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. . FORM 7.00
Financial Plan

Based on the scores from your Atticus Financial Diagnostic, we recommend the
following plan:

Overall note: Use a Dashboard to monitor your monthly figures
(See Forms 7.05-7.07)

Rates and Realization:
(See R.U.L.E.S. — Form 7.01):

a
a
a
a
a

Increase rates

Research local rates, apply raise in rates

Shift to value-based billing

Read "The Professional's Guide to Value-Based Pricing 2000"
Create affiliated or supplemental business

Create Collection System

ooooooo

Work only with A and B clients (See Client Development Form 18.06)
Send engagement letters and fee agreements (Forms 8.03A — 8.05D)
Collect retainers

Monitor trust accounts, send letters of replenishment

Take credit cards (Form 9.05)

Select a Designated Hitter/Collector/Settlement Coordinator (Form 9.01A)
Introduce clients to bookkeeper

Utilization:

Q

Q

Q

uoood O

U

Analyze profitability of lower-volume of larger matters vs. high-volume of small

matters

If billing hourly, improve utilization (Form 8.00):

O Create daily billing standards for each timekeeper

Conduct training:

O Billing seminar with task/time standards, mark-down and contemporaneous
timekeeping advice

Create personality benchmarks and hire to them

O Call Omnia Group Inc. @ 800-525-7117 for assistance, or visit
omniagroup.com for online profile support

Create game for timekeepers with rewards and consequences

O (See Staffing Forms 6.06 — 6.07)

Timekeepers bonused for hours worked

Timekeepers report time on weekly basis (See T/M & Productivity Form 15.04)

Hold paycheck until timesheet is turned in or posted

If billing on value, improve utilization:

U Expanding scope of services

U Hire new talent (See Staffing Module, Sections 1 —4)

Add value, even when not requested
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Leverage:
O Lengthen partner track

U Consider using highly trained paralegals and legal assistants before adding
associates — (See Staffing Form 1.01 — Division of Functions)

Analyze and shift current staff

Everyone should be working to their highest level of competency

All work should be pushed down to the lowest level of competency

All attorneys must delegate downward

Identify and train capable associates for higher levels of responsibility

Determine what is lawyer vs. non-lawyer work

Do this if court time is a problem for delegating attorney

Use Case Status Review Meetings to monitor work

U (See T/M & Productivity Forms 15.02 — 15.02A)

Incorporate more mentoring and training in firm schedule

Identify and train capable staff (legal secretaries, assistants, paralegals) for

higher levels of responsibility

Higher lower level staff to offload their routine work

Improve production systems

Create systems, checklists for each type of file or case

Install document assembly software (such as Amicus, Time Keepers)

Improve timekeepers

Honestly evaluate attorneys and staff for talent and motivation

U (See Staffing Forms 5.01 — 5.06)

Shift or dismiss those not producing (See Staffing Form 5.07)

Reward those that are producing

coooooo

o0 OO0 OO0 O

m

xpenses:
Keep occupancy costs to less than 10% of revenue, ideally 7% - 8%
Keep overhead to less than 50% of revenue, ideally 45% of revenue
Create a yearly budget

Track variances

Tie to monthly Dashboard (See Forms 7.06 — 7.07)

Apply -0- based budgeting evaluations

peed:
If hourly billing, all timekeepers must keep time contemporaneously
O See Staffing Form 15.04)
Use time and billing software (Amicus, Time Keepers, PC Law Jr., etc.)
Use manual system
Use Time-Cop
Increase billing frequency/timing
U (See Form 7.03 — Monthly Financial Template)
Q bill 2X monthly
U send bills early

o000 0w 000000
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The Rules Sheet FO 7

These are the levers which control your firm’s finances.
It is by tracking and “tweaking” these key indicators
that you will gain control
of your cash flow and profitability.

One of the most important distinctions you can make
Is the difference between true profitability and
simply generating revenue.

A Smart Business Design will Yield Profitability!

The R.U.L.E.S.

R -- rates/realization
U -- utilization

L -- leverage
E -- expenses
S -- speed

Profitability Lever #1

Rates
&
Realization
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FORM 7.02

Monthly Financial Sheet
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Financial Case Status Report

FORM 7.02A

Use the form below as a model for a spreadsheet you can use to track the financial status of each case in your

inventory. If you use practice management software, it may contain a form you can use instead.

