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	A
	

	Abandonment of office systems
	22 – 23

	Accounting – system, records

-Consult expert

-2 acct types (gen, trust (pooled, gen))

-articled students should NOT speak to bill review
	3

18

43

	Advisors – practice – LSBC, CBA
	1

	Articled students

-restrictions on tasks (appear’s in court)
-should not speak to bill on review 
	2, LSR 2-43
43

	B
	

	Bring Forward Systems
	32

	       basic principles 
	32

	       bring forward dates (at least 1/file)
	32R

	       dates to note in BF system
	34

	       double reminder system: sec/lawyer
	32

	       Lawyer liability for missed limits
	32L

	       limitation dates –options if miss (repair,  

          insurance)
	32

	       periodic testing of / mgmt review
	35

	       “slips” vs ”system failures”
	32

	       types of BF systems (accordion file, computer, double desk diary, card sys)
	33

	Billing – see Fees & Disbursements
	

	Breakdown of office systems
	22

	C
	

	Checklists – purpose & preparation
	21

	Clients
	37

	       Clear communication (article)
	95

	       Closed Files

Retention (min 2 yrs onsite)

Ownership (huge list)
	18

70

	       Collecting Fees (action in K) – 3 ways
	42

	       Confidential Information 

Lawyer must safeguard

Lawyer must not idle gossip
	19, PCH 5

	       Conflicts Check (min. 2x during file)
	20

	       Conversations – make dated notes
	37

	       Feedback – ask for it
	102

	       51 Rules/10 command’s of client relns
	92, 94

	       Identify Client & anyone in proximity
	29L

	Mail – handling
	19

	Non-Engagement
Send letter

Say no if appropriate
	31
108

	Screening Clients & Cases – red flags
	99

	Contingent Fee Agreements 
	30, LPA 64-67

	       Max %s (33 1/3% for MVAs, 40% PI or   

         wrongful death)
	31, LSR 8-2

	       custody/access – VOID
	31, LPA 67(3)

	       Disbursements – clarify who pays
	38

	       Must be fair & reasonable (2-step test)
	31, LSR 8-1

	       independent legal advice – client entitled
	30

	       interim billing – is OK here too
	39R

	       matrimonial (need leave)
	31, LPA 67(4)

	       must be in writing
	30, LSR 8-3

	       must keep time records
	31

	       Prohib’d terms of
	31R

	Corporate records – security of
	20R

	Costs – warning to client
	38

	D
	

	Disbursements

Client must auth for you to bill for

What counts as
How to bill for
	29
44

44

	Documents – control, production, storage
	22

	Duties – lawyers, assistants, secretaries
	1-2,3

	E
	

	“Encl.” – use if there is one
	19

	F
	

	Fees and Disbursements 
	38

	Basics
	Canon 3(10), CPC XI, PCH 9, LPA 64-79

	Bills – MUST keep copy
	39, LSR 3-62

	Bills – formal requirements

(suff desc, lump sum, detailed disburs)
	43, LPA 69, SCR 57(35)

	Class Proceedings exempt
	LPA 64(2)

	Client communication
	37

	Client protection devices
-review of bill by registrar

-statutory prohibs (e.g., contingency K)
	41

	Collecting Fees (Action in K) – 3 ways to
	42R

	Contingent fees – see Contingent Fee Ks
	

	       Costs – warn client of
	38

	Disbursements

client auth req’d
definition/what counts
	29

44

	GST / PST / SST
	45

	Interim billing – usu per month/work must have been done to be billed for
	39

	Lawyer protection devices
	42L

	Time limit for review of bill
	42L, LPA 70

	Phone calls – billable time incls them
	30R

	Retainers – see Retainers
	28-29

	Review by Registrar 
Costs – who pays for
Notice to lawyer – min 5d
Time limit to ask for (1yr post bill/3mos post paid, whichever first)
Onus on lawyer to prove bill
Limited waiver of sol-client priv

Criteria on review
	42, LPA 70-71

42L
Rule 57(29)

42L, LPA.70(11)
43L

42R
43, LPA71(4)

	Setting fees

considerations/usu methods
Part 8 LPA – (contingency Ks, review)

PCH Ch.9 (can’t charge excessive fees; can’t charge/take referral fees)

CPC XI, Canon 3 
	39-40

	Solicitor’s Lien (unpaid fees)

