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The wages of ethical sin: grievances, reprimands, and worse....
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"1 still say those 10 Commandments
are deceptively open to interpretation.”

Andrea Prigot, Amicus Consulting, Inc.
andrea@amicusconsult.com



" S
Your speaker, Andrea Prigot

Amicus Consulting, Inc.

Westchester’s only law office
technology firm

Proud supporters of WCBA,
WWBA, MVBA, NRBA.

Certifications: Timeslips, Time
Matters, PCLaw, Worldox,
Billing Matters, Amicus Atty

Founded Amicus Consulting,

Advice on planning, growth, Inc. in 1999.
training. Over 500 law firms, 5 law
(914) 738-9148 schools in tri-state area
www.amicusconsult.com 17 years in law office
technology
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Our mission today:

Explain how technology can protect you
from ethical lapses.

Discuss typical scenarios of ethical
exposure and technology remedies.

Provide a practical guide to technology
you can implement now.
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Seven Areas of Ethical Exposure

Conflicts of interest

Mishandling of client funds
Unsupported billing

Breaches of confidentiality

Missing deadlines and appearances
Failure to exercise due diligence
Failure to communicate with client
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Conflicts of interest

Do you just ask your colleagues?

A safer method Is to run a name check
against all of your firm’s documents — use
a document management system (DMS),

What about your calendar records, notes,
and emails — search your client
management system (CMS).
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Mishandling of Client Funds

Any failure to track retainers and escrow Is
your direct responsibility.

Use legal billing software (e.g. Timeslips,
PCLaw) to track client funds separately.

Be able to report monthly to client — use
reporting in billing software.

Inspect your systems and records.
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Unsupported Billing

Document time spent: detailed records
Into billing system.

Bill monthly to prevent “surprises”.
Scan receipts for client disbursements.

Protect yourself in case of qguantum meruit
fees.
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Breach of Confidentiality

Can others get into your wireless network?

Metadata — what happens when you email
Word documents.

Reply All in emalls — this can harm you.
http://www.sperrysoftware.com/Outlook/Re
ply-To-All-Monitor.asp
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Keeping track of deadlines
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Missing Deadlines & Appearances

Not knowing the date or not having
enough time to prepare.

Calendar/case management software

Practice specific reminder software — IP,
Personal Injury.

Court tracking online: New York State
Unified Court System
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Failure To Exercise Due Diligence

Westlaw, Lexis, Shepards & KeyCite
The courts: eCourt (NY), Pacer (Federal)

Westchester County clerk — land and legal
records online

Google and MySpace
Investigative databases — IRB, DMV etc.
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Faillure to communicate with client

And its twin sin, failure to keep client
reasonably informed.

Use the calendar/client management
system to create ticklers to contact client.

Use the client management system to
organize material on matter.
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Let's Play A Few Scenarios
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Scene 1: “The Prospect”

Do you let Robert
Livingston retain your
firm for a litigation
against his former
employer, Pets
Unlimited, and his
former boss, Martin
Davidson?
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Two Ways to Check Conflicts

W WORLDOX - Find Files n

Extended Mame: | j|
DOS Hame: | j|
Owner Inits | | ﬂ|
Date Created | | ﬂ|
Date Updated | | j|
Text in File  |[Pets Unlimited ~]
Profile Group | Amicus Documents #00
Client il ~]
Project | | j|
DocType | | j|
Fietld 4 || ~]
Wate r- CO O I e r ap p rO aC h Scan Path | |L|:\amicatty\cones j|
Scan Hange | |Active Files D atabase j|
Or...
Check all documents

0K | Clear | DOptions Help Cancel
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Scene 2: “The Offer Letter”

Rita Gourmet asks
you to send a letter of
Intent to purchase
Chez Pinocchio.

You emaill the
document — what
could go wrong?
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Email risks to confidentiality

Metadata — did you recycle an old letter
from another client?

Reply all — did you accidentally send an
email to the wrong recipients? It happens!

Be safe: use PDF format, use Reply All
add-in for Outlook.
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Metadata — What's in a Word doc?

Metadata is information about the document that
Is part of the DOC file — when created, when
printed, what was changed.

Lawyers recently were advised to exercise
reasonable care to prevent the disclosure to
opposing counsel or other third parties of
confidential client information contained in
hidden “metadata” in electronic documents. N.Y.
State Bar Ass 'n Formal Op. 782 (2004).
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Lifesaver for Reply All Errors — Sperry’s
Reply All Add-in for Outlook
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Scene 3: “Call from your client”

He has not heard from
you for a month and he
has a problem with your
bill.

When can you provide an
update?

How can you be more
proactive?
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Technology to improve client relationships

Contact tracking
software reminds you
to follow up.

Case management
software keeps a list
of all events on the
case.

Time Matters, Amicus
Attorney, PCLaw, eftc.
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Client Communication with CMS
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Remember Cool Hand Luke?

“What we have here is a
fallure to communicate.”

Use technology to stay
organized and to stay Iin
touch.
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Reducing Billing Issues

Keep detalled billing
records and scan
receipts.

Keep scrupulous trust
accounting.

Billing software for
accuracy: Timeslips,
PCLaw, Tabs3, etc.
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Technology to Avoid Ethical Issues

Case management system

Document management system (can be
part of case management system)

Billing/accounting/trust tracking software
Email toolkit

Secure network and infrastructure
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