Case Matter Principal Retainer Dollars in Total Anticipated
Name Type Attorney | Collected W.I.P Antic Resolution
o Value Date
© 2001 Atticus
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Financial Template Worksheet PR RS

Use the worksheet below to create your own financial template. Consult with your bookkeeper on this and
use it to guide his or her activities during the month.
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FORM 7.04

Sample Dashboard “A”

Profit/Loss Statement

Gross Revenues

Fixed Expenses

Net

Monthly Revenue Goal:

Fee Report/ Accounts Recievables Report / New Client Report

Amount Billed for Month: Inquiry

Amt. Collected:

Amt. Uncollected: 30 days 60 days 90days 120+days
Total # of:

Inquiry Calls:

Consults Booked:
New Clients:
Old Clients Returned:

Other:
Operating Acct $ Unearned Trust $
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FORM 07.05

Sample Dashboard “B”

REVENUES
Billings for the 15th of this Month: Amount Collected this Month:
Fee Billing $ Fee Income $
Costs Billing $ Costs $
Interest Billing $ Interest $
TOTAL $ TOTAL $

HOURS BILLED PER ATTORNEY MARKETING STATS

billed _____hrs./collected _____ hrs. Activities: Referral Source/Client:
billed  hrs./collected  hrs.
billed  hrs./collected  hrs.
billed ___ hrs./collected ___ hrs.
billed  hrs./collected  hrs.
EXPENSES Referred by: Type of Case:

Fixed Expenses: $
Variable Expenses $
Client Reimbursed $

Payroll $
Payroll Taxes $ NEW BUSINESS
TOTAL $

# of Inquiry Calls:

ACCOUNTS RECEIVABLE
Aging Summary on 1st  $

# of Initial Consultations

# of E/A Given

Aging Summary on 31st

# of New Matters:

Amount over 90 days:

# of Matters Closed

Amount over 30 days:
Amount Current:

Open Inventory of Matters

$
$
Amount over 60 days: $
$
$

FINANCIAL OPERATIONS

Operating Account Balance at month end:

Cash requirements for expenses next month:
Earned Trust Transferred

Fixed & Variable Expenses as a % of Fee Income
Income Statement Net Income Balance:

&+ H B H P
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Sample Dashboard “C” FORM 7.06

For the Month of:

REVENUES
Amount Collected this Month:
Fee Income $ Quantity of

cases settled

Costs Advanced | $

TOTAL: $ Average $$ /
case

MARKETING STATS
Activities: Referral
Source/Client:

EXPENSES/CASH FLOW
Fixed Expenses | $
Variable
Expenses
Client $
Reimbursed
Payroll & Taxes

TOTAL $

NEW BUSINESS

# of Inquiry Calls

# of Initial Consults
# of Rep Letters
Delivered

# of New Matters

# of Matters Closed
Open Inventory of
Matters

Referred by: Type of Case:
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Sample Settlement Projection Form FORM 7.07

For Contingency Firms

See below a very simplified example of a Settlement Projection Form which can be produced as a spreadsheet to maximize the

space. Modify this form to suit the firm’s purposes (add additional categories and space to list cases) and use it to predict cash
flow in the coming year.

Month: October Date Anticipated Less Less Net Fee to
Due Fee Referral Expenses Law Firm

Demands Fee

Smith, John Oct. 12 3100,000 - $25,000 (25%) - 810,000 365,000

Wells, Susan Oct. 16 $130,000 - $43,000 (30%) - 87,000 380,000

3145,000
Total Net Fees for Month
Pending Date Anticipated | Less Less Net Fee to
Demands Submitted | Fee Referral Fee Expenses Law Firm
Total Net Fees Pending

Demands to Date to Estimated

Prepare & Submit Fees

Submit
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Utilization Tip Sheet

Realization

1. Select a Designated Collector

2. Create A/R System

3. Reduce A/R by 50%

4. Start Replenishment using Letters/

Forms

5. Investigate using Credit Cards

6. Raise Rates/Retainers

7. Clean House

8. Do a Financial Status When Doing
Case Status Updates

Utilization of Associates (Hourly Billing)

1st, 2nd, and 3rd Year Associates:
3-5 hours a day
750-1250 hours a year

Experienced Associates:
5-8 hours a day
1250-2000 hours a year

Note: Be sure to relieve associates of
non-substantive work to maximize
utilization.

Improving Utilizations

Contemporaneous Time Tracking
Proper Time & Billing Software

A Daily Production Standard

Use of a Time Cop

FORM 8.00

Utilization

Utilization: the percentage of the time-
keeper’s time spent on billable tasks.

Factors that impact utilization:
large, complex matters produce
high lawyer utilization
small matters produce low
utilization, unless high in volume

Utilization of Assistants (Hourly Billing)

Legal Secretary:
2-4 hours a day
500-1000 hours a year

Paralegal:
3-7 hours a day
750-1750 hours a year

Note: If you don’t set daily billing goals
for your team members you are leaving
money on the table.

