has brought in and can be
broken down by working and originating timekeepers to report the productivity of
each lawyer, paralegal or staff member. These reports can help a law firm
determine where efficiencies are working and where improvements can be made.

Accounts Receivables (A/R)

An accounts receivable aging is a report that lists unpaid client invoices by date
ranges. The aging report is the primary tool to determine which invoices are
overdue for payment. A typical aging report lists invoices in 30-day "buckets” up
to 121+ days old. (https://www.accountingtools.com/articles/what-is-accounts-
receivable-aging.html)

Accounts Payable

An accounts payable aging report shows the balances you owe to your vendors.
The debts consist of inventory, supplies, and services you buy to operate your
business. The aging of accounts payable tracks who your creditors are, how much
you owe, and how long you’ve owed debts.
(https://www.patriotsoftware.com/accounting/training/blog/accounting-payable-
aging-report-sample)

Trust Accounting

According to the North Carolina State Bar’s Lawyer’s Trust Account Handbook,
“On a daily basis, a lawyer in private practice will receive, hold, and disburse
money that belongs to the lawyer’s clients and to third parties in conjunction with
the representation of clients. Millions of dollars flow through the hands of
lawyers while serving clients—making the handling of client funds one of the most
significant fiduciary obligations of lawyers to their clients. To reduce the
possibility of theft, misappropriation, or mishandling of client funds, the North
Carolina State Bar established trust accounting standards in Rule 1.15 of the
Rules of Professional Conduct, and implemented a program of random audits of
lawyers’ trust accounts.”


https://www.investopedia.com/terms/b/balancesheet.asp
https://www.accountingtools.com/articles/what-is-accounts-receivable-aging.html
https://www.accountingtools.com/articles/what-is-accounts-receivable-aging.html
https://www.patriotsoftware.com/accounting/training/blog/accounting-payable-aging-report-sample
https://www.patriotsoftware.com/accounting/training/blog/accounting-payable-aging-report-sample

The North Carolina State Bar Plan for Interest on Lawyers' Trust Accounts
(“IOLTA”) was established by the North Carolina State Bar and the North
Carolina Supreme Court to generate income from lawyers' trust accounts in order
to fund programs for the public's benefit.

Any funds that are entrusted to a lawyer have very strict safekeeping and
recordkeeping requirements. The North Carolina State Bar requires a monthly
reconciliation, a three-way reconciliation and a random quarterly review.

Office Processes
Client Intake

Customer service, whether catering to new potential clients or long-established
clients, should always be your law firm’s number one goal. First impressions are
everything and as related to prospective clients, the stakes couldn’t be higher.
Today’s clients are web savvy, sophisticated and thanks to “Dr. Google” have
many lawyers competing for their business. How you initially interact with clients
in the first few minutes can make or break the relationship and probability of the
potential client choosing to retain your services. For this and risk management
reasons, your law practice should have clearly written intake forms and
procedures.

When drafting a client intake form you need to carefully think through the
pertinent information needed to determine if you are the appropriate lawyer to
assist the client and if expectations can be met. No intake form is alike and each
should be tailored to your practice area.

The form should include at least these basic items:

1. Personal information (name of prospective client, any other names they
are known by, contact information including telephone number, address,
email address, which of these forms of communication they prefer, and
what time is most convenient to contact)

2. Names of ALL parties involved

3. Brief description of the issue

4. What does the prospective client hope to accomplish and consider a
successful resolution

5. How the prospective client found the law firm.

This form should be available to any employee of the firm answering telephone
calls as well as on your firm’s website.

There are also several freelance paralegals or virtual receptionist options such as
Ruby Receptionists, Back Office Betties, LexReception and Answerl who can
professionally handle your intake needs if you are a solo practitioner who doesn’t
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have time to handle inbound calls or if your firm desires that task to be
outsourced. Several of these services also offer bilingual assistants which could
expand your client base.

Whoever is answering your telephone needs to be polite, friendly, speak clearly,
and portray a positive upbeat attitude. Nobody wants to talk to someone who
makes them feel unwelcome or as if they are inconveniencing the person they
reached out to for assistance. They will certainly take their business elsewhere
and your reputation could suffer.

