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Technology

How document automation can save you thousands

APPROPRIATE OFFICE WEAR

Now’s the time to enforce your 
warm weather dress code
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'RHV�\RXU�¿UP�XVH�GRFXPHQW�DXWRPDWLRQ�WRROV"�
,I�QRW��\RX¶UH�QRW�DORQH��$FFRUGLQJ�WR�D�VXUYH\�
FRQGXFWHG�LQ������E\�WKH�,QWHUQDWLRQDO�/HJDO�
7HFKQRORJ\�$VVRFLDWLRQ��D�ZKRSSLQJ�����RI�ODZ�
¿UPV�VXUYH\HG�UHSRUWHG�QRW�XVLQJ�D�GRFXPHQW�
DXWRPDWLRQ�V\VWHP��%XW�ZKHQ�\RX�WKLQN�DERXW�KRZ�
PXFK�WLPH�\RXU�WHDP�VSHQGV�DVVHPEOLQJ�YDULDWLRQV�
RI�WKH�VDPH�GRFXPHQWV�HYHU\�GD\��DXWRPDWLQJ�WKH�
SURFHVV�LV�VRPHWKLQJ�WR�FRQVLGHU�
³2Q�DYHUDJH�RXU�FXVWRPHUV�ZKR�LPSOHPHQW�
GRFXPHQW�DXWRPDWLRQ�WHFKQRORJ\�DV�D�SDUW�RI�WKHLU�
HYHU\GD\�ZRUN�SUDFWLFH�VDYH����SHUFHQW�RI�WKH�WLPH�
WKH\�ZRXOG�RWKHUZLVH�VSHQG�RQ�WKH�PDQXDO�FUHDWLRQ�

RI�UHSHWLWLYH�GRFXPHQWV�´�VD\V�Bob christensen��
&(2�RI�7KH)RUP7RRO��//&�

What is document automation?
'RFXPHQW�DXWRPDWLRQ�WUDGLWLRQDOO\�UHIHUV�WR�
WKH�SURFHVV�RI�DVVHPEOLQJ�D�SDFNDJH�RI�UHODWHG�
PDWHULDOV�LQ�WKHLU�HQWLUHW\��WDNLQJ�RXW�LUUHOHYDQW�
SLHFHV��DQG�WDLORULQJ�WKH�WH[W�DSSURSULDWHO\�IRU�HDFK�
FOLHQW��)RU�PDQ\�¿UPV��GRFXPHQW�DXWRPDWLRQ�LV�
VLPSO\�XVLQJ�WHPSODWHV�DQG�PDFURV�FUHDWHG�LQ�WKHLU�
ZRUG�SURFHVVRU��$QG�ZKLOH�WKDW�PD\�EH�¿QH�IRU�
VRPH�GRFXPHQWV��WKHUH�DUH�OLPLWV�

(continues on page 3)

$IWHU�D�ORQJ��FROG�ZLQWHU��ZKR�GRHVQ¶W�ORRN�IRUZDUG�
WR�D�ORQJ��KRW�VXPPHU"
)RU�RI¿FH�PDQDJHUV��KRZHYHU��VXPPHU�EULQJV�
D�QHZ�VHW�RI�FKDOOHQJHV��LQFOXGLQJ�ZKDW�VWDII�
PHPEHUV�ZHDU�WR�WKH�RI¿FH�
$K�\HV��ZDUP�ZHDWKHU�ZRUN�DWWLUH��8OWUD�VKHHU�
EORXVHV��PLGULII�WRSV��SOXQJLQJ�QHFNOLQHV��VKRUW�
VNLUWV��VKRUWV��DQG�ÀLS�ÀRSV��
:KDWHYHU�DUH�WKH\�WKLQNLQJ"
,I�\RX�GRQ¶W�KDYH�D�VXPPHU�GUHVV�FRGH�SROLF\��
\RXU�SUDFWLFH�LV�DW�WKH�PHUF\�RI�DQ�LQGLYLGXDO¶V�
IDVKLRQ�VHQVH��ZKLFK�PD\�QRW�FRLQFLGH�ZLWK�JRRG�
EXVLQHVV�VHQVH�

(continues on page 13)



,I�\RXU�ODZ�RI¿FH�KDV�D�V\VWHP�WKDW�KHOSV�RSHUDWLRQV�UXQ�VPRRWKO\��/DZ�2I¿FH�
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NJ firm finds an easy to reduce last-
minute sick calls
([SHULHQFH�LV�RIWHQ�D�PDQDJHU¶V�EHVW�HGXFDWLRQ��6XFK�LV�WKH�FDVH�IRU�
WKH�ORQJ�WLPH�PDQDJHU�RI�D�SUDFWLFH�LQ�1HZ�-HUVH\��ZKR�KDV�IRXQG�
WKDW�WKH�EHVW�ZD\�WR�SUHYHQW�WKH�ODVW�PLQXWH�VLFN�FDOOV�LV�WR�DOORZ�
VWDII�WR�FDUU\�WKHLU�VLFN�GD\V�RYHU�WR�WKH�QH[W�\HDU�
%XW�LQVWHDG�RI�WUDQVIHUULQJ�DV�VLFN�GD\V��WKH�WLPH�EHFRPHV�SHUVRQDO�
GD\V�WR�XVH�KRZHYHU�WKH\�ZDQW��$V�LQ�DQ\�RI¿FH�WKH�VLFN�FDOOV�
DOZD\V�FDPH�LQ�DW�WKH�ODVW�PLQXWH�DQG�OHIW�WKH�RI¿FH�VKRUWKDQGHG��

Use it or lose it
:KDW¶V�PRUH��WKH�RI¿FH�KDG�D�XVH�LW�RU�ORVH�LW�SROLF\��VR�WKHUH�ZDV�
LQYDULDEO\�D�VXUJH�RI�DEVHQFHV�DW�WKH�HQG�RI�WKH�\HDU�
0DNLQJ�PDWWHUV�ZRUVH��0RQGD\V�DQG�)ULGD\V��ZKLFK�DUH�WKH�EXVLHVW�
GD\V��DUH�WKH�PRVW�WHPSWLQJ�WLPHV�IRU�SHRSOH�WR�EH�RXW�
7KH�FDUU\�RYHU�V\VWHP�HQGHG�WKDW��DQG�WR�HYHU\ERG\¶V�VDWLVIDFWLRQ��
)RU�WKH�RI¿FH��WKHUH¶V�IXOO�FRYHUDJH�IRU�DOO�SRVLWLRQV��IRU�VWDII��
WKHUH¶V�D�ERQXV�RI�DGGHG�SHUVRQDO�WLPH�

The potential for more vacation
(DFK�HPSOR\HH�VWDUWV�WKH�\HDU�ZLWK�¿YH�VLFN�GD\V�DQG�HQGV�
E\�WDNLQJ�WKH�XQXVHG�GD\V�LQWR�WKH�QH[W�\HDU��7KXV��VWDII�FDQ�
SRWHQWLDOO\�DGG�DV�PDQ\�DV�¿YH�GD\V�WR�WKHLU�YDFDWLRQ�WLPH��0RVW�
SHRSOH�FDUU\�RYHU�DW�OHDVW�WKUHH�GD\V��DQG�RQH�VWDIIHU�ZKR�KDV�EHHQ�
WKHUH�VLQFH�WKH�FDUU\�RYHU�EHJDQ�KDV�FDUULHG�RYHU�¿YH�GD\V�HYHU\�
\HDU��7KH�PDQDJHU�DVNV�VWDII�WR�UHTXHVW�WKH�SHUVRQDO�WLPH�DW�OHDVW�D�
ZHHN�DKHDG�VR�VKH�FDQ�FRYHU�WKH�ZRUN��WKRXJK�XVXDOO\�WKH\�DUUDQJH�
WKH�FRYHUDJH�WKHPVHOYHV�EHIRUH�PDNLQJ�WKHLU�UHTXHVWV�

Plus protection for holidays
7KHUH¶V�PRUH�WR�WKH�SLFWXUH��DQ�DGGHG�D�SURYLVLRQ�WR�SUHYHQW�
XQQHFHVVDU\�FDOO�LQV�DURXQG�KROLGD\V�
7R�PLVV�WKH�GD\�EHIRUH�RU�DIWHU�D�KROLGD\��VWDII�KDYH�WR�JHW�WKH�
DEVHQFH�DSSURYHG�LQ�DGYDQFH�RU�EULQJ�D�GRFWRU¶V�QRWH�YHULI\LQJ�
LOOQHVV��2WKHUZLVH��WKH\�GRQ¶W�JHW�SDLG�IRU�WKH�KROLGD\��:LWK�PRVW�
KROLGD\V�IDOOLQJ�RQ�0RQGD\��WKH�IROORZLQJ�GD\�LV�LQYDULDEO\�D�
0RQGD\�7XHVGD\�GD\�ZLWK�WZLFH�WKH�ZRUN��VR�WKH�RI¿FH�QHHGV�WKDW�
SURYLVLRQ�WR�HQVXUH�IXOO�FRYHUDJH��7KH�PDQDJHU�DGGV��WKRXJK��WKDW�
HQIRUFHPHQW�IROORZV�FRPPRQ�VHQVH��,I�D�VWDIIHU�LV�REYLRXVO\�LOO��
WKH�GRFWRU¶V�QRWH�LV�QRW�QHFHVVDU\��%XW�KDYLQJ�WKH�SURYLVLRQ�LQ�WKH�
KDQGERRN�DOORZV�WKH�RI¿FH�WR�HQIRUFH�LW�LI�WKHUH¶V�GRXEW�

Reader Tip



When a claim’s not worth your time
The next generation of document automation contains what 
Christensen sees as the most important development — the 
system’s ability to act independently of the author and to 
replicate or leverage the author’s expertise and judgment 
without the author being further involved.
For example, one of Christensen’s clients is a firm that represents 
a hospital. The hospital was faced with an overwhelming 
number of reimbursements being declined by Medicaid. 
Many of these claims were low, around $200. As it would take 
approximately 90 minutes of a lawyer’s time to put together 
the materials needed to proceed, these claims were deemed too 
small to pursue individually.
But 100 of these little amounts daily started to add up—to the 
tune of $4 million per year. This was the perfect situation for 
TheFormTool’s latest document automation software, Doxserá. 
It was able to collect all of the required facts, assemble the 
necessary documents, analyze the materials, and cite the proper 
authority supporting the claim, using only five minutes of clerk 
time per claim.
“If the economics determine whether or not you pursue a 
matter, shifting the economics affects the party you’re working 
for and against, as well as your firm as a business,” says 
Christensen. “It levels the playing field.” 
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)RU�H[DPSOH��&KULVWHQVHQ�WHOOV�RI�D�FOLHQW�ZKRVH�
PRVW�FRPSOH[�GRFXPHQW�LV�WKHLU�HQJDJHPHQW�
OHWWHU��³(YHU\WKLQJ�JRHV�LQ�WKHUH��7KDW�������ZRUG�
GRFXPHQW�KDV�����YDULDEOHV�´�VD\V�&KULVWHQVHQ��
³$QG�WKH\�KDYH�RQH�IRU�HDFK�GLIIHUHQW�SUDFWLFH�
DUHD��7KH\�FRXOGQ¶W�DXWRPDWH�LW�EHFDXVH�LW�ZDV�ZHOO�
EH\RQG�:RUG¶V�OLPLWV�´�

