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From Client Intake to Disengagement

ABA Profile of Legal Malpractice Claims 2004-2007

ABA Profile of Legal Malpractice Claims 2004-2007 ABA Profile of Legal Malpractice Claims 2004-2007

Your Bootcamp Marching OrdersYour Bootcamp Marching Orders

 Discipline

 Procedures

 Consistency Consistency

 Control and Leadership

 Screen Clients & Cases

 Establish Intake Procedures

Learn How To

Establish Intake Procedures

 Control Client Expectations 

 Manage Case Files

 Properly Disengage
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Screen Clients & CasesScreen Clients & Cases

1. Listen

2. Develop an Ear

3 Trust Your Instinct

Evaluate the ClientEvaluate the Client

3. Trust Your Instinct

Evaluate the CaseEvaluate the Case

 Are You Capable?
• Knowledge
• Skill
• Time
• Resources
• Support

 Do You Want It?

The Top 10 Worst ExcusesThe Top 10 Worst Excuses

10. I Can’t Say No

9. I Feel Sorry for the Client

8 I Could Earn a Big Fee8. I Could Earn a Big Fee

7. I’m Sure They’ll Pay Me Later

6. More Volume = More Revenue, Right?

The Top 10 Worst Excuses The Top 10 Worst Excuses 

5. I Can’t Turn Down My Friend

4. I Can’t Turn Down My Family

3. My Best Client’s Son Needs Help3. My Best Client s Son Needs Help

2. The Statute is Running in One Week

1. I Am All Powerful!  

Document hosted at 
http://www.jdsupra.com/post/documentViewer.aspx?fid=d6a4b8b6-b9dc-45a8-8669-40b319341dce



It Takes Discipline to Make the It Takes Discipline to Make the 
Right Business DecisionRight Business Decisiongg

Declining?  Think W.A.R.Declining?  Think W.A.R.

Write
AndAnd
Refuse

Decline Representation for Any Reason

Establish Intake ProceduresEstablish Intake Procedures The Ideal Intake FormThe Ideal Intake Form

 Captures Everything You Need

 Acts as a “File Opening” Checklist

 Is Conformed for Your Practice

 Offered in PDF (or not)

Use Consistently!

Disclaimer
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Control Client ExpectationsControl Client Expectations Break it Down: 1Break it Down: 1--22--33

1. Establish Rules of Engagement

2. Define Roles

3 Provide Leadership3. Provide Leadership

Written Rules of EngagementWritten Rules of Engagement

 What Brings You Together?

 Explain Variables

 Avoid Promises Avoid Promises

 Be Exclusive

Who Will Do What?Who Will Do What?

 Define Your Role

 Define the Client’s Role

Provide Leadership

Give Clients the Details 
They Need to Know to WorkThey Need to Know to Work 
Successfully with Your Firm

Manage Case FilesManage Case Files
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Organize PaperOrganize Paper Form Good HabitsForm Good Habits

1. Indexed?
2. Secured?
3 Organized?3. Organized?
4. Stored?

Be a Filer, Not a PilerBe a Filer, Not a Piler

“Friends Don’t Let Friends 
Print E-Mail.”

Bootcamp Proverb
Courtesy of Ben Schorr

Organize Digital FilesOrganize Digital Files Use TechnologyUse Technology

 Document Management Software

 Case Management Software

 Desktop Search Engines

 Backup!
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Properly DisengageProperly Disengage 7 Key Steps to Closing a File7 Key Steps to Closing a File

1. Closing Letter Sent

2. Client Originals Returned

3 File Intact3. File Intact

4. Digital Files Captured

5. Destruction Date Assigned

6. Final Bill or Refund Issued

7 A d7. And …

FileFile RetentionRetention
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10 Year Guideline10 Year Guideline

And If Things Go South…

1. Comply with RPCs

2. Give Reasonable Notice

3 Return Fees & Documents3. Return Fees & Documents

4. Withdraw

Summary
1. Screen Clients

2. Establish Intake Procedures

3. Control Client Expectations3. Control Client Expectations 

4. Manage Case Files

5. Properly Disengage

Rules – Opinions – Advice – Bar Counsel Article Archive

www.osbar.org

www.osbplf.org
Books – Forms – CLE - Consultations

Beverly Michaelis - Practice Management Advisor
beverlym@osbplf orgbeverlym@osbplf.org

503-639-6911 or 800-452-1639

http://twitter.com/OreLawPracMgmt

http://oregonlawpracticemanagement.wordpress.com/

Document hosted at 
http://www.jdsupra.com/post/documentViewer.aspx?fid=d6a4b8b6-b9dc-45a8-8669-40b319341dce