Another important thing to communicate is to let the client know when to expect a
return call or email. Best practice is the sooner the better but definitely within 24
hours of the initial contact. If you are unable to contact the prospective client back
within 24 hours, it’s a good idea to contact the individual and let them know you
haven’t forgotten about them and communicate when you are able to get in touch.
Most people understand and appreciate this information as long as it is clearly
communicated. Then you must return the call when you say you will.

Conflict Checks

After a prospective client contacts your firm the very first thing that should be
performed is a conflict of interest check.

Rule 1.7 Conflict of Interest: Current Clients

(a) Except as provided in paragraph (b), a lawyer shall not represent a client if
the representation involves a concurrent conflict of interest. A concurrent conflict
of interest exists if:

(1) the representation of one client will be directly adverse to another client; or

(2) the representation of one or more clients may be materially limited by the
lawyer ’s responsibilities to another client, a former client, or a third person, or by
a personal interest of the lawyer.

North Carolina Rules of Professional Conduct

There are serious consequences to a lawyer’s license if they represent parties who
are opposed to each other or if representation will be limited by the lawyer’s
responsibilities to another client.

A reliable computer system or another form of office circulation is vital for the
conflict checks process. It’s also crucial for the employee entering the data in the
conflicts database to enter the information accurately. If a name is misspelled or
omitted that could cause an inadvertent issue at a later date. If a conflict is
discovered you must immediately let the prospective client know you are unable
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to represent them due to a conflict of interest and not pass on any other
information provided to your office.

Engagement Agreements

Once your conflict of interest check has been performed and there are no
conflicts, you need to enter into an Engagement Agreement. Some assume a
formal Engagement Agreement will offend the client but if drafted and presented
in the right way, it’s more than just a document where everyone agrees to pay the
lawyer. An Engagement Agreement protects the lawyer and the client equally.

An Engagement Agreement should include:

Name of party / parties being represented

Scope of work to be performed

Firm’s matter name and file number

Type of fee structure the legal work will be performed under and any
applicable rates and / or percentages for each employee assigned to the file
How expenses incurred throughout representation will be handled

The firm’s billing procedures, collection terms and methods of payment
accepted

Client’s responsibilities

Attorney and Law Firm’s responsibilities

Procedures for termination of services by either party

10 Fee dispute resolution information

11. Signature and date of client

12. Signature and date of representative of law firm

ou AR

© oo~

Client Information Sheet

A client information sheet is a resource that summarizes the information related to
the client, matter, fee agreement, conflicts of interest, attorney and paralegal
assignment. It is a central location to find any details related to a law firm’s
representation of a client’s matter. This form should be saved electronically or in
a paper file in the same place for every matter. That way there is no question as to
where the information can be found when needed and saves time by not looking
in several locations for a telephone number or fee agreement. This form should
also include any important deadlines or statute of limitations which should then be
added to a central calendar or docket control system.

File Setup
The law firm should have a consistent electronic and / or paper system for case

files. You have to think through your workflows to design processes and
procedures for your individual firm. One size doesn’t always fit all.
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In an alphabetical system files are setup with the client / company’s name
followed by a “matter name” established in the Engagement Agreement. These
names need to match to keep consistency.

In a numerical system each client is assigned a main number and then a decimal
followed by ascending numbers for each matter.

Color coded file systems are used by some firms to indicate the type of practice
area the file contains.

(“North Carolina Small Law Office Resource Manual”, “Manual Office Systems”
by Michael W. Bertics)

In a paperless office it’s important to set up folders and label the documents
uniformly. The beginning of the title should include the year, month and day (ex.
20180412) followed by a brief description of the document (ex. 20180412 Letter
to Opposing Counsel). In an office with multiple people working in your system
everyone needs to be trained to label all documents the same.

Master Active Case List and Attorney Case List

A Master Active Case list is useful to keep track of how many active files the firm
is currently working on. Master active case lists should show the file number, file
name (client or company name), matter name and which attorney(s) and
paralegal(s) are responsible for the file. This is convenient when a staff member is
processing incoming and outgoing mail and can quickly identify which members
to direct the information.