2 types: possessory, charging

who owns file ppty where lien
	45

72

	       Types of fees (fixed, hourly, contingent, lump, percent, quantum meruit)
	40

	File Management – General 
	24

	Accounting Records (keep for each file)
	25R

	Closed file – file ppty ownership 
	70

	       Closed file storage (2 yrs min onsite)
	18

	       Conflicts check (min. 2x during file)
	20

	       File Management Index
	25

	       File Opening
	24-25

	       File-Opening “Book” (i.e., log of)
	25L

	       File-Opening Sheet
	24, prec26

	       Filing System for Open Files
	17

	       Trust ledger card
	25R

	File Organization (internal) – Individual files
	35-36

	File Ownership
	70

	       If Account Paid
	70, 71

	       If Account Unpaid
	72

	       Solicitor’s Lien (2 types, who owns ppty)
	45, 72

	I
	

	Index of all files – “file mgmt index system”
	25

	Information Resources (Library, Precedents, Research & Opinion File)
	3

	Insurance – “loss prevention”; most claims are due to poor practice mgmt
	1

	Insurance deductibles for missed LP ($5K, then $10K)
	32

	Interest on unpaid accounts, must K for
	30L

	Interim billing
	39

	L
	

	Lawyer’s responsibilities

Direct supervision of employees

Ensure unauthorized persons don’t give legal advice
	1, 
PCH 12 (1)

PCH 12 (2)

	Legal Assistant’s responsibilities

Lawyer can delegate as asst’s knowl + experience permit, BUT must supervise/train AND can’t delegate giving legal advice, undertakings, appear in court (see also list at (9))
	2, 
PCH 12 (4-9)

	Letterhead

If letter signed by s/one not lawyer, must indicate status/designation of signatory
	19
PCH Ch.12(3)

	Library (keep updated)
	3

	Limitation – time avail for fee review
	42

	Limitation – missed, = negligence
	32

	Loss Prevention – Insurance, Practice Advisors 
	1

	M
	

	Mail
	19

	Management Review Procedures
	35

	Messages – how to handle incoming
Competence incl provision of adeq services incl prompt response to clients
	18, 
PCH Ch.3

	N
	

	Negligence – 
can’t K out of, gen’ly
Contingent fee Ks can’t K out of negligence


	29L
LPA.65(3) 
LSR 8-3(c)

	Negligence – missed limitation
	32

	Non-engagement – Letters 
              Reasons for not taking on a client
	31

108

	O
	

	Office Procedures & Systems
	17

	       Accounting System & Records
	3, 18, 25R

	       Breakdown of office systems
	22

	       Checklists
	21

	       Closed files – system, ownership
	18, 70

	       Confidential Information
	19, PCH 5

	       Conflicts Check (at least 2x)
	21

	       Documents – Control, Production, 

       Storage
	22

	       Mail
	19

	       Manual for office sys/procs/policies
	17

	       Messages - incoming
	18

	       Open File System
	17

	       Precedent System
	21

	       Registered/Records Office, acting as
	20

	       Security (see Office Security)
	20

	       Time-Keeping (see Time Keeping)
	18

	Office Security
	20

	       Back up files daily
	20

	       Corporate Record Security
	20

	       Passwords
	20

	       Physical security
	20

	       Shredding documents
	20

	       “Valuable Property Record”/index
	20

	Off-site storage – have proc for updating
	22R

	Opening a file (see File Management)
	24

	Overdue accounts –have policy for follow-up
	18

	P
	

	Phone calls/messages
	18

	Practice advisors – LSBC, CBA
	1

	Practice – forms of (e.g., SP, LLP, corp)
	5

	Practice Standards Review by LSBC

Benchers may set stds, make rules for review

Practice stds cmte & review procs
	LPA s. 27

LS Rules Part 3 Div 2

	Precedents –use them, have precedent system
	3, 21

	Proceeds of Crime 
Willfully blind are crim liable

What to do if discover have $-o-crime
$7500 cash max rules
	128-129
128L

128R

129L

	Productivity (see also Time-Keeping)
	110

	Professional Responsibility
	

	       Confidential Information

         Duty to keep conf, when can disclose (court order/law, prevent crime GBH/death)

         Instruct staff of duties
	19
PCH 5

20L

	       Contingent fees – see Contingent Fee Ks
          Duty to ensure fair & reasonble
	30

	       Fees – discuss upfront & cover all bases
	38

	Identify client/conflicts
	29

	       Lawyer’s responsibilities

         Pers resp, what can/’t delegate
	1, 
PCH 12 (1-5)