Enforcing Utilizations

Hold paycheck until time sheet turned
in, or time is recorded for the week

Delinquent associates pick-up
paycheck from the managing partner

Profitability Lever #2

Utilization

© 2001 Atticus
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Leveraging & Rule of Three Tips Sheet

Leveraging

Leveraging is defined as the number
of timekeepers per partner.

Timekeepers include:
Associates 5 — 8 hrs/day
Paralegals 4 — 6 hrs/day
Legal Assistants 3 — 5 hrs/day

The Rule of Three

The revenues generated by a billable
hour person must equal three times
their salary.

1st Third -- Salary
2nd Third — O/H & Benefits
3rd Third -- Profit

The Benefits of Leveraging

By shifting a large portion of the work
to legal assistants, the lawyer is able to
handle an increased volume of legal
work at a higher hourly rate.

FORM 8.01

Lengthening the Partner Track

Associates should demonstrate on a sus-
tained level, at least:

_1,600-1,800 productive hours (client bill-
able and other substantially meaningful
time) per year

_Annual fee receipts generated as a work-
ing attorney in the $220K-$240K range

_A book of business in excess of the
above criteria & the ability to generate a
minimum of $300K in business

Rule of Three Example

Leg Asst @ $80/hr X 1600 hrs = $128,000

$128,000/ 3 = $42,000 Salary
$42,000 O/H & Benefits
$42,000 Profit

Hidden Benefits of Leveraging

¢ A lawyer who dedicates 40 hours to
each file can handle 37 files a year

e A lawyer who dedicates 16 hours to
each file can handle 93 files a year

Profitability Lever #3

Leveraging

© 2001 Atticus
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Rule of 3 Calculation Sheet FORM 8.01A

Instructions: Follow the formulas provided below to calculate a direct employee’s ability to bill out
three times his or her salary to cover wages, overhead, benefits, and profit.

Billing Target: $

Salary $ X3= 9 A.

1/3 = Profit Market/Hourly Rate $ B.
$ Realization Rate % C.
Effective Hourly Rate $ D.

(Multiply Line B X Line C)
1/3 = OVERHEAD

$

Target Prod Hr Requirement Hrs.
(Divide Line A by Line D)

Actual:
Associate Collections $ F.
1/3 = SALARY Actual Productive Hours $ G.
$ Actual Hourly Rate $ H.
(Divide Line F by Line G)
Salary $ L.
Direct Cost Per Prod Hours $ J.
Profit/(Loss) $ (Divide Line I by Line G)
Cost Basis § M. Required Hourly Rate $ K.
(Multiply Line I by 2) (Multiply Line J by 3)
Pl'.Oﬁt/(LOS.S) $ : N. Net Profit or (Loss)/Hr. $ L.
(Line F Minus Line M) (Line H Minus Line K)

© 2001 Atticus Back to
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Leveraging Worksheet ToRme

To determine profit on a per-file basis, take individual types of matters and fill in the attorney’s time and the staff time. You can
then use these calculations to make each type of matter more profitable by reducing attorney time and increasing the team’s time.

BASELINE
Attorney Hrs: X Billable Rate $ =%
(plus)
Staff Hrs: X Billable Rate $ =$
(equals)
Total Hours

PROFITABILITY PROFIT FACTOR

Avg Fee $ Profit $
Attny Cost $ Attny Hrs / $
Staff Cost $ Success = $
Profit $

THE RATIO

The ratio that makes the biggest difference to profitability ~
no matter what the arrangement is:

Attorney hours to Staff hours per file!
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FORM 8.03

Intake Systems Forms

Forms you should use to clarify
your agreements with clients:

% When you agree to represent a new client.:
e The Engagement Letter (Form 8.04)

1. Welcomes the client

2. Describes “scope of work”

3. Confirms a meeting time

4. Fee Agreement attached

5. Thanks client for using the firm

To clarify fees
Fee Agreement - Hourly (Form 8.03)
Fee Agreement - Contingency (Form 8.03A)

. Written in clear language

. Show initial retainer type, amount

. Explain billing process and due dates
. Show hourly rates for all

. Interest on overdue accounts

. Fees not dependent on results

. Fee arbitration option

. Offer credit card payment option

00O N O Ol WN - o o

% When you decline representation of a new client:
Non-Engagement Letter (Form 8.05)

[ ]
1. Describe matter

2. Report amount paid

3. Report balance due/refund

4. Attach Motion to Withdraw as Counsel -- give date
5. Advise on pending deadlines

6. Advise on file disposition

s When you decline representation after review:
¢ Non-Engagement After Review (Form 8.05B)

% When you decline representation after investigation
¢ Non-Engagement After Research (Form 8.05C)

s When you disengage from a client for unpaid fees:
¢ Non-Engagement After Research (Form 8.05D)

© 2001 Atticus Back to
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FORM 8.03A

Sample Hourly Fee Agreement

The undersigned, (hereinafter known as Client) hereby requests
the legal services of (hereinafter known as Attorney) for representation
concerning

Legal services will be billed on an hourly basis, with time being charged in tenths of an hour, at the following rates:

Partners: per hour. Paralegals: per hour.
Associates: per hour. Law Clerks: per hour.