An Attorney Case list is a tool to help an attorney keep track of the different files
he or she are working on at a given time. It can also be beneficial in the paralegal
and attorney relationship. If this list is kept up to date attorneys and paralegals can
use this resource to facilitate and communicate frequently on the status of all files
and indicate action items and deadlines.

This system can be manual or automated through a case management program.
File Closing and Storage

When a matter concludes you will need a process to close out the file and prepare
for storage. The first step is to draft a disengagement or confirmation of
conclusion of matter letter that communicates to the client that the matter has
finished, we are returning original documents and our file storage policy. This is
also a good opportunity to thank the client for choosing your firm and include a
survey if desired.

Closing File procedures should include:
12



e Ensure that all final dismissals have been filed with the appropriate
courts if applicable

e Return original case materials to client making sure the law firm

retains a copy (if your office is paperless, you shouldn’t have the need

for this conversation!)

Pull all file materials, notebooks, etc.

Color coded sticker added to paper file to indicate the matter is closed

Remove from Master Case List and Attorney Case List

If case needs to be reviewed or a judgment renewed, add deadline to

firm’s calendar or docketing system and include the individual

responsible for following up

e Update Client Information Sheet to indicate the date the file was
closed

o Place file in storage (Most files must be kept for six (6) years
according to the North Carolina State Bar rules. If paperless, retain an
electronic copy of the file for the same amount of time.)

e Update date in firm’s calendar or docketing system to destroy files
once six (6) year time period has expired

Vendor Relationships

Vendors are essential to your law firm’s success and should be treated as such.
When searching for services it’s a good practice to obtain three (3) quotes to
compare and make sure you are securing the best price and service for the law
firm’s hard earned dollars. When evaluating quotes it’s not always the cheapest
option that you should choose but rather assess the level of customer service and
quality of product each vendor offers. Developing relationships with partners who
can collaborate with you on projects and also mutually refer clients will be a large
asset to your law firm.

Marketing

There are many ways to market your law firm today. The key is to focus on who
your clients are, what their top problems are, how you can solve those problems
and the best ways to reach those looking for your services.

Networking

Word of mouth and personal referrals are one of the best ways to market your law
firm. This is not limited to attorneys. Paralegals should also be included in the
marketing plan. Joining professional or community and volunteer organizations
are great ways to meet other people especially paralegals who practice in your
practice area as well as other practice areas. It’s always great when you have other
professionals you can turn to with questions or to bounce ideas off of instead of
trying to figure things out yourself. Inevitably prospective clients will come to
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your office and either due to a conflict or a matter that is outside of your office’s
practice area you’ll need a referral. If you’ve developed those relationships you
will have several referral sources.

Email marketing

If you choose to communicate with your clients via email such as a monthly /
quarterly newsletter there are several email marketing tools in the marketplace.
Some include MailChimp, Constant Contact and GetResponse.

Websites

A website has been known as your law firm’s welcome mat to the world. Before a
client reaches out and contacts you they will most certainly run a quick Google
search and peruse your site. You want to make sure your website is up to date,
attractive, contains relevant information about who you are and what services you
provide and gives the client clear calls to action for ways to contact the firm. If
your web presence looks outdated, clients may mistakenly think you aren’t up to
the task of their matter. With most people using their smartphone on a more
regular basis, websites should also be designed to be mobile friendly.

Blogs

Content marketing is another piece of the marketing puzzle. A few years ago
attorneys associated blogs with lengthy white papers and articles. Today that’s not
the case. Blogs need to contain relevant information that answer key questions,
phrases and provide information your potential clients are searching for and
potentially turning to you for assistance. Blogs should be posted regularly, at least
one to two times a week. If you find there isn’t time to regularly draft blogs, there
are professionals that you can outsource these posts.

In addition to the written blog, video blogs (otherwise known as “vlogs™) have
become increasingly important. Not only does your video need to be high quality,
but it needs to be searchable by text and voice commands. Search engines have
complex, frequently changing algorithms and law firms need to stay up to date on
how to keep their web sites relevant.