How can document automation affect your 
bottom line?
$W�D�SUHVHQWDWLRQ�GHOLYHUHG�WR�WKH�&KLHI�,QIRUPDWLRQ�
	�7HFKQRORJ\�2I¿FHUV�IRUXP��Roberta gelb��
3UHVLGHQW�RI�&KHOVHD�2I¿FH�6\VWHPV��WROG�D�VWRU\�
RI�D�FOLHQW¶V�VHFUHWDU\�ZKR�UHIXVHG�WR�XVH�WKH�QHZO\�
LQVWDOOHG�GRFXPHQW�DXWRPDWLRQ�V\VWHP��,QVWHDG��VKH�
FRQWLQXHG�WR�IROORZ�KHU�VWDQGDUG�SUDFWLFH�RI�UHXVLQJ�
DQ�H[LVWLQJ�GRFXPHQW�DQG�FXWWLQJ�DQG�SDVWLQJ�DV�
QHFHVVDU\�WR�FUHDWH�D�QHZ�GRFXPHQW��*HOE�WLPHG�
KHU��,W�WRRN����PLQXWHV�IRU�WKH�VHFUHWDU\�WR�FRPSOHWH�
WKH�WDVN��DQ�KRXU�ORQJHU�WKDQ�LW�ZRXOG�KDYH�WDNHQ�
KDG�VKH�XVHG�GRFXPHQW�DXWRPDWLRQ�
*HOE�WKHQ�GLG�WKH�PDWK��,I�DOO����VHFUHWDULHV�LQ�WKH�
ODZ�¿UP�IROORZHG�WKH�VDPH�SURFHVV��LW�DGGHG�XS�WR�
D�SRWHQWLDO�ORVV�RI�DOPRVW����������SHU�\HDU�
$QG�WKH�FRVW�RI�GRFXPHQW�SURGXFWLRQ�LV�EHFRPLQJ�
LQFUHDVLQJO\�GLI¿FXOW�WR�UHFRYHU�IURP�FOLHQWV��³7KH�
ELJJHVW�GLVDJUHHPHQW�EHWZHHQ�D�ODZ\HU�DQG�D�FOLHQW�
LV�WKH�SHUFHSWLRQ�RI�WKH�YDOXH�RI�WKH�GRFXPHQWV�´�VD\V�
&KULVWHQVHQ��³7R�WKH�ODZ\HU��WKHVH�GRFXPHQWV�UHSUHVHQW�
WKH�ODUJHVW�FRVW�RI�WKHLU�SUDFWLFH��+RZHYHU��LQ�WKH�SDVW�
���\HDUV��FOLHQWV�KDYH�EHHQ�WDXJKW�WKDW�GRFXPHQWV�KDYH�
OLWWOH�RU�QR�YDOXH��/DZ\HUV�QHHG�WR�GR�ZKDWHYHU�WKH\�FDQ�
WR�GHFUHDVH�WKH�FRVWV�RI�WKRVH�GRFXPHQWV�´

Why isn’t it standard practice?
³/DZ\HUV�WHQG�WR�EH�UHVLVWDQW�WR�FKDQJH�´�VD\V�nicole 
Black�RI�0\&DVH�FRP��³7KH\��DQG�WKHLU�VWDII��DUH�
XVHG�WR�WKH�SURJUDPV�V\VWHPV�WKH\¶YH�DOZD\V�XVHG�
DQG�FKRRVLQJ�DQG�OHDUQLQJ�D�QHZ�RQH�WDNHV�WLPH�DQG�
PRQH\��6R�PDQ\�ODZ\HUV�MXVW�RSW�WR�VWLFN�ZLWK�ZKDW�
WKH\¶YH�JRW�DV�ORQJ�DV�LW¶V�VRUW�RI�ZRUNLQJ�´
%XW�OHJDO�DVVLVWDQW�Tranesia Joseph GLGQ¶W�
FRPSODLQ�ZKHQ�KHU�IRUPHU�HPSOR\HU�EURXJKW�LQ�
GRFXPHQW�DXWRPDWLRQ�VRIWZDUH��³7KH�RQO\�FRQ�ZDV�
WKDW�WKH�GRFXPHQWV�ZHUH�FUHDWHG�E\�WKH�VXSHUYLVLQJ�
SDUDOHJDO�VR�WKDW�LV�ZKHUH�KXPDQ�HUURU�FRPHV�LQ�WR�
SOD\��6RPH�RI�WKH�GRFXPHQWV�ZHUH�SHUIHFW�EXW�VRPH�
RI�WKHP�\RX�KDG�WR�GR�PRUH�ZRUN�WR�HGLW��2WKHU�
WKDQ�WKDW«�,�ZRXOG�KLJKO\�UHFRPPHQG�LW��EHFDXVH�
LW�PDGH�P\�ZRUN�GD\�HDVLHU�´

How to proceed?
7KDW�UDLVHV�WKH�TXHVWLRQ�RI�KRZ�PXFK�ZRUN�LV�
LQYROYHG�WR�LPSOHPHQW�D�V\VWHP��7KHUH�DUH�PDQ\�
GLIIHUHQW�GRFXPHQW�DXWRPDWLRQ�V\VWHPV�WR�FKRRVH�
IURP��DQG�HDFK�KDV�WKHLU�RZQ�XQLTXH�IHDWXUHV�DQG�
UHTXLUHPHQWV��6RPH�DGYDQFHG�V\VWHPV�UHTXLUH�
VSHFLDO�DWWHQWLRQ��6RPH�DUH�IXOO\�LQWHJUDWHG�V\VWHPV��
FRPELQLQJ�HYHU\WKLQJ�IURP�GRFXPHQW�PDQDJHPHQW�
WR�ELOOLQJ�V\VWHPV��2WKHUV�DUH�0LFURVRIW�:RUG�
SOXJ�LQV��GHVLJQHG�WR�ZRUN�ZLWK�D�¿UP¶V�H[LVWLQJ�
WHPSODWHV��³/DZ�¿UPV�DOUHDG\�KDYH�WKH�EHVW�RI�WKH�
GRFXPHQWV�WKH\�QHHG�´�VD\V�&KULVWHQVHQ��³7KH\�MXVW�
QHHG�VRPHWKLQJ�PRUH�HI¿FLHQW�WKDW�ZRUNV�RQ�WKHLU�
GRFXPHQWV�DQG�DGGV�LQWHOOLJHQFH�WR�WKH�GRFXPHQWV�´
,I�\RX�DOUHDG\�KDYH�D�SUDFWLFH�PDQDJHPHQW�V\VWHP��
WDON�WR�\RXU�UHSUHVHQWDWLYH�DQG�VHH�LI�WKHUH¶V�D�EXLOW�LQ�
DXWRPDWLRQ�V\VWHP��,I�VR��¿QG�RXW�ZKDW�LW�ZRXOG�WDNH�
WR�UROO�LW�RXW�WR�\RXU�WHDP��2WKHUZLVH��FRQGXFW�D�OLWWOH�
UHVHDUFK�RQOLQH��VHOHFW�VRIWZDUH�WKDW�LV�SRZHUIXO�DQG�
HDV\�WR�XVH��DQG�GRZQORDG�D�IUHH�WULDO��
%XW��DV�*HOE¶V�VWRU\�GHPRQVWUDWHV��LW¶V�QRW�HQRXJK�WR�
VLPSO\�GRZQORDG�WKH�VRIWZDUH�DQG�H[SHFW�HYHU\RQH�

(Document automation continued from page 1)



Reader Question: 
How can I rein in a runaway staff?
Question: The previous manager let staff get away with everything. I’m 
the new manager. How do I change the staff behavior?

Answer: Take the bull by the horns. Hold a staff meeting and spell 
out the new expectations. Call them rules or call them pet peeves, but 
make it clear that everybody is expected to follow them.

Cover all the items the previous manager let slide so staff know that 
what was tolerated before will be tolerated no more.

All that says there’s a new captain who is going to run a tighter ship. 
It also shows what won’t be tolerated without calling anyone out 
personally. 

Afterwards, meet one-on-one with every staffer to go over the duties 
and responsibilities and make sure both manager and employee are 
on the same page.

Reiterate the expectations outlined at the staff meeting, and ask if the 
staffer can meet them

End by asking if there are any requests. For example, somebody might 
want to continue performance discussions the previous manager held. 
Or somebody may have earlier requested training and now wants to 
know if it’s still available.
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LQ�WKH�¿UP�WR�HPEUDFH�LW��<RX�QHHG�D�VWUDWHJ\��7R�
JHW�\RXU�WHDP�RQERDUG��&KULVWHQVHQ�UHFRPPHQGV�
WKHVH�WLSV�

 j (QOLVW�WKH�VXSSRUW�RI�\RXU�¿UP¶V�KHDY\�XVHUV�RI�
UHSHWLWLYH�GRFXPHQWV��VXFK�DV�WKH�UHDO�HVWDWH��
IDPLO\�ODZ��RU�FRUSRUDWH�GHSDUWPHQWV��/HW�WKHP�
H[SHULPHQW�ZLWK�WKH�VRIWZDUH�

 j 'RQ¶W�WDFNOH�WKH�PRVW�FRPSOH[�GRFXPHQWV�¿UVW��
*R�ZLWK�WKH�VLPSOHU�RQHV�WR�JHW�\RXU�UHWXUQ�RQ�
LQYHVWPHQW�ULJKW�DZD\��ZKLOH�HGXFDWLQJ�\RXU�
VWDII�DW�WKH�VDPH�WLPH�

 j ,Q�HYHU\�¿UP��WKHUH�DUH�SHRSOH�RQ�WKH�ORRNRXW�
IRU�EHWWHU�ZD\V�RI�GRLQJ�WKLQJV��7XUQ�WKHP�
ORRVH�RQ�WKH�VRIWZDUH��/HW�WKHP�EH�FUHDWLYH��
³3HRSOH�HQMR\�SOD\LQJ�ZLWK�RXU�VRIWZDUH�´�
VD\V�&KULVWHQVHQ��³*HW�D�VHJPHQW�RI�\RXU�VWDII�
SOD\LQJ�DQG�WKH�ZRUG�ZLOO�VSUHDG�RQ�LWV�RZQ�´