Attorney will use his/her discretion in staffing, to provide services in the most economical manner possible. Please note
that all time spent on your behalf in this matter, including time spent in telephone conversations; will be charged to you.
The initials of the person performing the services will be noted on the invoice.

In addition to fees for legal services, Attorney will be entitled to payment or reimbursement for costs and expenses
incurred for services, including but not limited to: photocopying, messenger and delivery service, fees for computerized
research services, travel (including mileage, parking, air fare, lodging, meals and ground transportation), long distance
telephone, telecopying, depositions, court cost and filing fees. Client agrees that client is responsible for such expenses
relating to this case. Depending upon the type of case you have, expenses may also include, but are not limited to: medical
treatment, charges for medical examinations and reports, the cost of accident and credit reports, hospital records and
pictures. Attorney is hereby authorized to charge such expenses and have such expenses billed to Client and Client agrees
to pay them promptly. Unless other arrangements are made at the outset, fees and expenses of others will not be paid by
Attorney and will be the responsibility of and billed directly to the Client.

Client agrees that Attorney may retain co-council, and Attorney agrees that Attorney will consult Client concerning
co-counsel and any fee arrangement with co-counsel prior to retention of or consultation with co-counsel.

Invoices for legal services rendered and costs advanced or incurred are issued [indicate time interval, e.g. monthly]
and are payable upon receipt. Interest at the rate of percent per month will be added to the balance due on amounts
which remain unpaid thirty days or more.

Attorney reserves the right to withdraw from representation if, among other things, Client fails to honor the terms of
this FEE AGREEMENT by failing to pay Attorney’s invoices, by failing to cooperate or follow Attorney’s advice on
material matter, or if any fact or circumstances arises or is discovered that would, in Attorney’s view, render our
continuing representation unlawful or unethical.

You should be aware of an ethical requirement imposed on all attorneys, that if a client, in the course of representation
by an attorney, perpetrates a fraud upon any person or tribunal, the attorney is obligated to call upon the client to rectify the
same, and if the client refuses or is unable to do so, the attorney is required to reveal the fraud to the affected person or
court.

This FEE AGREEMENT pertains only to legal services rendered and cost and expenses for the matter expressly
stated above. It does not relate to any other matter for which Client seeks representation by Attorney. Any other matter
will require a separate FEE AGREEMENT.

Date: Client:
Date: Attorney:
Date: Witness:

Reference: Ohio State Bar Association © 2001 Atticus Back to
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Authority to Represent FORM 8.03B

Contingency Fee Agreement

I, the undersigned client, do hereby retain and employ the Law Firm of
as my attorneys to represent me in my claim for damages against
or any other party, firm or corporation liable therefore, resulting from an accident that occurred on

I HEREBY AGREE to pay for the costs incurred by in
prosecuting _this claim and authorize them to undertake and/or incur such costs, as they may deem necessary from
time to time. These costs include, but are not limited to, such items as police reports, hospital and medical
records, photographs, filing fee, costs of serving summonses and subpoenas, court reporters fees, jury list,
exhibits, state records, investigation expenses, expert witness fees, including fees for medical testimony and fees
for medical conferences. They will make every effort to keep these costs at an absolute minimum consistent with
the requirements of the case. At the time the case is closed, an accounting will be made of all disbursements
made in my case. As compensation for their services, I agree to pay my said attorneys from the proceeds of
recovery the following fee:

a) Before the filing of an answer or the demand for appointment of arbitrators or, if no answer is filed or no
demand for appointment of arbitrators is made, the expiration of the time period provided for such action:
1. 33-1/3% of any recovery up to $1 million; plus
2. 30% of any portion of the recovery between $1 million and $2 million; plus
3. 20% of any recovery in excess of $2 million.

b) After the filing of an answer or the demand for appointment of arbitrators or, if no answer is filed or no
demand for appointment of arbitrators is made, the expiration of the time period provided for such action,
through the entry of judgment.

1. 40% of any recovery up to $1 million; plus
2. 30% of any portion of the recovery between $1 million and $2 million, plus
3. 20% of any portion of the recovery exceeding $2 million.

¢) Ifall defendants admit liability at the time of filing their answers and request a trial only on damages:
1. 33-1/3% of any recovery up to $1 million; plus
2. 20% of any recovery between $1-2 million;

3. 15% of any portion of the recovery exceeding $2 million.

d) An additional 5% of any recovery after notice of appeal is filed or post-judgement relief or action is required

for recovery on the judgement.