Social Media

Social media is a powerful and essential tool in today’s marketing landscape.
Your law firm should evaluate where your clients obtain information and

structure your social media plan around those outlets. You don’t have to be on all
platforms, but you should be on the ones that best suit your law firm and clients. It
should be designed in a manner that projects a professional image of the firm.
When clients are looking for law firms they will look at your website and social
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media platforms. If the applications’ appearance and content are outdated or
unattractive clients will move on to the next search result.

Popular platforms include:

e Facebook
LinkedIn
Twitter
YouTube
Instagram
Snapchat
Reddit
Quora
AwVO0

As with any other type of printed marketing, your firm will need to include a
phrase that lets the reader know the information published is for general
information and should not be construed as formal legal advice or the formation
of a clientele relationship. The goal is to get potential clients to take that next step
of contacting you when searching for a law firm or to remember your firm when a
legal matter arises.

Technology

In an article titled “When Should You Upgrade Your Technology” Allison
Shields notes there are several triggers that are indicators of when it’s time to
upgrade your technology. If any of these sound familiar, now is probably the time.
(When Should You Upgrade Your Technology? Allison C. Shield, Law Practice
Magazine, January / February 2019)

e Spending too much time troubleshooting or constantly calling the IT
department

Current technology is creating a bottleneck

Too many steps or clicks to accomplish a task

Multiple complaints from users

Compromising client confidentiality or data security

When choosing new technology, it’s important to get the right products that will
be utilized and make your office more efficient. Carefully consider all options,
take advantage of live demonstrations and trial subscriptions before committing.
Once implemented always backup (this includes cloud software and document
storage)!

Wellness
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Working in a law firm can be rewarding but often is very demanding, stressful,
and mentally and emotionally draining. Depending on the practice area your law
firm focuses on, many times, clients are looking to your firm to help resolve a
high stress situation. A lot of attorneys and paralegals go to work in a law firm to
help others and make a difference in someone else’s life. The road to get there
isn’t always easy though and it’s important to take care of yourselves and co-
workers. If you are depleted, you won’t be able to be effective for the clients
seeking your firm’s services.

Tips to Boost Your Mental Health

Get adequate sleep
Exercise (find an accountability partner!)
Take small breaks throughout the day and step away from your desk

Use mindfulness apps such as Headspace, Calm, Breathe, The
Mindfulness App, Mindfulness Daily, Mindfulness Coach, 10% Happier

e Show others kindness and practice forgiveness
e Establish professional and personal boundaries
e Don’t be afraid to ask for help

Focus on only what you can do and only do those things.

Conclusion

Running a law firm is challenging and rewarding. With careful planning and
strategy execution your law firm can be successful in business and in your

relationships with the community and people you serve. Figure out what works
for your circumstances and office, consult an attorney (') and go for it.
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Law Firm Management

Narth€arolita Parategal Assacation | Alicia W, Lewis
AttntralMeedin iG] {Eontroller

in Alicia-Lewis-NC

| o (@AlicialewisNC
#NCPAAskAlicia

+ .. Every lawyer is responsible for observance of the Rules of
@ Professional Conduct. A lawyer should also aid in securing their
observance by other lawyers. Neglect of these responsibilities
compromises the independence of the profession and the public
interest which it serves.” - [16] Preamble, North Carolina Rules of

NORTH CAROLINA
ST"\'“Z B.‘\“ Professional Conduct
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- Welcome To The
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i NORTH CAROLINA
PARALEGAL ASSOCIATION WEBSITE

Morth Carolina Paralegal Association Career

| Legal Industry Center
| Association bttps:/iwww.ncparalegal. orglcareer-center
| Job Boards Tos ;

CAREER
CENTER

https://www.nala.orgfcareer-center

College
Career

Centers/
Job Boards

Colleges and Universities in North Caralina that offer paralegallegal
assistant degree programs
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Center for Education Statistics College Navigator)
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- Legal Industry Newspapers [ Magazines
- Local Regional Newspapers
* Local Business Newspapers
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' The Interview

Goal
Setting (SXMXAXRXT)

METHOD

to specificall
say what you
are trying to
achieve.
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Define specific
criteria for measuring
progress toward the
f accomplishment of
- MEASUREABLE each goal you set so
|  thatyou can measure
and keep track of

your progress.