	R
	

	Registered/Records Office, acting as
	20

	Registrar’s review of bill– see Fees – Review by Registrar
	41-42

	Research and Opinion File - index memos
	3

	Resources – library, opinion file, precedents
	3

	Retainer Ks/Retainer Letters
	28

	       Amount of Cash retainer 
	28R

	       Clarity of instructions – v. imp
	28

	       Confirm in Writing 
	28L

	       Content/purpose of retainer K
	29R

	       Contingent Fee (see Contingent Fee Ks)
	30-31

	       Definition of “retainer” – many meanings
	28L

	       Disbursements – must get auth to bill for
	29L

	       Exceptions (when not needed) – simple 

         real estate & wills matters
	29R

	       Interest on unpaid accounts – must K for
	30L

	       Interim Billing – usu monthly, keep copy
	39

	       Limited Retainer (avoid if possible)
	29L

	       Negligence (can’t K out of)
	29, LPA 65(3), LSR 8-3(c)

	       Non-engagement: letters, when to say no
	31, 108

	       Onus on lawyer to prove retainer – doubts resolved against lawyer (Bergman v. Williams)
	29R

	       Partial Retainer (avoid if possible)
	29L

	       Purposes of Retainer Agreement
	29R

	       Registrar can modify
	43

	       Scope of – clarify at outset
	28

	       What to include
	29R

	       When to discuss – as early as poss
	28L

	Review procedures, management
	35

	S
	

	Saying “No” 
	108

	Screening Clients & Cases 
	99

	Secretary’s responsibilities
	3

	Security (see Office Security)
	20

	Signature on letter (if not member of LSBC)
	19R

	Solicitor’s liens 
	45, 72

	Solicitor-Client Priv. (limited waiver re fees on review)
	42

	Storage of Documents
	20, 22

	T
	

	Time-Keeping
	104

	       Automated
	105R

	      Choice of/Criteria for rating sys
	107L

	       Manual (3 systems – Altvs 1, 2, 3)
	104-105

	       Monthly Billing – usu period
	39

	       Productivity – how to improve
	110

	       Purpose of 
	106R

	       Required for Contingent Fee
	31

	       Saying “No”
	108

	       “To Do” List – how to org
	104L

	        Work-in-Progress (billing)
	106

	Trust Accounting 
	122

	       Amounts over $25M (must use Large 

      Value Tsf System – LVTS)
	123, LSR 3-56(3.1)

	       Bank Charges – can’t come from trust acc. 
except in acc w/ LSRule 3-52(4) (can put max $300 of own $ into trust to cover bank fees)
	122, LSR 3-56(1)

LSR 3-52(4)

	       Breach – 
can result in disciplinary action
can result in search/seizure of records
	122, 
LPA 36(b), 
LPA 37

	       Cheques, ordering (should look unique)
	127

	       Designated Saving Institutions – 
  Must use for trust accts, unless client 

    instructs otherwise
“Designated savings inst”
	129
LSR 3-51

LSR 3-49

	       Institution & client’s funds must be 
         Insured ( Annual CDIC Report
	129, 131

Rule 3-70

	       Interest payable to Law Foundation – lawyer must instruct bank to do so in writing
	127, LSR 3-52

	       Large Value Transfer System
	123

	       Law Society Trust Rules
	LSR 3-47 to 3-80

	       Lawyer personally responsible to ensure compliance w/ LSRules
	122, LSR 3-48

	       Ledger card (keep track of each file acct)
	25

	       Letter to Financial Institution - prec
	125

	       Multiple trust accounts – when to use
	127

	       No co-mingling of lawyer’s funds w/ trust  

        funds, in pooled or separate account
	123, LSR 3-52(3) & 53(3)

	       Opening trust account 
	124, LSR 3-52

	       Overdrawn Trust Account – must report to 
        LSBC
	123, LSR 3-66

	       Pooled trust account
	123, 127, LSR 3-51

	       Proceeds of Crime Legislation 
	128

	       Savings Institution – selecting 
	127

	       Security of Trust Funds
	123

	       Separate Trust Accounts 

           Accounting Entry to move (p.127)
	123L, 127, LSR 3-53

	       Trust Administration Fee ($10/transact), 

        but not on retainers
	131

	       “Trust funds” – definition
	122, LSR 1- Defns 

	Trust reports – must file/period of not more than 12 mos., $400 for late filing
	123, LSR 3-72

	Trust shortage – must report
	123, LSR 3-66

	Unclaimed trust funds – remit to LSBC if unable to locate benf for 2 yrs
	123, LSR 3-81 – 3-87

	Withdrawals must be by trust cheque, so need to develop policy for writing chqs
	18

	V
	

	“Valuable property record”
	20
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