IT IS AGREED and UNDERSTOOD that this employment is based upon a contingent fee basis, and if no
recovery is made, I will not be indebted to my attorneys for any sum whatsoever as attorneys’ fees.

THE UNDERSIGNED HAS, BEFORE SIGNING THIS CONTRACT, RECEIVED AND READ “THE
STATEMENT OF CLIENT’S RIGHTS” AND UNDERSTANDS EACH OF THE RIGHTS SET FORTH
THEREIN. THE UNDERSIGNED CLIENT HAS SIGNED THE STATEMENT AND RECEIVED A SIGNED
COPY TO KEEP TO REFER TO WHILE BEING REPRESENTED BY THE UNDERSIGNED ATTORNEY(S).

THIS CONTRACT MAY BE CANCELLED BY WRITTEN NOTIFICATION TO THE ATTORNEY AT
ANY TIME WITHIN 3 BUSINESS DAYS OF THE DATE THE CONTRACT WAS SIGNED, AS SHOWN
BELOW, AND IF CANCELLED THE CLIENT SHALL NOT BE OBLIGATED TO PAY ANY FEES TO THE
ATTORNEY(S) FOR THE WORK PERFORMED DURING THAT TIME. IF THE ATTORNEY(S) HAVE
ADVANCED FUNDS TO OTHERS IN REPRESENTATION OF THE CLIENT, THE ATTORNEY(S) ARE
ENTITLED TO BE REIMBURSED FOR SUCH AMOUNTS AS THEY HAVE REASONABLY ADVANCED
ON BEHALF OF THE CLIENT.

DATED THIS day of . 20

CLIENT
The above employment is hereby accepted upon the terms stated above.

By:

Reference: LOMAS, The Florida Bar © 2001 Atticus p—



FORM 8.04

Sample Engagement Letter

DATE

NAME

ADDRESS

CITY, STATE & ZIP

Re: [Subject]

Dear:

The purpose of this letter is to confirm, based on our conversation of [date], that [insert firm
name] will represent you in [describe matter]. We will provide the following services: {/ist
services to be provided].

Attached for your use is information on our billing and reporting procedures. Our fee is [insert
dollars per hour] for services performed by lawyers of this firm and [insert dollars per hour] for
services performed by our non-lawyer staff. You will also be billed for expenses incurred on your

behalf.

Our expectations of you are: [list any expectations concerning payment of bills, responses to
requests for information, etc.)

Your primary contact for this matter will be [insert lawyer’s name]. 1f have any questions about
your case, you should contact him/her directly.

This firm has not been engaged to provide the following services: [list services].

Sincerely Yours,

Reference: LOMAS, The Florida Bar

© 2001 Atticus Back to
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FORM 8.04A

Alternate Engagement Letter

Dear Client:

This letter will confirm our conference on [insert date] and the fact that our office
is now representing you in the following matter(s): [insert full description of legal
services to be provided, including, if applicable, the levels of services — e.g.

administrative review trial appeal, etc.].

We are glad to have you as a client in regard to this particular situation. If you
wish for us to represent you in any matter other than that stated above, we will be happy
to review that matter with you and determine if we can be of service to you.

Our fees are outlined in our fee agreement, which we have already discussed and
a copy of which is enclosed. [Note: if agreement has not yet been signed, send two
signed copies of fee agreement and request that the client sign one and return it to you. ]

We will keep you informed as this matter progresses. In the meantime, if you
have any questions, please call. Thank you for choosing our firm to represent you in this
matter.

Sincerely yours,

Enclosure

Reference: Ohio State Bar

© 2001 Atticus Back to
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FORM 8.05

Non-Engagement Letter

DATE

NAME

ADDRESS

CITY, STATE & ZIP

RE: SUBJECT

Dear:

You have contacted this firm and requested that I evaluate whether the firm will represent you in the

above referenced matter. I met with you on ,200 , and have also reviewed the
various copies of documents you left with me. I herewith return those documents for your use.

I appreciate the confidence you have expressed in our firm, but for various reasons the firm has decided
not to represent you in this matter. However, if you have a need in the future for legal assistant, I hope
you will again consider our firm.

You should be aware that the passage of time might bar you from pursuing whatever, if any claim you
have in this matter. Accordingly, because time is always important, and could be critically short in your
case, | recommend you immediately contact another firm for assistance.

In declining to undertake this matter, the firm is not expressing an opinion on whether you might prevail
if the action is pursued. You should not refrain from seeking legal assistance from another firm because
of any interpretation you may place on this firm’s decision not to go forward with this matter.