How realistic
or achievable
Achievable is the goal,
based on other
constraints?

Your goal must be
relevant with
other goals

Relevant established and
fits with your
immediate and
long-term plans.
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Determine
the time
Time-Based deadline for
accomplishing
your goal.

Finance and
Accounting

A budgetis purely an estimate of income and
expenses fora period of time with grouped
classifications.

| Budgeting

Spend less money than you bring in!

Be prepared to make adjustments and use
your history to plan.




Contingency

e [T e
Fee Structures Flat Fee

Alternate Fee Agreements

4/9/2019

Profit & Loss

ILITIES + OWNER'S EQUITY
Balance Sheet T wauAWEs dWBET iy

TOTAL ASSETS: TOTAL LIABILITIES
AND OWNER'S EQUITY:

10



Collections /
Timekeeper
Productivity

A Colleations report tells howmuch money the firm has
brought inand can be broken down by working and
originating timekeepers to report the productivity of.
each lawyer, patalegal or staff member

Can help a law firm determine where efficiencies are
working and where improvements can be made.

4/9/2019

Accounts
Receivable

AnAccounts Receivable report details how
much money a law firm { company is cwed.

Best practice {s to not allow accounts to age
too—much—intervene early.

Accounts

Payable

AN AccoUnts payable agingreport s balancesyoUowe 1o
The debtscansistofin ory,supplies, and setvices

yolir business. The ading ofaccounts payable

re, how much you owe, and how long

11



Trust

| Accounting/
| 1oL

e entrusted to a lawyer have very strict safekeeping
and recordkeeping requirements.
« The North Carolina State Bar requires

Monthly Reconciliation
Three-way Reconciliation
Random Quarterly Review

The North Carolina State Bar Plan for Interest on Lawyers' Trust
Accounts ("IOLTA") was established by the North Carolina State Bar and
the North Carolina Supreme Court ta generate income from lawyers'
trust accounts in order ta fund programs for the public’s benefit.

Loy e
mn '_"""IJ ';::;1 Gt L e g
T ."' B

Qe
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| Office
Processes

Client Intake
and Service

12



Personal Information

* Full name of prospective client and any other names they are
known by

« Contactinformation including

-Telephane numbers

Client Intake i
Form - Email Adcress

* Social Security Numbers or License Details (if your practice area
requires this information) - Make sure you are fallowing rules to
protect sensitive information

« Which form of communication is preferred

* What timeframe is convenient to contact them

4/9/2019

- Names of ALL opposing parties involved
- Brief description of the issue

Cileﬂt Inta ke * What does the prospective client hope to accomplish and consider
Form a successful resolution?

* How the prospective client found the law firm.

Rule 1.7 Conflictof Interest: Current Clients

{a) Except as provided in paragraph (b), a lawyer shall not represent a client
if the representation involyves a concurtent conflict of interest, A concurrent
conflictof interest exists |

(1) the representation of one client will be directly adverse to
anather client, or

f2) the sepresentation of one or more clientsmay be matenally
imited by the lawyer's responsitulities 1o another chent, o

C0nﬂ ict ::\.;;;:: client, or a third person, or by a personal interest of the

Checks - {b) Notwithstanding the existence of @ concurrent conflict of interest under
paragraph (a), a lawyer may represent a client if

Current Clients (1) the lawye1 reasonably believes that the lawyer will be able to

p‘luwde competent and diligent representation to each affected
clien

(2) the representationis not prohibited by law,

(3} the u-rrcwnl.num does not involve the assertion of a claim by
one chient against another client represented by the lawyer in the
same litigation of other proceeding before a tibunal, and

{4) eachattected chient givesinformed consent, confirmed in
writing. h

North Caroling Rules of Professional Conduct

13



Conflict
Checks—

Prospective
Clients

Rule 1.18 Duties to Prospective Client

P)A person who consults with a lawyer about the possibility of
forming a client-lawyer relationship with respect 1o a matteris a
prospettive clhient.

