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KCBA
1 Claims by Firm Size

Solo/Small Firm Bootcamp

Basic Training 101:
From Client Intake to Disengagement
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Beverly Michaelis, J.D.
Practice Management Advisor

ABA Profile of Legal Malpractice Claims 2004-2007

Claims Caused by Client Relations Errors Claims Caused by Administrative Errors

ABA Profile of Legal Malpractice Claims 2004-2007 ABA Profile of Legal Malpractice Claims 2004-2007
Your Bootcamp Marching Orders
v Discipline Learn How To
\\\ v Procedures v' Screen Clients & Cases
v Consistency v Establish Intake Procedures
v Control and Leadership v" Control Client Expectations
v/ Manage Case Files
v’ Properly Disengage
>
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Screen Clients & Cases Evaluate the Client

Listen
Develop an Ear
Trust Your Instinct

1.
2.
3.

Evaluate the Case The Top 10 Worst Excuses
= Are You Capable? 10. I Can't Say No
* Knowledge 9. | Feel Sorry for the Client
) SI.(IH 8. I Could Earn a Big Fee
e Time
= Resources 7. I'm Sure They'll Pay Me Later
*  Support 6. More Volume = More Revenue, Right?

= Do You Want It?

The Top 10 Worst Excuses

I Can’t Turn Down My Friend

I Can’t Turn Down My Family

My Best Client’s Son Needs Help
The Statute is Running in One Week
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I Am All Powerful!




It Takes Discipline to Make the
Right Business Decision
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Declining? Think W.A.R.

Write
And
Refuse

Decline Representation for Any Reason

Establish Intake Procedures

The Ideal Intake Form

= Captures Everything You Need

= Acts as a “File Opening” Checklist
= |s Conformed for Your Practice

= Offered in PDF (or not)

Use Consistently!

EW CLIENT INFORMATION SHEET

R T

Disclaimer
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Control Client Expectations Break it Down: 1-2-3

~ 1. Establish Rules of Engagement
2. Define Roles

3. Provide Leadership

Written Rules of Engagement Who Will Do What?

= What Brings You Together? = Define Your Role

" Explain Variables = Define the Client’s Role
= Avoid Promises

= Be Exclusive

as

Provide Leadership Manage Case Files

Give Clients the Details
They Need to Know to Work
Successfully with Your Firm
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Organize Paper Form Good Habits

Indexed?
Secured?
Organized?
Stored?
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MEMO OF CONVERSATION Be a Filer’ Not a Piler

“Friends Don’t Let Friends

Print E-Mail.”
S E Ni Bootcamp Proverb
Courtesy of Ben Schorr
Organize Digital Files Use Technology
e — = Document Management Software
[EETTE = Case Management Software
|l£—:|E'.|II|ng
g?!‘?fésﬂiiﬂﬁfﬁf = Desktop Search Engines
I Discovery

(CDE-Nail = Backup!
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Properly Disengage 7 Key Steps to Closing a File

1. Closing Letter Sent
2. Client Originals Returned
3. File Intact

4. Digital Files Captured S— - =

5. Destruction Date Assigned

6. Final Bill or Refund Issued
7. And ...

File Retention
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10 Year Guideline
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And If Things Go South...

. Summary
1. Comply with RPCs

1. Screen Clients

2. Give Reasonable Notice 2. Establish Intake Procedures
3. Return Fees & Documents 3. Control Client Expectations
. / 4. Manage Case Files
4. Withdraw g
5. Properly Disengage
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