In accordance with our standard policy, we are not charging you for any legal fees or expenses. While
we do charge for evaluating cases, that is only when we express an opinion on the merits of the matter to
the client. Since we are not expressing an opinion in this instance, no charge is being made.

Although I believe this letter fully covers all pertinent matters, please call me if you have any questions.

Sincerely,

Enclosures
Reference: LOMAS, The Florida Bar
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FORM 8.05A

Non-Engagement Letter

(May be sent by certified mail, with a return receipt requested)

DATE

NAME

ADDRESS

CITY, STATE & ZIP
RE: [SUBJECT]

Dear:

The purpose of this letter is to confirm, based on our conversation of [date], that [insert
firm name] has decided to decline this case because [insert reason for declination, if
possible and appropriate state it]. Our decision to decline this case should not be
construed as a statement of the merits of your case.

You should be aware that any action in this matter must be filed within the applicable
statute of limitations. I strongly recommend that you consult with another lawyer
concerning your rights in this matter.

Very truly yours,

Reference: LOMAS, The Florida Bar
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Non-Engagement Letter FORM 8.05B

After Review

NAME
ADDRESS
CITY, STATE & ZIP

RE: [SUBJECT]
Dear:

You have contacted this firm and requested that I evaluate whether the firm will represent
you in a claim you believe should be filed against [insert appropriate name(s)]. 1 met with
you yesterday and have reviewed various documents you left with me. I enclose those
documents for your file.

I appreciate the confidence you have expressed in our firm, but for various reasons the firm
has decided not to represent you in this matter. However, if you have a need in the future
for legal assistance, I hope you will again consider our firm.

You should be aware that the passage of time may bar you from pursuing whatever, if any,
claim you may have against [insert appropriate name(s)]. Because time is always
important, and could be critically short in your case, I recommend you immediately contact
another firm for assistance.

In declining to undertake this matter, the firm is not expressing an opinion on whether you
will prevail if a complaint is filed. You should not refrain from seeking legal assistance
from another firm because of any interpretation you may place on this firm’s decision not
to go forward with this matter.

In accordance with our standard policy, we are not charging you for any legal fees or
expenses. While we do charge for evaluating cases, that is only when we express an
opinion on the merits of the case to the client. Since we are not expressing an opinion in

this instance, no charge is being made.

Although I believe this letter fully covers all pertinent matters, please call me if you have
any questions.

Very truly yours,

Enclosures

Reference: LOMAS, The Florida Bar
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Non-Engagement Letter FORM 8.05C

After Research

NAME
ADDRESS

CITY, STATE & ZIP
RE: [SUBJECT]

Dear:

Pursuant to my letter of [date], we have conducted [legal research or investigation ] to determine
whether or not we felt you had a claim that could be asserted against [insert appropriate name(s)].

The result of our [research/investigation | indicates that there is not enforceable legal basis for
maintaining an action against [insert appropriate name(s)].

(optional paragraph)

Our opinion is based upon our preliminary research, however, we have found [insert number of
cases)] cases that support our conclusion.

We urge you to consult another lawyer if you wish a second opinion. Time limitations may affect
your rights to pursue a claim, therefore, you should act promptly in consulting another lawyer, or

otherwise pursuing your claim.

At this time, however, we are unable to proceed on your behalf. We are returning your original
documents to you.

Thank you for your interest in our firm.

Very truly yours,

Enclosures

*If you decide to decline representation after research or investigation, you should protect yourself
and your client by: (1) promptly advising the client in writing of your decision not to take the case or
matter; (2) be certain to inform the client of his or her right to contact another lawyer for a second
opinion, and (3) inform the client that his or her prompt attention is required. Disengagement and
nonengagement letters are especially critical when a lawyer decides not to continue past a specific
stage in the case.

Reference: LOMAS, The Florida Bar
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Disengagement Letter FORM 8.05D

Unpaid Fees

Dear Mr./Mrs.

When I undertook to represent you concerning [describe nature of representation, including
case number, if any], you signed a Fee Agreement agreeing to pay for the legal services
provided to you and the costs and disbursements made on your behalf. At the present time,
our records reflect that you have not paid our invoices in a timely manner as you agreed
you would.

Our records reflect that you have paid [report amount], leaving a balance of [report
amount], which is now due and owing. Due to the apparent breakdown in our professional
relationship, enclosed please find a Motion to withdraw as Counsel, which I intend to file.
I will be happy to continue to represent you if we can make acceptable financial
arrangements in the very near future. Otherwise, my further representation of you has
terminated.

If you wish to be represented in this matter, you should contact another attorney
immediately. Keep in mind that, if your case is not filed in a timely manner, you may be
barred forever from pursuing your claim. [Include specific time limit, if known]. You may
wish to call the Lawyer Referral Service at [provide number].