) Even when no client-lawyer relationship ensues, a lawyer who

as learned information from a prospective client shall not use or
reveal that information, Fl“pt as Rule 1.9 would permit wit
respect toinformation of a former client.

(€} A lawyer subject to paragraph (b) shall not represent a client with
interests materially adversé 1o those of a prospective client jn the
same or a substantially related matter if the lawyer received
information from the prospective client that could be significantly
harmful to that person in the matter, except as provided in
ragraph (5 1Fa mwcyar s disqualified framm representation under

his paragraph, no lawyer in a firm with which that lawyer is
associated may knowingly undertake or continue representation in
such a matter, except as provided in paragraph{d).

(d) Representation is permissible if both the afected client and the
rospective client have given informed consent, confirmed in
writing, or:

(2) the disqualified lawyer is timely screened from any
participation in the matter; and

lf' written notice is promptly given to the prospective
client

4/9/2019

Engageme
Agreements

T

Sigtiatire

File

Organization

e«
"nE=s

Present [ Future
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» Useful to keep track of how many active
M files the firm is currently working on
ActiVe  Should include: file number, file name
i (client or company name), matter name
. and which attorney(s) and paralegal(s)
Case List [ responsible for the file

ne » Tool to help an attorney keep track of
Attor mdiﬁ-u&ﬁluduozmzowuking
on ata given time

attorneys and paralegals

4/9/2019

Task Management
+ Schedule tasks rather than operating from email or memory

+ Helps you to organize your day and focus on the daily important
tasks

* Reduces stress

Productivity

Upen completion of @ client’s matter, the file must be retained and
stored for six (6) years

File Closing

and Storage

yit

paniadhas expied

15



Vendor

Relationships

* Vendors are people too! Treat them as such.
* Always obtain 3 quotes when researching services f products

* Consider all factors when making decisions

4/9/2019

Marketing

marketing

A

Websites

Technology

Signs it's time to upgrade your technology

+ Spending too much time troubleshaoting or constantly calling the IT
department

* Current technology 1 ¢reating a bottleneck
* Too many steps or chicks to accomplish a task
* Multiple complaints from users

* Compromusing chent confidentiality or data security

~

Wihen Should You Upgrade Your Techvnology? Allson C. Shiekd, Law Practie
Magasine, Jamury [ Febroary 3e13
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According to a recent study conducted by the Hazelden Betty Ford
Foundation and the American Bar Association Commission an Lawyer
Assistance Programs, 21 percent of licensed, employed attorneys
qualify as problem drinkers, 28 percent struggle with some level of
depression, and 1g percent demonstrate symptoms of anxiety.

Tips to Boost Your Mental Heal

Wellness /

: Get adequate sleep

M Indelr'IESS = Exercise (find an accountability partner!)

* Take small breaks throughout the day and step away from your
desk

+ Use mindfulness apps such as Headspace, Calm, Breathe, The
Mindfulness App, Mindfulness Daily, Mindfulness Coach, 10%
Happier
* Show others kindness and practice forgi
« Establish professional and personal boundaries
+ Den't be afraid to ask for help

4/9/2019

“How we spend our days are how we spend our lives. Rather than
waiting until we're happy to enjoy the small things we should go and
do the small things that make us happy.” - Amy Dillard
Each day:

-Write down three (3) things you did well each day, no
matter how insignificant

Wellness /
Mental Health -Write down three (3} things that brought you joy

-Practice gratitude

Option B: Focrg Adversity, Buiding Resdence, and
Fircting Joy by Shevyl Sandberg and Adam Grant

17



Thank you!

AliciaW. Lewis
Firm Administrator | Controller
Anderson Jenes, PLLC

(919) 277-25¢41
(@ande

in | Alicia-Lewis:NC
W GAlicialewisNC

Law Firm
Management

4/9/2019
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