Conclusion
7HFKQRORJ\�LV�KDYLQJ�D�SURIRXQG�HIIHFW�RQ�WKH�
OHJDO�LQGXVWU\�DQG�RQ�FOLHQWV¶�H[SHFWDWLRQV��³,W¶V�
EHFRPLQJ�DQ�LQGXVWU\�LQFUHDVLQJO\�GLI¿FXOW�WR�VWD\�
YLDEOH�LQ�´�VD\V�*OHE��³DQG�¿UPV�WKDW�UHFRJQL]H�WKDW�
WHFKQRORJ\�ZLOO�PDNH�WKH�GLIIHUHQFH�JRLQJ�IRUZDUG�
ZLOO�EH�WKH�¿UPV�WKDW�VWLFN�DURXQG�´���

BILLING AND COLLECTIONS

Don’t give discounts to clients 
without first calculating cost
'LVFRXQWV�DUH�GDQJHURXV�WKLQJV��6RPH�¿UPV�JLYH�
WKHP�RXW�ZLOOLQJO\�LQ�H[FKDQJH�IRU�D�JXDUDQWHHG�
YROXPH�RI�EXVLQHVV��2WKHUV�ZLQG�XS�KDYLQJ�WR�
WDNH�WKHP�IRU�ODFN�RI�FOLHQW�SODQQLQJ��<RX�QHHG�
WR�XQGHUVWDQG�WKH�GROODU�FRVW�RI�HYHU\�GLVFRXQW��
&DOFXODWH�KRZ�WKH�¿UP�ZLOO�IDUH�ZLWK�WKH�EXVLQHVV�
DQG�ZLWKRXW�LW�DQG�NQRZ�KRZ�PXFK�GLVFRXQW�WKH�
¿UP�FDQ�DFFHSW��(YHQ�EHWWHU��NHHS�FRQWURO�RQ�WKH�
FOLHQW�EDODQFH�VR�WKH�¿UP�GRHVQ¶W�KDYH�WR�WDNH�
GLVFRXQWV�LQ�WKH�¿UVW�SODFH�

Sure business or sure loss
,W¶V�FRPPRQ�IRU�¿UPV�WR�JUDQW�GLVFRXQWV�LQ�
H[FKDQJH�IRU�JXDUDQWHHG�EXVLQHVV��%XW�JXDUDQWHHG�
EXVLQHVV�GRHVQ¶W�PHDQ�JXDUDQWHHG�SUR¿W�RU�HYHQ�
JXDUDQWHHG�VXUYLYDO��6XSSRVH�WKH�¿UP�FXUUHQWO\�
FKDUJHV�%LJVKRW�&OLHQW������DQ�KRXU�IRU�D�OLPLWHG�
DPRXQW�RI�ZRUN��7KH�SDUWQHUV�DVN�IRU�%LJVKRW¶V�
RWKHU�EXVLQHVV�DV�ZHOO��DQG�WKH�UHVSRQVH�LV�³RND\��
ZH¶OO�JLYH�LW�WR�\RX��EXW�RQO\�LI�\RX�ORZHU�\RXU�UDWH�
WR������DQ�KRXU�´�&XUUHQW�UHYHQXHV�DUH�JRRG��VR�
WKH�¿UP�¿JXUHV�LW�FDQ�WDNH�RQ�WKH�ZRUN��UHDVRQLQJ�
WKDW�³HYHU\�QLFNHO�ZH�ORVH�RQ�WKH�ORZHU�UDWH�ZH¶OO�
PDNH�XS�RQ�WKH�YROXPH�´�1RW�VR�IDVW��,W�GRHVQ¶W�
ZRUN�RXW�WKDW�ZD\��,Q�IDFW��WKH�RQO\�WLPH�D�GLVFRXQW�
PDNHV�VHQVH�LV�ZKHQ�WKH�DWWRUQH\V�FDQ¶W�¿OO�XS�
WKHLU�WLPH��0RVW�¿UPV�KDYH�WKDW�EDFNZDUGV�DQG�
JLYH�GLVFRXQWV�RQO\�ZKHQ�WKH�DWWRUQH\V�KDYH�VWHDG\�
ZRUN�DW�WKH�VWDQGDUG�UDWH��¿JXULQJ�WKDW¶V�ZKHQ�WKH\�
FDQ�DIIRUG�WKH�ORVV��%XW�LI�WKH�UHYHQXHV�DUH�JRRG��
WKHUH¶V�QR�QHHG�IRU�D�VDOH��,I�WKH�DWWRUQH\V�DOUHDG\�
KDYH�HQRXJK�ZRUN�OLQHG�XS�DW�������ZK\�ZRUN�IRU�
����"�,W�PD\�EH�JXDUDQWHHG�ZRUN��EXW�LW¶V�DOVR�D�
JXDUDQWHHG�SD\�FXW�

Idle hours = the devil’s workshop
*LYH�D�GLVFRXQW�RQO\�ZKHQ�WKH�KRXUV�DUH�LGOH�DQG�
WKH�\HDU�LV�ORRNLQJ�EOHDN��$W�WKDW�SRLQW��JXDUDQWHHG�
ZRUN�LV�D�JRRG�GHDO��%XW�HYHQ�WKHQ��WKHUH¶V�D�
EUHDNLQJ�SRLQW��6XSSRVH�$WWRUQH\�6PLWK�FRPPLWV�
������KRXUV�WR�%LJVKRW�DW�WKH�UHTXHVWHG������KRXUO\�
UDWH��:LOO�WKDW�FRYHU�WKH�FRVW�RI�GRLQJ�WKH�EXVLQHVV"
7DOO\�WKH�RYHUKHDG��RU�WKH�DWWRUQH\¶V�VKDUH�RI�ZKDW�
LW�FRVWV�WR�UXQ�WKH�VKRS��7DNH�6PLWK¶V�VKDUH�RI�WKH�
DQQXDO�UHQW��VXSSRUW�VWDII��XWLOLWLHV��DQG�VR�RQ�DQG�
GLYLGH�LW�E\�WKH�QXPEHU�RI�KRXUV�KH�LV�H[SHFWHG�WR�
ELOO�LQ�D�\HDU��,I�KLV�VKDUH�RI�WKH�FRVWV�LV����������
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DQG�KH¶V�H[SHFWHG�WR�ELOO�������KRXUV��WKDW¶V�����DQ�
KRXU�DOORWWHG�WR�RI¿FH�RYHUKHDG��6XSSRVH�6PLWK¶V�
VDODU\�DQG�EHQH¿WV�FRPH�WR�����������'LYLGH�WKDW�
E\�WKH�������KRXUV��DQG�WKDW¶V�DQRWKHU�����DQ�KRXU�
JRLQJ�WR�KLV�VXSSRUW��7KDW�PDNHV�6PLWK¶V�EUHDNHYHQ�
SRLQW������DQ�KRXU��RU����������D�\HDU��,I�KH¶V�RQO\�
EULQJLQJ�LQ�������KRXUV�DW�WKH�VWDQGDUG������UDWH�
DQG�FDQ¶W�UHSODFH�WKH�UHPDLQLQJ�KRXUV�ZLWK�RWKHU�
ZRUN��WKHQ�%LJVKRW¶V�������KRXUV�DW������ZLOO�
SURGXFH�DQ�DQQXDO����������±�QRW�VXFK�D�EDG�GHDO�
FRQVLGHULQJ�WKH�DOWHUQDWLYH�
%XW�LI�EXVLQHVV�LV�JRRG�DQG�6PLWK�KDV�RWKHU�FOLHQWV�RU�
SRWHQWLDO�FOLHQWV�ZKR�ZLOO�¿OO�WKDW�WLPH�DW�WKH�UHJXODU�
IHH�RU�HYHQ�DW�D�ORZHU�DPRXQW�RI��VD\��������ZK\�SXVK�
WKDW�EXVLQHVV�DVLGH�IRU�%LJVKRW"�$OO�WKDW�FRPSDQ\�LV�
RIIHULQJ�LV�D�JXDUDQWHHG�SD\�FXW��7KH�¿UP�ZLOO�PDNH�
PRUH�PRQH\�LI�LW�WXUQV�GRZQ�WKH�EXVLQHVV�

How deep is too deep?
7KHUH¶V�DOVR�WKH�TXHVWLRQ�RI�KRZ�GHHS�D�GLVFRXQW�
WKH�¿UP�FDQ�DIIRUG�WR�DFFHSW��HYHQ�ZKHQ�EXVLQHVV�
LV�DW�LWV�ORZHVW��6XSSRVH�DOO�%LJVKRW�LV�ZLOOLQJ�WR�
SD\�LV������DQ�KRXU��$W�\HDU¶V�HQG��WKDW�ZLOO�FRPH�
WR�������KRXUV�DW�������RU����������SOXV�WKH�RWKHU�
������KRXUV�DW�6PLWK¶V�VWDQGDUG������UDWH��RU�
����������7KH�¿UP�ZLOO�VHH�����������ZKLFK�LV�
WKH�EUHDN�HYHQ�SRLQW��,V�WKLV�DQ�DFFHSWDEOH�UDWH"�,W�
SUREDEO\�LV�QRW��/RVH�DQ\�RQH�RI�WKRVH�KRXUV�WR�D�
ZULWH�RII��DQG�WKH�¿UP�VOLGHV�LPPHGLDWHO\�LQWR�WKH�
ORVV�FROXPQ�

Discounts hidden from the books
%HVLGHV�WKH�DJUHHG�RQ�GLVFRXQWV��¿UPV�IDOO�LQWR�
KLGGHQ�GLVFRXQWV��7KH\�FRPH�IURP�DVVRFLDWH�
ELOOLQJV��DQG�IHZ�¿UPV�HYHQ�UHFRJQL]H�WKHP�DV�
D�ORVV��)LUPV�GR�D�JRRG�MRE�RI�WUDFNLQJ�SDUWQHU�
ZULWH�RIIV��EXW�ZKDW�WKH\�GRQ¶W�NHHS�WUDFN�RI�LV�WKH�
WLPH�ORVW�ZKHQ�D�SDUWQHU�UHGXFHV�DQ�DVVRFLDWH¶V�
ELOOHG�KRXUV��7KRVH�KRXUV�JHW�FXW�RIWHQ�DQG�ZLWKRXW�
D�VHFRQG�WKRXJKW��$Q�DVVRFLDWH�WXUQV�LQ�D�EULHI�
VKRZLQJ����KRXUV¶�ZRUN��DQG�WKH�SDUWQHU�WDNHV�
WKH�WLPH�GRZQ�WR�VL[�KRXUV�WR�DFFRXQW�IRU�WKH�
DVVRFLDWH¶V�LQH[SHULHQFH��$QG�LQ�WKH�SURFHVV��WKH�
IRXU�KRXUV�MXVW�GLVDSSHDU�
:KLOH�LW�PD\�EH�DSSURSULDWH�WR�UHGXFH�WKRVH�KRXUV��
LW¶V�QRW�DSSURSULDWH�WR�OHW�WKHP�JR�XQUHFRUGHG��
.HHSLQJ�WUDFN�RI�WKH�FXW�EDFN�WLPH�JLYHV�D�EHWWHU�
JDXJH�RI�WKH�QXPEHU�RI�DVVRFLDWH�KRXUV�WKDW�
DFWXDOO\�GR�QHHG�WR�EH�ZULWWHQ�RII��,W�PD\�WXUQ�RXW�
WKDW�GUDIWLQJ�WKDW�W\SH�RI�EULHI�DFWXDOO\�UHTXLUHV�
HLJKW�KRXUV�HYHQ�IRU�DQ�H[SHULHQFHG�DVVRFLDWH��QRW�

WKH�VL[�WKDW�WKH�SDUWQHU�JXHVVHG�RQ��:KDW¶V�PRUH��
VHHLQJ�ZKHUH�WLPH�LV�EHLQJ�ZULWWHQ�RII�WHOOV�WKH�
¿UP�ZKHUH�WUDLQLQJ�DQG�PHQWRULQJ�LV�QHHGHG�VR�WKH�
ZDVWHG�KRXUV�FDQ�EH�UHGXFHG�RU�HYHQ�SUHYHQWHG�LQ�
WKH�IXWXUH��(YHU\�ZRUNHG�KRXU��ELOOHG�RU�QRW��QHHGV�
WR�EH�DFFRXQWHG�IRU�DQG�HYDOXDWHG��7KDW¶V�WKH�RQO\�
ZD\�WKH�¿UP�FDQ�NQRZ�KRZ�PDQ\�DVVRFLDWH�KRXUV�
VKRXOG�EH�ZULWWHQ�RII�LQ�VSHFL¿F�W\SHV�RI�ZRUN�DQG�
ZKHUH�LW�QHHGV�WR�IRFXV�DVVRFLDWH�WUDLQLQJ�

Client in control
$�¿QDO�DVSHFW�RI�GLVFRXQWV�WR�EH�DZDUH�RI�LV�
EDUJDLQLQJ�SRZHU��:KLOH�WKH�¿UP�PD\�DW�WLPHV�
KDYH�QR�DOWHUQDWLYH�EXW�WR�DFFHSW�D�GLVFRXQW��GRQ¶W�
GR�VR�ZLWKRXW�D�¿JKW��$OZD\V�WU\�WR�JHW�DV�FORVH�
DV�SRVVLEOH�WR�WKH�VWDQGDUG�UDWH��%XW�XQGHUVWDQG�
WKDW�VXFFHVV�ZLOO�GHSHQG�RQ�WKH�VWUHQJWK�RI�WKH�
EDUJDLQLQJ�SRZHU�
0DQ\�¿UPV�ZHDNHQ�WKHLU�EDUJDLQLQJ�SRVLWLRQ�E\�
UHO\LQJ�WRR�KHDYLO\�RQ�RQH�FOLHQW��:KHQHYHU�D�
VLQJOH�FOLHQW�DFFRXQWV�IRU�D�VXEVWDQWLDO�SRUWLRQ�RI�
WKH�UHYHQXH��WKH�SDUWQHUV�KDYH�VRPHWKLQJ�WR�EH�
FRQFHUQHG�DERXW��6XEVWDQWLDO�PHDQV�PRUH�WKDQ����
RI�WKH�UHYHQXH��$W������LW�ZRUVHQV�WR�EHLQJ�D�EDG�
VLWXDWLRQ��$QG�DW������WKH�FOLHQW�KDV�WKH�¿UP�KRRNHG��
,W�KROGV�DOO�WKH�EDUJDLQLQJ�SRZHU�EHFDXVH�LW�GHWHUPLQHV�
WKH�¿UP¶V�DELOLW\�WR�VXUYLYH��,W�FDQ�VD\��³:H�DFFRXQW�
IRU�PRVW�RI�\RXU�UHYHQXHV��*LYH�XV�D�GLVFRXQW�RU�ZH¶OO�
WDNH�RXU�ZRUN�GRZQ�WKH�VWUHHW�´�$W�����WKH�¿UP�FDQ�
VD\�³ZH�KDWH�WR�ORVH�\RX��EXW�IDUHZHOO�´�$W������LW�FDQ�
RQO\�UHVSRQG�ZLWK�D�PHHN�³RND\�´
5HJDUGOHVV�KRZ�JRRG�WKH�LQFRPH�IURP�D�VLQJOH�
FOLHQW��WKH�¿UP�VKRXOG�DOZD\V�EH�H[SDQGLQJ�LWV�
FOLHQW�EDVH�VR�WKH�FOLHQW�GHSHQGHQF\�GRHVQ¶W�JHW�
XQEDODQFHG��'RQ¶W�OHW�RQH�FOLHQW�JREEOH�XS�WKH�
¿UP��,I�WKH�EXVLQHVV�IURP�D�VLQJOH�VLJQL¿FDQW�
FOLHQW�JURZV�E\������WKH�¿UP�VKRXOG�H[SDQG�LWV�
EXVLQHVV�LQ�RWKHU�DUHDV�E\�����:KHQ�D�VLQJOH�FOLHQW�
UHSUHVHQWV�WRR�PXFK�RI�WKH�UHYHQXHV��LW�NQRZV�LW¶V�
VLWWLQJ�LQ�WKH�WDNH�LW�RU�OHDYH�LW�VHDW�DQG�FDQ�GHPDQG�
GLVFRXQWV�DQG�ZULWH�RIIV��:KDW¶V�PRUH��LI�WKDW�
FOLHQW�OHDYHV��ZRUG�ZLOO�JHW�RXW��DQG�WKH�¿UP�ZLOO�
EH�LQ�D�ZHDN�EDUJDLQLQJ�SRVLWLRQ�ZLWK�QHZ�FOLHQWV��
$ORQJ�ZLWK�WKDW��JR�DIWHU�ZRUN�WKDW�LVQ¶W�SULFH�
VHQVLWLYH��,QVXUDQFH�GHIHQVH��IRU�H[DPSOH��³LV�ZRUN�
DQ\�OLFHQVHG�ODZ\HU�FDQ�GR��DQG�WKHUH�DUH�SOHQW\�
RI�ODZ\HUV�RXW�WKHUH�ZKR�FDQ�GR�LW�´�7KH�VDPH�LV�
WUXH�RI�URXWLQH�ZRUN�VXFK�DV�GLYRUFHV��FRQVXPHU�
PDWWHUV��DQG�UHVLGHQWLDO�FORVLQJV��7KH�FOLHQWV�KROG�
WKH�SRZHU��/RRN�IRU�ZRUN�WKDW�LVQ¶W�VR�HDV\�WR�KDQG�
RXW�VR�WKH�¿UP�VWD\V�LQ�FRQWURO�RI�WKH�SULFLQJ�  �
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GOOD ORIENTATION
How to get new staffers off to a 
strong start
'RQ¶W�ORVH�WKH�LQYHVWPHQW�RI�D�QHZ�KLUH�WR�D�
ODFNDGDLVLFDO�RULHQWDWLRQ��6HW�WKH�VWDJH�IRU�VXFFHVV��
/D\�RXW�ZKDW�WKH�¿UP�H[SHFWV�LQ�WKH�MRE��7KH�PRUH�
FOHDUO\�WKDW¶V�FRPPXQLFDWHG��WKH�EHWWHU�WKH�UHODWLRQVKLS�
DQG�WKH�PRUH�OLNHO\�WKDW�SHUVRQ�LV�WR�EH�VXFFHVVIXO�
$�JRRG�RULHQWDWLRQ�DVVLPLODWHV�WKH�QHZFRPHU�
LQWR�WKH�¿UP��:KDW¶V�PRUH��LW�PDNHV�SHRSOH�IHHO�
ZHOFRPH�VR�WKH\�VWLFN�DURXQG��%XW�OHDYH�D�QHZ�
HPSOR\HH�DORQH�LQ�D�QHZ�MRE�DQG�WKH�UHODWLRQVKLS�
IDOOV�DSDUW�YHU\�TXLFNO\��7KH�RULHQWDWLRQ�LWVHOI�FDQ�
ODVW�DQ\ZKHUH�IURP�WZR�KRXUV�WR�WZR�ZHHNV��,W�FDQ�
FRYHU�HYHU\WKLQJ�XS�WR�IRUPDO�WUDLQLQJ�LQ�VDIHW\�DQG�
KDUDVVPHQW��%XW�DW�D�PLQLPXP��LW�QHHGV�WR�FRYHU�
WKHVH�HOHPHQWV�

A long list of review items
6HW�XS�D�FKHFNOLVW�RI�LWHPV�WR�JR�RYHU��7DON�DERXW�
WKHP�HYHQ�LI�WKH\�DUH�DOUHDG\�LQ�D�PDQXDO�RU�
KDQGERRN��,I�WKH�¿UP�KDV�WDNHQ�WKH�WLPH�WR�SULQW�
WKHP��WKH\�DUH�LPSRUWDQW�HQRXJK�WR�GLVFXVV��
$OVR��LI�WKH�QHZ�KLUH�LV�ODWHU�WHUPLQDWHG�IRU�VRPH�
YLRODWLRQ��WKH�¿UP�FDQ�VKRZ�WKDW�HYHU\ERG\�KDG�IXOO�
NQRZOHGJH�RI�ZKDW�ZDV�H[SHFWHG��7KH�PDLQ�WRSLFV�
WR�FRYHU�DUH�WKHVH�
7KH�PRQH\�DQG�EHQH¿WV��2XWOLQH�WKH�VDODU\��
LQVXUDQFH��DQG�UHWLUHPHQW�EHQH¿WV��([SODLQ�KRZ�
ERQXVHV�DUH�JLYHQ��2XWOLQH�RWKHU�QRQ¿QDQFLDO�
EHQH¿WV�VXFK�DV�HPSOR\HH�DVVLVWDQFH�SURJUDPV�
7KH�IDFLOLW\��7KLV�LQFOXGHV�HOHPHQWV�VXFK�DV�
SDUNLQJ��VHFXULW\��EXLOGLQJ�DFFHVV��HPHUJHQF\�
HYDFXDWLRQ��DQG�WKH�SURFHGXUHV�IRU�UHSRUWLQJ�
KD]DUGV�RU�DFFLGHQWV�
7KH�¿UP�DQG�LWV�SROLFLHV��7HOO�DERXW�WKH�¿UP¶V�
KLVWRU\�DQG�PLVVLRQ�VWDWHPHQW��$OVR��JLYH�WKH�
QHZ�HPSOR\HH�D�ZULWWHQ�RXWOLQH�RI�WKH�FRUSRUDWH�
VWUXFWXUH�DQG�WKH�FKDLQ�RI�FRPPDQG�DQG�H[SODLQ�
ZKHUH�WR�JR�ZLWK�ZKDW�W\SH�RI�SUREOHP��,QFOXGH�
KHUH�WRR�WKH�FRGH�RI�FRQGXFW��GUHVV�FRGH��SROLFLHV�
RQ�HWKLFV�DQG�FRQ¿GHQWLDOLW\��DQG�WKH�SROLFLHV�RQ�
GUXJ�XVH�DQG�KDUDVVPHQW�
:RUN�WLPH��5HYLHZ�WKH�ZRUNLQJ�KRXUV�DQG�WKH�
WLPH�DOORZHG�IRU�OXQFK�DQG�EUHDNV��([SODLQ�WKH�
DWWHQGDQFH�UHTXLUHPHQWV�DQG�ZKDW�WR�GR�DERXW�ODWH�
DUULYDOV�DQG�KRZ�WR�FDOO�LQ�VLFN��*R�RYHU�WKH�WLPH�
DOORZHG�IRU�YDFDWLRQ��KROLGD\V��DQG�EHUHDYHPHQW��
DQG�WHOO�KRZ�WR�UHTXHVW�WLPH�RII�

7KH�MRE��5HYLHZ�WKH�MRE�GHVFULSWLRQ�DQG�DORQJ�
ZLWK�WKH�UHTXLUHPHQWV��H[SODLQ�KRZ�WKH�MRE�DIIHFWV�
WKH�UHVW�RI�WKH�RI¿FH��1HZ�HPSOR\HHV�QHHG�WR�VHH�
WKH�ELJ�SLFWXUH�RI�KRZ�WKHLU�MREV�¿W�LQWR�WKH�¿UP¶V�
EXVLQHVV�REMHFWLYHV��$W�WKH�VDPH�WLPH��WHOO�ZKDW�
SURIHVVLRQDO�SXEOLFDWLRQV�WKH�LQGLYLGXDO�VKRXOG�
UHDG��ZKDW�VHPLQDUV�DUH�DYDLODEOH��DQG�ZKDW�
SURIHVVLRQDO�RUJDQL]DWLRQV�WR�MRLQ�
7KH�ELOOLQJ��)RU�WKH�ELOOHUV��JLYH�WKH�ELOOLQJ�
H[SHFWDWLRQV�DQG�VKRZ�KRZ�WR�UHSRUW�WLPH�
3HUIRUPDQFH��7HOO�KRZ�SHUIRUPDQFH�DSSUDLVDOV�
DUH�FRQGXFWHG�DQG�ZKHQ�WKH\�WDNH�SODFH��DQG�DOVR�
H[SODLQ�WKH�GLVFLSOLQH�SURFHGXUHV�
$�PHQWRU��7KH�¿UVW�GD\�LV�DOVR�WKH�WLPH�WR�JLYH�
WKH�QHZ�HPSOR\HH�ZKDWHYHU�KRZ�WR�PDQXDOV�DUH�
QHHGHG�VXFK�DV�FRPSXWHU�RU�ELOOLQJ�PDQXDOV��$ORQJ�
ZLWK�WKDW��DVVLJQ�D�SHHU�PHQWRU�WR�KHOS�WKH�QHZ�
HPSOR\HH�OHDUQ�WKH�MRE�

Office, people, and phone numbers
1H[W�LV�D�WRXU�RI�WKH�RI¿FH�SOXV�LQWURGXFWLRQV��6KRZ�
ZKHUH�HYHU\WKLQJ�LV�ORFDWHG�±�FRSLHU��WLPH�FORFN��
¿UVW�DLG�NLW��ODYDWRULHV��EUHDN�DUHDV��DQG�VR�RQ��:LWK�
HDFK�LQWURGXFWLRQ��H[SODLQ�WKH�SXUSRVH�RI�WKH�QHZ�
HPSOR\HH¶V�SRVLWLRQ�DQG�KRZ�LW�ZLOO�DIIHFW�WKH�RWKHU�
LQGLYLGXDO��&RQYHUVHO\��WHOO�WKH�QHZFRPHU�DERXW�WKH�
RWKHU�SHUVRQV¶�MREV�
$IWHUZDUGV��JLYH�WKH�QHZ�HPSOR\HH�DQ�LQ�KRXVH�
GLUHFWRU\�RI�SKRQH�QXPEHUV�DQG�H�PDLO�DGGUHVVHV��
$QG�DORQJ�ZLWK�WKDW��PDNH�VXUH�WKH�QHZ�VWDIIHU�
NQRZV�KRZ�WR�UHDFK�WKH�DGPLQLVWUDWRU��*LYH�WKH�FHOO�
QXPEHU�DQG�HPDLO�DGGUHVV�DQG�WHOO�WKDW�SHUVRQ�WR�
FDOO�HYHQ�DIWHU�KRXUV�

Goals for the first week
7KHQ�LPPHGLDWHO\�VHW�VKRUW�WHUP�JRDOV�IRU�OHDUQLQJ�
WKH�MRE��SHUKDSV�WR�PDVWHU�D�VRIWZDUH�E\�D�FHUWDLQ�
WLPH��DQG�VFKHGXOH�D�GDWH�WR�UHYLHZ�WKH�SURJUHVV��
7KDW�¿UVW�ZHHN�LV�WKH�EHVW�WLPH�WR�VHW�JRDOV��EHFDXVH�
WKH�MRE�LV�VWLOO�QHZ��&DSLWDOL]H�RQ�WKH�IDFW�WKDW�QHZ�
HPSOR\HHV�DUH�H[FLWHG�DERXW�WKHLU�MREV��7KHQ�WR�
NHHS�PRPHQWXP�JRLQJ��PHHW�ZLWK�WKH�HPSOR\HH�
DW�OHDVW�RQFH�GXULQJ�WKH�QH[W�IRXU�ZHHNV�WR�UHYLHZ�
WKH�SURJUHVV��'XULQJ�WKRVH�PHHWLQJV��DVN�TXHVWLRQV�
VXFK�DV�

 j :KDW�GLG�\RX�OHDUQ�ODVW�ZHHN"
 j :KDW�ZLOO�\RX�IRFXV�RQ�QH[W�ZHHN"
 j $UH�\RX�PHHWLQJ�\RXU�JRDOV"
 j :KDW�DUHDV�DUH�JLYLQJ�\RX�WURXEOH"
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 j :KDW�GR�\RX�ZDQW�WR�GR�EHWWHU"
 j +RZ�FDQ�ZH�KHOS�\RX"�'R�\RX�QHHG�PRUH�
WUDLQLQJ"

 j +DYH�\RX�OHDUQHG�WKH�VRIWZDUH�V\VWHP"
 j :KDW�KDYH�\RX�GRQH�WR�OHDUQ�;�VNLOO"�<�VNLOO"
 j +DYH�\RX�OHDUQHG�DERXW�RXU�FOLHQW�EDVH"
 j +DYH�\RX�UHDG�WKH�SXEOLFDWLRQV�ZH�
UHFRPPHQGHG"�VLJQHG�XS�IRU�WKH�VHPLQDUV"�
MRLQHG�WKH�RUJDQL]DWLRQV"

7KRVH�PHHWLQJV�DUH�FULWLFDO�WR�VXFFHVV��EHFDXVH�
WKH\�VKRZ�WKH�¿UP�LV�VHULRXV�DERXW�WKH�HPSOR\HH¶V�
SURJUHVV��(TXDOO\�DV�LPSRUWDQW��WKH\�VKRZ�TXLFNO\�
LI�D�QHZ�KLUH�GRHVQ¶W�VXLW�WKH�MRE��ZKLFK�EHVLGHV�
DYRLGLQJ�WKH�JULHI�RI�¿ULQJ�VRPHRQH�ODWHU�FDQ�VDYH�
PRQH\��0RVW�VWDWHV�GRQ¶W�SURYLGH�XQHPSOR\PHQW�
FRPSHQVDWLRQ�LI�VRPHRQH�LV�OHW�JR�ZLWKLQ����GD\V�
RI�EHLQJ�KLUHG��6R�LI�WKH�¿UP�FDQ�¿QG�RXW�HDUO\�WKDW�
WKHUH¶V�QRW�D�PDWFK�DQG�FDQ�HQG�WKH�UHODWLRQVKLS�
EHIRUH�WKH����GD\V�LV�XS��LW�FDQ�VDYH�D�ORW�RI�
XQHPSOR\PHQW�GROODUV����

COMMUNICATION
5 things you should never say 
to your staffers
:LWKRXW�UHDOL]LQJ�LW��D�PDQDJHU�FDQ�FUHDWH�FRQÀLFW��
,W�FRPHV�IURP�WKH�ZD\�VWDII¶V�LQWHUUXSWLRQV��
TXHVWLRQV��DQG�VXJJHVWLRQV�JHW�KDQGOHG��+HUH�DUH�
¿YH�DXWRPDWLF�DQG�DOO�WRR�FRPPRQ�EDG�UHVSRQVHV�

1. “I don’t have time for that now”
$�VWDIIHU�FRPHV�LQ�ZLWK�D�TXHVWLRQ��WKH�PDQDJHU�
LV�LQ�WKH�PLGGOH�RI�ZRUN��DQG�WKH�UHVSRQVH�LV�³QRW�
QRZ´�RU�³FDQ¶W�\RX�WDNH�FDUH�RI�WKDW�\RXUVHOI"´
7KDW¶V�D�KDUG�SXW�GRZQ��7KH�VWDIIHU�LV�KXUW��WKH�
RSHQ�GRRU�SROLF\�ORRNV�OLNH�D�VKDP��DQG�ZKHQ�WKH�
PDQDJHU�KDQGV�RXW�WKH�QH[W�FRPSOLPHQW��WKDW�VWDIIHU�
LV�JRLQJ�WR�WKLQN�³ZK\�VKRXOG�,�EHOLHYH�\RX"´
:KHQ�WKHUH¶V�QR�WLPH�IRU�DQ�LQWHUUXSWLRQ��PDNH�DQ�
DSSRLQWPHQW�WR�WDON��³&DQ�\RX�JLYH�PH����PLQXWHV�
WR�¿QLVK�ZKDW�,¶P�GRLQJ"�7KHQ�,�FDQ�WDON�ZLWK�\RX�
DQG�QRW�EH�WKLQNLQJ�DERXW�WKLV�´

2. “You’re wrong about that”
'RQ¶W�GHEDWH��1RW�HYHU\ERG\�OLNHV�LW��:KDW�WKH�
PDQDJHU�VHHV�DV�D�KHDOWK\�GLVFXVVLRQ�VWDII�RIWHQ�VHH�
DV�GLVDJUHHPHQW��UXGHQHVV��DQG�FRQIURQWDWLRQ�
6WDIIHU�$��³,�WKLQN�,�VKRXOG�IRUPDW�WKLV�UHSRUW�LQ�;�
PDQQHU�´�:HOO�\RX�DUH�ZURQJ��:K\�GR�\RX�ZDQW�WR�
GR�LW�WKDW�ZD\"�7KDW¶V�WKH�ZRUVW�ZD\�WR�IRUPDW�WKH�
UHSRUW��.HHS�LW�MXVW�DV�LW�LV�
7KH�VWDIIHU�OHDYHV�IHHOLQJ�GHYDOXHG�DQG�PRWLYDWLRQ�
LV�FUXVKHG��([SUHVV�DQ�RSLQLRQ�ZLWK�D�TXDOL¿HU��
3OHDVH�GRQ¶W�WDNH�WKLV�DV�FRQIURQWDWLRQDO�RU�
QHJDWLYH��EXW�ZK\�GR�\RX�WKLQN�WKDW�ZD\�LV�EHWWHU"
7KHQ�OLVWHQ�WR�ZKDW�WKDW�VWDIIHU�VD\V��7KH�LGHD�FRXOG�
EH�D�JRRG�RQH��EXW�LI�LW�LVQ¶W�IHDVLEOH��VD\�VR�ZLWK�
GLSORPDF\��,�DSSUHFLDWH�\RXU�VXJJHVWLRQ��EXW�OHW�PH�
WHOO�\RX�ZK\�ZH�IROORZ�WKLV�SURFHGXUH�

3. “Just do it this way”
'RQ¶W�VROYH�VWDII¶V�SUREOHPV��6KRZ�WKHP�KRZ�WR�FRPH�
XS�ZLWK�WKHLU�RZQ�VROXWLRQV��&RQWLQXRXVO\�VROYLQJ�
SUREOHPV�WHOOV�SHRSOH�WKH\�DUHQ¶W�VPDUW�HQRXJK�WR�GR�
WKH�VROYLQJ�WKHPVHOYHV��$QG�ZRUVH��WKH\�EHFRPH�OHVV�
DQG�OHVV�UHOLDQW�RQ�WKHLU�RZQ�DELOLW\�DQG�VR�FRPH�EDFN�
WR�WKH�PDQDJHU�ZLWK�DOO�WKHLU�RWKHU�SUREOHPV��7HDFK�
WKHP�ZLWK�why�DQG�what-if�TXHVWLRQV�
6WDIIHU�$��³,�GRQ¶W�WKLQN�,�FDQ�JHW�WKLV�SURMHFW�
¿QLVKHG�RQ�WLPH�´�:K\�GRQ¶W�\RX�WKLQN�VR"
6WDIIHU�$��³,�GRQ¶W�KDYH�WLPH�WR�PDNH����SKRQH�
FDOOV�´�:KDW�LI�\RX�RQO\�PDGH�VHYHQ�LQVWHDG�RI���"
6WDIIHU�$��³,�GRQ¶W�WKLQN�WKDW¶V�HQRXJK�´�:K\�QRW" 
7KRVH�TXHVWLRQV�IRUFH�VWDII�WR�WKLQN�WKURXJK�WKHLU�
SUREOHPV��$IWHU�D�ZKLOH��WKH\�VWDUW�GRLQJ�LW�RQ�WKHLU�RZQ�

4. “That’s a waste of time”
$FNQRZOHGJH�VXJJHVWLRQV��HYHQ�LI�WKH\�DUHQ¶W�JRRG�
RQHV��,I�D�VWDIIHU�VD\V�³,¶YH�FRPH�XS�ZLWK�D�JUHDW�
ZD\�WR�GR�;�´�GRQ¶W�DQVZHU�ZLWK�D�GHPRUDOL]LQJ�
³RND\��JHW�WR�WKH�SRLQW´�RU�³,�GRQ¶W�FDUH�KRZ�\RX�GR�
LW��-XVW�JHW�WKH�MRE�GRQH�E\�:HGQHVGD\�´
7KH�VWDIIHU�LV�SURXG�RI�KDYLQJ�FRPH�XS�ZLWK�WKH�
LGHD��7DON�DERXW�LW�DQG�VKRZ�D�JHQXLQH�LQWHUHVW�ZLWK�
FRPPHQWV�VXFK�DV�³WHOO�PH�PRUH´�DQG�³WKDW¶V�JUHDW�´�
$QG�LI�WKH�GHFLVLRQ�JRHV�DJDLQVW�WKH�VWDIIHU¶V�LGHD��
HQG�ZLWK�D�FRPSOLPHQW�RI�³,¶P�SURXG�RI�\RX´�RU�
³\RX�JDYH�WKDW�D�ORW�RI�WKRXJKW�´

5. “Too bad for you”
7DNH�WKH�VDPH�FRQYHUVDWLRQ�HQFRXUDJLQJ�DSSURDFK�
ZKHQ�D�VWDIIHU�FRPHV�LQ�ZLWK�D�SUREOHP�
6WDIIHU�$��³,�DP�UHDOO\�IUXVWUDWHG�EHFDXVH�,�FDQ¶W�
FRPH�XS�ZLWK�D�VROXWLRQ�WR�WKLV�SUREOHP�´�,¶P�VRUU\�
WR�KHDU�WKDW��,V�WKHUH�VRPHWKLQJ�,�FDQ�GR�WR�KHOS�\RX"
7KH�SUREOHP�ZLOO�JHW�VROYHG�QR�PDWWHU�ZKDW�WKH�
UHVSRQVH��%XW�WKDW�OLWWOH�ELW�RI�LQWHUHVW�PDNHV�WKH�
VWDIIHU�IHHO�YDOXHG����
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2QH�RI�WKH�WRXJKHVW�FKDOOHQJHV�RI�PDQDJLQJ�
D�ODZ�RI¿FH�LV�WKH�KDQGOLQJ�RI�FOLHQW�¿OHV��,W¶V�
QRW�MXVW�DQ�DGPLQLVWUDWLYH�LVVXH��5HWHQWLRQ�DQG�
GHVWUXFWLRQ�RI�FOLHQW�¿OHV�DUH�VXEMHFW�WR�OHJDO�DQG�
HWKLFDO�UHTXLUHPHQWV��LQFOXGLQJ�WKH�$PHULFDQ�%DU�
$VVRFLDWLRQ�5XOHV�RI�3URIHVVLRQDO�&RQGXFW��
,W¶V�FUXFLDO�WR�HVWDEOLVK�D�ZULWWHQ�SROLF\�WKDW�
H[SODLQV�KRZ�ORQJ�FOLHQW�¿OHV�ZLOO�EH�FORVHG��

UHWDLQHG��FXOOHG��L�H���ULG�RI�H[WUDQHRXV�LQIRUPDWLRQ��
DQG��XOWLPDWHO\��GHVWUR\HG
7KLV�0RGHO�3ROLF\�FRPELQHV�WKH�SURYLVLRQV�RI�D�
FRXSOH�RI�OHDGLQJ�H[DPSOHV�DQG�PXVW�EH�FDUHIXOO\�
DGDSWHG�WR�PHHW�\RXU�RZQ�SROLFLHV�DQG�SURFHGXUHV�
E\�RQH�RU�PRUH�SDUWQHUV�ZKR�DUH�IDPLOLDU�ZLWK�WKH�
$%$�5XOHV�DQG�RWKHU�OHJDO�DQG�HWKLFDO�UHTXLUHPHQWV�
WKDW�DSSO\�

1. Purpose of policy
The attorneys of the ABC Law Firm have adopted this Policy to ensure that 
files containing the records of client matters are handled appropriately 
and in accordance with all of the firm’s obligations under applicable laws 
and ethical codes.

2. Definitions
For purposes of this Policy, the following terms will be defined accordingly:

Client file means paper or electronic records pertinent to the case of a 
particular client represented by ABC Law Firm, including but not limited 
to, documents brought to the attorney by the client or the client’s agents; 
pleadings pertinent to the case; depositions or other discovery documents 
pertinent to the case that the client was billed and has paid for, and “work 
product” (i.e., notes in the file consisting of attorney’s impressions about 
the case and notes containing comments and thoughts made during 
phone conversations with the client). 

Disposition means the final action taken during the life cycle of the 
record within this office including its: destruction; transfer to vital record 
status; transfer to the client; transfer to third-party, e.g., another lawyer 
or law firm; or permanent retention.

Retention period means the period of time following the closing of the 
matter (active to inactive status) until its final disposition.

Vital record means any record that must receive the highest level of 
protection because of its necessity to protect the interests of the lawyer 
or the firm and essential to the resumption of business. These records 
must be secured in a destruction proof environment such as a fireproof 
safe or vault.