Please contact our office to make arrangements for return of your file. I will be happy to
give it directly to you or to forward it to your new attorney, if you wish. It is our policy to
maintain a file such as yours for [insert number] years, after which time it will be
destroyed. I look forward to hearing form you soon regarding these arrangements.

Very truly yours,

Reference: Ohio State Bar
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Collections Tips Sheet

Successful Invoices

1. Block style with detail
2. Action words, no abbreviations
- Note how the work done furthers client’s goals
3. Personal notes, stickers
4. Courtesy discounts
5. Note when “No Fee” applies or discounts
are given
6. Reduce blank space
- Load invoice with info about what’s been done

COLLECTING YOUR MONEY

According to the Commercial Law League of America,
the LONGER YOU WAIT TO BILL -
the LESS LIKELY you are to be paid:

1st Month 98%
2nd 93%
3rd 85%
4th 73%
6th 57%
9th 42%
12th 25%
24th 14%

FORM 9.01

Thus, you should bill promptly and follow up with repeat billing each month.
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Designated Collector Tips Sheet FORM S.0LA

The Designated Collector

1. Good people and phone skills
2. Empowered and able to negotiate
3. Detail-oriented

4. Create a game to motivate

Confer with Attorney

The Designated Collector
should confer with the attorney
on ALL accounts receivable --
before any calls are made!

(Aging Report)

Attorney Involvement

1. Customer service tone -- straight
talk (working with the individual
to resolve the situation)

2. Personal call

3. Personal visit

4. Get commitment, calendar, follow
through

5. Send confirmation letter re. pay-
ment agreement

© 2001 Atticus Back to
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Negotiating Tips Sheet

Ranking Debtors

Rank your collections in
Negotiable or Non-Negotiable
categories.

This will dictate
how you respond
to them!

Negotiating Options

1. Send Disengagement Letter

2. Barter for payment

3. Set-up a payment plan

4. Forgive the debtor

5. Bring suit, turn over to
agency or attorney that
specializes in collections

© 2001 Atticus

FORM 9.01B

5 Categories of Debtors

NEGOTIABLE:

1. Temporarily unable to pay
2. Able to pay, but stalling

3. In dispute with you

NON-NEGOTIABLE:
4. Truly Destitute

5. Suit would bring grievance

Collection Call

- Protocol -

1. Document the commitment made by

the client on every call

2. Assemble the results in a report

3. Calendar the next follow-up action

4. Send (or fax) a confirmation note to

the client after every call

Back to
Table of Contents



FORM 9.01C

Replenishment Letter

Re: (Matter)
Dear Client:

This letter is sent to you as a reminder regarding your trust account deposit
with this firm.

As you know, when we mutually agreed to establish an attorney-client
relationship in connection with the above-referenced matter, you signed a written
representation agreement. That agreement requires a deposit be maintained at all
times. Unfortunately, it appears that your trust account deposit has fallen below the
required level. After our most recent billing, $ remains outstanding
and unpaid for fees and costs, and $ is required to replenish your
trust account deposit.

Please send this firm a check in the amount of $ , for the
outstanding billing and deposit replenishment no later than , 2001,
at 5:00 p.m. If we do not receive the full amount before that time or make other
mutually acceptable written arrangements, this firm must consider terminating its
relationship with you and withdrawing from representing you in the above-
referenced matter. This firm and I want to continue to represent you. However, we
must insist that you adhere to the terms of the representation agreement.

If you have any questions or need further information, please do not hesitate
to contact me. I look forward to receiving the above amount and continuing our
professional relationship. Thank you.

Very truly yours,

[Attorney/Administrator]

© 2001 Atticus Back to
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The 5-10 Day Past Due Script TORNE RS

The 5-10 Day Past-Due Call

1. Client service orientation

2. “Concerned when we did not
receive your check...”

3. Handle concerns

4. Get commitment

5. Document, send note, calendar next
action item(s)

Table of Contents



Collection Call Scripts FORM 9.03

The Collection Call
- The Opening -

“Hello, I'm calling from

office regarding your account.

We haven't received
your payment this month,
and I'm calling to find out
when we might expect it.

The Collection Call
- The Commitment -

Repeat back to the client
the details of their commitment:

“So, our understanding is that you will...

e send a check for the full amount today.”

e send a payment by

e come in to put this on your c/c by :

© 2001 Atticus Back to
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The Payment Plan Script ToRHRRE

The Collections Call
- The Payment Plan: Hot Tip -

If you let the client suggest
the payment amount,
they will often propose a
higher amount

than what you would have taken.

The Collections Call
- The Payment Plan -

“l am authorized to work with you
on setting up a payment plan, but |
do need your cooperation...”

