LAW OFFICE MANAGEMENT

Abandonment of office systems
22

Accounting Records/System
3, 17, 24-5

Advisory Service (Law Society)
1

Articling Students


s/o Members’ Manual & LS Rules
2

Back up info.
19, 22

BF Systems (aka Limitation Systems)
31-34


basic principles for good systems
31-2


bring forward dates (at least 1)
31


dates to note in BF system (eg’s)
33


double reminder system
31


eg’s of types of BF systems
32-3



accordion file folder system
33



card system
32



computer system
33



double desk diary system
32


limitation dates
31


missed limitation dates, repair
31


periodic testing of
32


“slips”/ “system failures”
33

Billing, interim – where appropriate
32

Breakdown of office systems
22

Checklists, use/creation of
20

Client Communications 
36-7


dated notes of conversations
36


guidelines
36


written notes of all conversations
37

Client Relations (51 Rules)
83-5

10 Commandments of A Good Practice
85-6

Closed Files
17, 61-7


keep separate from open files
17


ownership of documents
61-7

Collection of fees from client
41

Communications (see client)
36-7

Confidential Information (PCH c.5)
18

Conflict Check/Procedure
20

Contingency Fee Agreements (LPA s. 65, 66, R. 8-3)
29-30


amt. able to claim (33 1/3% / 40%)
30


Costs (client’s burden)
37


custody/access ( void
30


fairness/reasonableness
29



lawyer’s duty (R. 8-1)
29



2-part test
30


inclusions/exclusions in letter
29


ILA
29


interim billing
38


matrimonial matters (need leave)
30


need to still keep time records
31


written required
29

Corporate records, security of
19

Costs – warn client may have to pay
37-8

Deciding not to take a case
30, 90, 99-101

Disbursements
29, 43

Document drafting & word processing 
21-2


Document Production 
21


Off-Premise Storage
22


Proofreading
21-2

“Dog” clients – just say no
100

Duties of lawyers, assistants etc.
1-3

“Encl.” (enclosures w/ letters)
18

Feedback from clients
93-4

Fees and Disbursements (PCH c. 9)
37-44

Collection action against client
41

Considerations (complexity, result, amount involved, time etc.)
39-40

Contingency fees
39, 29-30

Disbursements 
43, 29

Discuss at beginning
37

GST / PST 
43-4

Interim billing
38

Limitation periods (re: collection)
41

Ongoing communication re: fees
38

Prof. Resp. (Canon 3(10))
40

Protection for Clients 
40

Protection for Lawyers 
40-1

Registrar’s review of bill
41-2

Retainers 
27-9, 38


Agmt/letter
28


Def’n
27


Discuss early
27


Scope
27, 38


Written
27

Review of fees (5 days notice)
41

Setting the Fee 
38-40


Types of fee arrangements – eg. fixed, hourly, contingent, lump
39

File Management (all files)
23-34

Accounting Records (for each file)
24-5


Conflicts 
20


File-Opening Books
24


File-Opening Sheet 
24, 25-6


File-Opening Sheet Sample 
25-6


Index of all files
24


Organization--sub files (eg’s)
35


Trust ledger card
24

File Organization (individual files)
34-7


Civil litigation files
35

Closed Files
17, 61-7



Keep separate from open files
17



Ownership
61-7


Commercial files
35


Family files
35


Fasten down materials in folder
34


Incoming Telephone Calls
17-8


Organization of complex files
35


Organization of simple files
35


Sub-categories in complex files, egs
35

Incoming Telephone Calls
17

Index of all files
24-5

Information Resources 
3


Library
3


Precedents
4, 21


Research/Opinion File
3

Instructions, standard forms
23

Interest on unpaid accounts
29

Interim Reporting Bill 
38

Lawyer's & Staff responsibilities (PCH c.12, r1)
1-3

Legal Assistants, responsibilities of (PCH c. 12, R 4-9)
2

Letterhead of firm 
18

Limitation Alarm (see BF System)
31

Limitation periods re: fees
41


client – time limits to challenge bill
41


lawyer – 5 days notice of fee dispute
41

Library (keep looseleaf updated)
3

Loss Prevention 
1

Mail, handling (incoming/outgoing)
18


Signing if not lawyer (PCH c12R3)
19

Management Review Procedures
34

Messages, handling incoming
17-8

Negligence (can’t K out of liability)
28, 30

“No” – situations where ok to say no
99-101

Non-engagement Letters 
30

Office Procedures
16-22


Accounting System
17


Breakdown of office systems
22


Closed file system
17


Confidential Information
18


Filing System for Open Files
16


Mail (incoming/outgoing)
18


Messages – phone etc.
17-8


Office Manual
16


Registered/Records Office, acting as
19-20


Security (see Office Security)
19


Time-Keeping System
17

Office Security
19-20


Back up info. daily
19


Corporate Record Security
19-20


Notice of Change of Corp Office
19


Passwords (sensitive docs)
19


Shredding
19


“Valuable Property Record”
19

Off-site storage (tapes/docs/disks etc.)
22

Opening a file (see file management)
23-6

Overdue accounts (system for)
17

Phone calls – handling promptly
17

Precedent System (note date created)
4, 21

Proceeds of Crime 
115

Productivity of lawyers -see timekeeping
95-9

Professional Responsibility



Contingency fees – fair (R 8-1)
29

ID who you are acting for
28

Fees – avoid fights (Canon 3(10))
40


Fees – excessive/split/etc (PCH c.9)
42-3

Registered/Records Office, acting as
19-20

Registrar’s review of bill/fees
41-2

Research and Opinion File
3

Retainers/Retainer Letters
27-30


Amt. of cash retainer
27


Clarity of instructions
27-8


Confirmation in Writing 
27-8


Contingency Fee Agreement 
29-30


Definition 
27


Disbursements 
28


Discussed Early 
27


Interest on unpaid accts. 
29


Interim Reporting Bill
38


Length/wording of
29


Negligence (can’t K. out of)
28,30


Non-engagement Letters 
30


Onus on lawyer to prove retainer
28


Partial job (stay away from)
28


Purposes of Retainer Agreement
28


Retainer Letter / Agreement 
28


Scope of
27-8


What to include (matters to include)
28-9


When not needed
28


When to discuss
27

Review procedures, by management
34

Saying “No” to clients/lawyers etc.
99-101

Screening Clients and their Cases 
99-101

Secretary, responsibilities of
3

Security (see Office Security)
19-20

Signature on ltr.(not member of Society)
18

Solicitor’s liens (ownership of docs)
44

Storage of Valuable Documents
19

Time-Keeping & Productivity
95-104


Choosing a system
98


Improving Productivity 
101


Monthly Statements 
38


"NO"--Just Say it 
99-101


Reasons for recording time
97-8


Systems 
98


Time Recording – alternatives
95-6


Unbilled time
96


Work-in-Progress (“WIP”)
97

Trust Accounting 
109-116


Breach of the rules (punishment)
109


Cheques, ordering
114


Designated Saving Institutions 
115

Interest (payable to Law Fdn)
114


Ledger card (keep track of account)
24


Multiple trust accounts
110, 114


Opening a trust account
111


Pooled Trust Account
109


Proceeds of Crime Legislation 
115


Responsibility of Lawyers
109-110


Rules
109-110


Savings Institution, selecting 
114


Separate Trust Accounts 
110, 114


Trust funds, def’n of
109

Valuable docs, storage of
19

Written Retainer Agreement/Ltr.
28-9