“Give me the amount you can pay

every month. | am willing to be

flexible...”

Table of Contents



The Credit Card Option TORMREE

The Collection Call
- The Credit Card Option -

“‘Would you like to put this

on your credit card?

We accept MasterCard and Visa...”

Consider Plastic

Establish quick creditworthiness

Law Firm gets lump sum

Burden for collections on c/c co.
Payment Program for clients

Clients earn points on large matters
Payment option makes law accessible

Consider Plastic
What % will the bank charge?
A monthly minimum charge?
Quick access to funds?

Rules about retainers?

© 2001 Atticus Back to
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FORM 9.06
Tougher Measures

TOUGHER MEASURES

A final demand letter sent via
certified maill,
return receipt requested:

...states that client has
9, 7, 0or 10 days to
make payment in full

...iIf payment not
received, matter turned
over to collections
attorney

© 2001 Atticus




. FORM 9.07
Value Corrosion Chart

VALUE CORROSION

The perceived value of legal work
diminishes over time for both
the client --
and the attorney!

e Value when worked
e Value when recorded
per e Value when billed

hour
e Value when collected

Time

© 2001 Atticus Back to
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FORM 9.08

Billing System Process Flow

Note: The partners block out 2pm to 5pm on their calendars for the two days preceding
billing day. Place these dates on the calendar for each month during the year. If any of
these days falls on a weekend, the days set forth below are moved accordingly.

Two days prior to billing day:

1. At the start of the workday, the appropriate staff person prints the pre-bill
worksheets and reviews them for all slips that are “out of standard” (i.e., that
do not conform to the billing standards set by the firm), and marks changes on
the worksheets.

2. The staff person prints a Work In Process Report to get initial WIP time for
each billing person. The report is put in the monthly billing file.

3. At or about 2pm the worksheets are distributed to the partners.

4. From 2pm to Spm the partners review the worksheets.

One day prior to billing day:

1. At the start of the workday, the appropriate staff person updates the Timeslips
database with the changes made by the partners on the previous day, then
prints (but does not finalize) and distributes draft bills to the partners.

2. At or about 2pm the draft bills are distributed to the partners.

3. From 2pm to 5pm the partners review the draft bills and the staff is available
to make updates immediately.

4. When the review is completed, a backup of the Timeslips database is made
and labeled TSBACKUP month-date-year.

5. The staff person prints a second Work In Process Report to get post
adjustment WIP for each billing person.

On billing day:
1. At the start of the workday, the bills are printed, finalized (on Timeslips) and
copied on to colored paper (typically pink).
2. The copies of the bills on colored paper are sent to accounting for entry into
QuickBooks.

3. The original bills are sent to clients in window envelopes.
4. A funds transaction report is run to determine the transfers from trust.
5. Accounting prepares the trust transfer check and delivers it to the appropriate.

partner for signature (marked “Deposit Only” to the firm’s operating account).
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FORM 10.00

Expenses Tip Sheet

Expenses Expenses

Facilities, Support Staff,
Equipment, Insurance, Taxes,

Occupancy costs should be
CLE, Practice Development

less than 10% of revenue --

ideally around 7% - 8% An important -- but often over-rated
profitability lever

Managing Expenses Overhead

Develop and use spending plans, Your overhead should be less than

and budgets 50% of your firm’s revenue.

Assign responsibility/authority
. Ideally, it should be about
Have a good expense reporting system

Apply zero-based budgeting evaluations 45% of revenue.
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Speed Tips Sheet FORMLD

Speed

Two Aspects to Speed:
1. Elapsed billing time

2. Elapsed Collection Time

The longer that either of these elapsed
times take, the /less a firm will
realize in absolute dollars,
and the greater will be
the capital cost.

Improve Your Speed

o Ensure that your billing practices are
outlined clearly in the fee agreement

o Penalize late submission of time sheets

o Adjust billing rates to reflect increased
capital costs and collection losses

o Use retainer agreements

e Indicate a payment due on client bill

© 2001 Atticus Back to
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Financial Template Worksheet PR RS

Use the worksheet below to create your own financial template. Consult with your bookkeeper on this and
use it to guide his or her activities during the month.

Week

Week

Week
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FORM 7.04

Sample Dashboard “A”

Profit/Loss Statement

Gross Revenues

Fixed Expenses

Net

Monthly Revenue Goal:

Fee Report/ Accounts Recievables Report / New Client Report

Amount Billed for Month: Inquiry

Amt. Collected:

Amt. Uncollected: 30 days 60 days 90days 120+days
Total # of:

Inquiry Calls:

Consults Booked:
New Clients:
Old Clients Returned:

Other:
Operating Acct $ Unearned Trust $

© 2001 Atticus
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