3. Retention of client files
a. File closing: A client file must be reviewed by the lawyer before being 
closed and prepared for storage. Closing of a file must be in accordance 
with a specific written policy takes into account the following factors:

 j No file may be closed and scheduled for destruction under a 
retention schedule until all matters relating to the resolution of all 
matters relating to the representation as follows:

i. All matters: Discharge by client or withdrawal from 
representation by firm; 

ii. Litigation: Satisfaction of judgment. Final dismissal 
of action because of settlement or exhaustion or 
abandonment, with client consent, of all appeals options; 

iii. Bankruptcy claims and filings: Discharge or debtor 
payment of claim or discharge of trustee or receiver;

iv. Dissolution of marriage: Final judgment or dismissal of 
action, or date upon which marital settlement agreement 
is no longer effective, except when minor child custody is 
involved in which event the date of the last minor child’s 
reaching majority; 

v. Probate claims and estate administration: Acceptance 
of final accounting; 

vi. Tort claims: Final judgment or dismissal of action except 
when minor involved, in which event the date of such minor 
reaching majority;

vii. Real estate transactions: Settlement date, judgment or 
foreclosure, or other completion of matter; and

viii. Leases: Termination of lease.
 j No file may be closed until all outstanding fees are paid or 

discharged.
 j No file may be closed until there is a final distribution and accounting 

of all trust account balances relating to the file.
 j No file may be closed until the responsible attorney examines the 

file to identify all client property and that client property has been 
returned to the client or is stored as a vital record, if necessary, 
including such personal documents as tax records, expense records, 
bank records, deeds, corporate documents, etc.

b. Culling of files: At the discretion of the lawyer, the file can be culled 
of unnecessary materials, including:

 j Legal memoranda, briefs, pleadings, and other documents that 
can be reproduced from other sources.

 j Drafts of documents otherwise preserved in final form unless the 
process of creating the final document might later be an issue. 
Marked-up copies are often useful in the event questions later 
arise. 

 j Notes and memoranda recording nonpublic information regarding 
a client or its adversary can be destroyed.

Client legal file retention and destruction policy: ABC Law Firm
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 j Copies of published opinions and other available published 

material.
 j Duplicate documents.
 j Depositions may be culled particularly if electronic transcriptions 

are available.
 j Extraneous material such as scratch pads, legal pads, and paper 

clips.

4. Storing files
All files must be kept in storage for at least 10 years beyond the closing 
date of the file. 
a. Storage of closed files: Closed files must be stored:

 j On-site for the first two years after closing.
 j Off-site after the first two years after closing.

b. Storage facilities: Facilities in which files are stored must be:
 j Physically secure to protect client confidentiality.
 j Reasonably safe from environmental factors such as moisture.

5. Destruction of files
a. 10 Years minimum retention: ABC Law Firm will maintain legal 
files for at least 10 years after the representation ends. But while files 
may not be destroyed before 10 years, it may be necessary to retain client 
files and refrain from destroying them for a longer period in accordance 
with the following guidelines.
b. Attorney must review, approve destruction: No ABC Law Firm 
client file may be destroyed unless and until the attorney who represented 
the client or, if that attorney is not available, another attorney designated 
by ABC Law Firm management, reviews the file and determines that it is 
appropriate to destroy it.
c. Criteria for review: In determining whether it is appropriate to 
destroy the file, the reviewing attorney shall consider at least the 
following factors:

 j Whether the statute of limitations for legal malpractice has run or 
been tolled.

 j If the representation was of a minor client, whether the client has 
reached majority age at the time of review.

 j Whether client expressed dissatisfaction with the representation or 
outcome.

 j Whether there remains an unsatisfied judgment that cannot be 
renewed—in which case the file should be maintained until a 
malpractice action could no longer be brought after the date for 
renewal expires.

 j Where minor children were tangentially involved, a file should not 
be destroyed until all such children reach majority age, plus the 
extinguishment of their rights to a malpractice action.

 j In a dissolution representation, a file should be maintained for as 
long as there are any acts left to be executed by any party, and 
during the pendency of an award of spousal maintenance or child 
support.

 j When there is a structured settlement, the file should be maintained 
until all payments are made. 

 j In collections cases, the file should be maintained until the 
judgment is paid or until renewal of the judgment is no longer 
viable, plus the time for bringing a malpractice action.

 j In criminal representations, the file should be maintained for the 
longer of either:

i. The length of incarceration and/or parole, or the satisfaction 
by the client of any alternative sentence, such as Community 
Service, fines, disgorgement, restitution, SES or SIS; or

ii. The period of time for bringing a malpractice action.
 j In corporate representations, the file should be maintained for 

the life of the corporation plus the period of time for bringing a 
malpractice action. 

 j In estate planning, estate administration and probate matters, the 
file should be maintained until the resolution of the final accounting 
plus the time period for bringing a malpractice action. 

 j In Trust administration matters, the file should be maintained until 
all operative trust clauses are exhausted, plus the time period for 
bringing a malpractice action.

 j Explicit confirmation that none of the conditions requiring continued 
maintenance of the file, as set out in the Rules of Professional 
Conduct Rule 4-1.15(h)(1-4), are present, even in circumstances 
where destruction is pursuant to an agreement between the lawyer 
and the client.

6. Client notification 
Notifying the client of destruction of the client file is not provided where 
ABC Law Firm has previously notified the client of the Firm’s retention 
period at the inception of the representation. If ABC Law Firm has 
not previously obtained the client’s consent to the destruction of the 
file at the time of destruction, the file may not be destroyed until the 
requirements of the Rules of Professional Conduct Rule 4-1.15(h) have 
been met, and the file has been reviewed by the responsible attorney in 
the representation according to the provisions of this Policy. 

7. Post-destruction records 
After the destruction of the client file, the ABC Law Firm will maintain 
records of:

 j The file’s opening and closing.
 j The date of the conclusion or termination of the representation.
 j Whether the file was destroyed under an agreement with the client 

or the Rules of Professional Conduct Rule 4-1.15.
 j If destruction was carried out under an agreement with the client, 

a copy of the communication (Engagement Letter/Fee Agreement 
or other written document) notifying the client of the retention/
destruction policy, and the client’s consent thereto, if required.

 j The date of destruction.
 j The name of the attorney that reviewed the file and authorized its 

destruction.  �
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INCREASING PROFITS
Keep profits on track with this 
quick 5-point spring financial 
checkup
,W�KDSSHQV�HYHU\�-DQXDU\��7KH�¿UP�PDNHV�JUDQG�
UHVROXWLRQV�WR�LPSURYH�WKH�¿QDQFLDO�SHUIRUPDQFH�
%XW�E\�VSULQJ��WKH�DWWRUQH\V�JHW�ERJJHG�GRZQ�LQ�
WKHLU�ROG�KDELWV��,W¶V�WKH�DGPLQLVWUDWRU¶V�MRE�WR�NHHS�
WKH�DWWRUQH\V�IRFXVHG�RQ�WKHLU�¿QDQFLDO�UHVROYHV��
EHFDXVH�WKHLU�DELOLWLHV�DQG�LQWHUHVWV�OLH�IDU�PRUH�LQ�
ODZ�WKDQ�LQ�EXVLQHVV��7DNH�D�KDUG�ORRN�QRZ�DW�ZKDW¶V�
JRLQJ�RQ�¿QDQFLDOO\�OHVW�WKH�¿UP�IDFH�WKH�EOHDN�
PRQH\�SLFWXUH�WKDW�WRR�RIWHQ�DSSHDUV�DW�\HDU¶V�HQG�

An A/R birthday party
/RRN�¿UVW�DW�WKH�DJLQJ�RI�WKH�DFFRXQWV�UHFHLYDEOH��
0DQ\�D�¿UP�OHWV�WRR�PXFK�WLPH�SDVV�EHIRUH�
FROOHFWLQJ�RQ�WKH�XQSDLG�DFFRXQWV��DQG�WKH�RXWFRPH�
LV�RIWHQ�QR�SD\PHQW�DW�DOO��6WXGLHV�VKRZ�WKDW�DW����
GD\V��D�¿UP�KDV�RQO\�D�����FKDQFH�RI�FROOHFWLQJ�RQ�
D�ELOO��7KH�KROG�RII�KDSSHQV�WR�D�JUHDW�H[WHQW�EHFDXVH�
WKH�DWWRUQH\V�IHDU�GHVWUR\LQJ�WKH�FOLHQW�UHODWLRQVKLS�
DQG�VR�OHW�ODUJH�DPRXQWV�JR�XQFROOHFWHG�XQWLO�WKH�HQG�
RI�WKH�\HDU��7KHQ�WKH\�PDNH�D�ELJ�SXVK�WR�FROOHFW��
DQG�WKH�FOLHQWV�PDNH�D�ELJ�SXVK�QRW�WR�SD\��,W¶V�
SV\FKRORJLFDO��7R�WKH�FOLHQW¶V�PLQG��LI�WKH�DWWRUQH\�
LVQ¶W�ZRUULHG�HQRXJK�WR�FDOO�DERXW�WKH�ELOO��ZK\�
VKRXOG�WKH�FOLHQW�ZRUU\�DERXW�SD\LQJ�LW"�2U�WKH�FOLHQW�
DVVXPHV�WKHUH¶V�DQRWKHU����GD\V¶�JUDFH�EHFDXVH�WKH�
¿UP�KDVQ¶W�PDGH�DQ\�HDUOLHU�FROOHFWLRQ�HIIRUW�
1R�PRUH�WKDQ�����RI�WKH�UHFHLYDEOHV�VKRXOG�EH�DV�
ROG�DV����GD\V�DQG�LGHDOO\��QRQH�RI�WKHP�VKRXOG�EH�
WKDW�ROG��,I�WKH�¿UP�LV�QRW�DW�WKDW�OHYHO��WDNH�D�ORRN�DW�
ZKDW¶V�KDSSHQLQJ�ZLWK�WKH�FROOHFWLRQV�
0DNH�VXUH�WKH�DWWRUQH\V�DUH�JHWWLQJ�WKH�ELOOLQJ�
LQIRUPDWLRQ�DW�LQWDNH��DQG�WKDW�LQFOXGHV�¿QGLQJ�RXW�
ZKHUH�WR�VHQG�WKH�ELOO��ZKHQ�WKH�FOLHQW�FXWV�FKHFNV��
DQG�ZKR�WKH�ELOOLQJ�FRQWDFW�LV�
0DNH�VXUH�WKH\�DUH�OD\LQJ�RXW�WKH�SD\PHQW�
UHTXLUHPHQWV�XS�IURQW�DQG�GRLQJ�LW�LQ�WKH�¿UVW�
SHUVRQ��³7KLV�LV�P\�KRXUO\�UDWH��DQG�WKLV�LV�ZKHQ�
,�ZLOO�VHQG�WKH�ELOO��DQG�WKLV�LV�ZKHQ�,�H[SHFW�WR�
EH�SDLG�´�0DNH�VXUH�WRR�WKDW�WKH�¿UP�LV�WDNLQJ�D�
VHFRQG�ORRN�DW�DQ\�FOLHQW�ZKR�FRPSODLQV�DERXW�WKH�
IHH�RU�WULHV�WR�QHJRWLDWH�IRU�D�ORZHU�IHH��7KRVH�DUH�
WKH�FOLHQWV�ZKR�ZLOO�WDNH�ORQJHU�WR�SD\�DQG�PLJKW�
HYHQ�EH�FOLHQWV�WKH�¿UP�VKRXOG�QRW�UHSUHVHQW�
(YDOXDWH�WKH�ELOOV�WKH�¿UP�XVHV��7KH\�VKRXOG�VWDWH�
FOHDUO\�WKDW�WKH�SD\PHQW�LV�³GXH�XSRQ�UHFHLSW�´�

/RRN�DW�WKH�ELOOLQJ�IROORZ�XS��7KH�¿UP�VKRXOG�QRW�
EH�ZDLWLQJ�ORQJHU�WKDQ����GD\V�WR�FDOO�DERXW�QRQ�
SD\PHQWV��,W�GRHVQ¶W�KDYH�WR�EH�FRQIURQWDWLRQDO��MXVW�
VRPHWKLQJ�DORQJ�WKH�OLQHV�RI�³:H�VHQW�\RXU�ELOO�RQ�
�GDWH��EXW�KDYHQ¶W�UHFHLYHG�\RXU�SD\PHQW�\HW��:H�MXVW�
ZDQWHG�WR�PDNH�VXUH�\RX�JRW�WKH�VWDWHPHQW�RND\�´�$W�
���GD\V��WKH�ELOO�LV�RIWHQ�VWXFN�RQ�VRPHERG\¶V�GHVN��
DQG�D�FDOO�JHWV�WKH�FKHFN�VHQW�LPPHGLDWHO\�

Keeping the new car smell
$QRWKHU�SRLQW�WR�HYDOXDWH�QRZ�LV�ZKHWKHU�WKH�ELOOV�DUH�
JRLQJ�RXW�RQ�WLPH��$W�WKH�EHJLQQLQJ�RI�WKH�\HDU��¿UPV�
UHVROYH�WR�GR�MXVW�WKDW��EXW�DERXW�WKLV�WLPH�RI�\HDU��WKH\�
JR�EDFN�WR�WKHLU�EDG�KDELWV��7KH�ELOOV�IRU�RQH�PRQWK¶V�
ZRUN�VKRXOG�JR�RXW�QR�ODWHU�WKDQ�D�ZHHN�LQWR�WKH�QH[W�
PRQWK��*HW�WKH�ELOO�WR�WKH�FOLHQW�HDUO\�LQ�WKH�PRQWK�DQG�
WKH�¿UP�KDV�D�JRRG�FKDQFH�RI�VHHLQJ�SD\PHQW�EHIRUH�
PRQWK¶V�HQG��6HQG�LW�ODWHU��DQG�WKHUH¶V�D�JRRG�FKDQFH�LW�
ZLOO�JHW�SXVKHG�LQWR�WKH�QH[W�SD\PHQW�F\FOH��%LOO�ZKLOH�
WKH�ZRUN�VWLOO�KDV�D�QHZ�FDU�VPHOO��$W�WKDW�SRLQW�WKH�
FOLHQW�LV�DSSUHFLDWLYH�RI�WKH�VHUYLFH�DQG�ZLOOLQJ�WR�SD\��
%\�FRQWUDVW��ZDLW�VL[�PRQWKV�DQG�WKH�ORJLFDO�UHVSRQVH�
LV�³WKH\�PXVW�QRW�QHHG�WKH�PRQH\�LI�WKH\¶UH�MXVW�QRZ�
ELOOLQJ�IRU�LW�´�:RUVH��ZLWK�WKH�VHUYLFH�QRZ�KLVWRU\��
³ZKDW�GLG�WKH\�UHDOO\�GR�IRU�PH"´�RU�³,�FDQ¶W�EHOLHYH�
WKH\�VSHQW�WKDW�PXFK�WLPH�RQ�LW�´�$QG�LI�WKH�FOLHQW�
FKDOOHQJHV�WKH�ELOO��WKH�DWWRUQH\�FDQ�KDYH�D�GLI¿FXOW�
WLPH�GHIHQGLQJ�ZKDW¶V�QRZ�SDUWO\�IRUJRWWHQ�

No time, no raise, no bonus
$ORQJ�ZLWK�WKH�ELOOLQJ�WLPH��FKHFN�XS�RQ�ZKHWKHU�
WKH�DWWRUQH\V�DQG�SDUDOHJDOV�DUH�VWLOO�IROORZLQJ�WKH�
WLPH�HQWU\�SROLFLHV��7KH\�VKRXOG�EH�UHTXLUHG�WR�
HQWHU�WKHLU�WLPH�LQWR�WKH�V\VWHP�RQ�D�GDLO\�EDVLV��
6RPH�¿UPV�ZLWKKROG�ERQXVHV�RU�UDLVHV�IURP�
DWWRUQH\V�ZKR�GRQ¶W�HQWHU�WKHLU�WLPH�RQ�VFKHGXOH�RU�
ZKR�KDYH�XQELOOHG�WLPH�DW�WKH�HQG�RI�WKH�\HDU��)RU�
UHDO�HQIRUFHPHQW��LW¶V�SRVVLEOH�WR�WDNH�WKDW�D�VWHS�
IXUWKHU�DQG�PDNH�D�UXOH�WKDW�HYHU\ERG\¶V�ERQXV�JHWV�
KHOG�XS�LI�HYHQ�RQH�DWWRUQH\�IDLOV�WR�HQWHU�WLPH�DV�
UHTXLUHG��7KHQ�SHHU�SUHVVXUH�WDNHV�RYHU�
7KHUH�DOVR�QHHGV�WR�EH�D�UXOH�WKDW�WKH�ELOOHUV�PXVW�
HQWHU�WKHLU�WLPH�GLUHFWO\�LQWR�WKH�V\VWHP�DV�RSSRVHG�
WR�ZULWLQJ�LW�GRZQ�DQG�KDYLQJ�WKHLU�VHFUHWDULHV�HQWHU�
LW��+DQGZULWWHQ�QRWHV�SURGXFH�ORVW�KRXUV�EHFDXVH�WKH�
ELOOHUV�DUH�WKH�RQO\�RQHV�ZKR�NQRZ�ZKDW�WKH�ZRUN�
HQWDLOHG�DQG�ZKR�FDQ�EHVW�VXPPDUL]H�LW�RQ�WKH�ELOO��
6SULQJ�LV�DOVR�WKH�WLPH�WR�LGHQWLI\�WKH�DWWRUQH\V�ZKR�
KDYH�ODUJH�JDSV�LQ�VXEPLWWHG�WLPH��&KDQFHV�DUH��WKH\�
DUH�QRW�NHHSLQJ�XS�ZLWK�WKHLU�ELOOLQJ��$GGUHVVLQJ�WKDW�
QRZ�FDQ�SUHYHQW�D�\HDU�HQG�UHYHQXH�VKRUWIDOO�
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Track the plaintiff profits
7KLV�LV�DOVR�D�JRRG�WLPH�WR�WDNH�D�KDUG�ORRN�DW�WKH�
SUR¿WDELOLW\�RI�DQ\�SODLQWLIIV¶�ZRUN�WKH�¿UP�LV�QRZ�
GRLQJ��7KDW�W\SH�RI�ZRUN�LVQ¶W�DOZD\V�OXFUDWLYH��\HW�
LW¶V�QRW�XQFRPPRQ�IRU�D�¿UP�WR�VSHQG�KXQGUHGV�
RI�KRXUV�RQ�VXFK�D�PDWWHU�DQG�QRW�EULQJ�LQ�HQRXJK�
PRQH\�WR�FRYHU�WKH�KRXUV�LQYHVWHG��/RRN�QRZ�DW�
WKH�FXUUHQW�FRVW�RI�HDFK�SODLQWLII�PDWWHU�DQG�SURMHFW�
WKH�SUR¿WV��EHFDXVH�WKDW�W\SH�RI�ZRUN�FDQ�HDVLO\�
EHFRPH�PDUJLQDO�
&RQVLGHU�WKH�H[DPSOH�RI�D�FDVH�ZKHUH�WKH�ZRUN�
DOUHDG\�SXW�LQ�LQFOXGHV�����SDUWQHU�KRXUV�DW������
���������������DVVRFLDWH�KRXUV�DW�����������������
DQRWKHU�����DVVRFLDWH�KRXUV�DW�����������������
����SDUDOHJDO�KRXUV�DW�����������������DQG�����
PRUH�SDUDOHJDO�KRXUV�DW��������������IRU�D�WRWDO�
RI����������LQ�WLPH��,I�WKH�¿UP�JHWV�D�WKLUG�RI�WKH�
VHWWOHPHQW��WKH�PDWWHU�QHHGV�WR�VHWWOH�DW����������RU�
PRUH�WR�EH�SUR¿WDEOH�
%XW�WDNH�LQWR�FRQVLGHUDWLRQ�WRR�WKH�RWKHU�IDFWRUV�
DIIHFWLQJ�WKH�UHWXUQ��,I�WKH�PDWWHU�ZDV�UHIHUUHG�E\�
DQRWKHU�¿UP��WKH�DWWRUQH\V�PD\�KDYH�WR�VSOLW�WKH�IHH�
ZLWK�WKDW�¿UP��$QG�ZKDW�KDSSHQV�LI�WKH�VHWWOHPHQW�
WXUQV�RXW�WR�EH�ORZ"
.HHS�D�FORVH�PRQLWRU�RQ�WKDW�W\SH�RI�ZRUN��0DNH�
VXUH�LW¶V�FRQVWDQWO\�EDODQFHG�RXW�ZLWK�HQRXJK�
KRXUO\�ZRUN�WR�NHHS�WKH�OLJKWV�RQ��$OVR�PDNH�VXUH�

LW¶V�EHLQJ�GRQH�DV�PXFK�DV�SRVVLEOH�DW�WKH�OHVV�
H[SHQVLYH�DVVRFLDWH�OHYHO��$QG�PRUH��PDNH�VXUH�
WKH�DWWRUQH\V�DQG�VWDII�DUH�HQWHULQJ�WKHLU�WLPH�RQ�
WKH�PDWWHU�VR�WKDW�ZKHQ�WKH�¿UP�QHJRWLDWHV�WKH�
VHWWOHPHQW��LW�KDV�VRPH�NLQG�RI�EHQFKPDUN�WR�FRYHU�
WKH�WLPH�LQYHVWHG�

Budget money versus real money
$W�WKLV�SRLQW��WKH�¿UP�VKRXOG�DOVR�HYDOXDWH�LWV�EXGJHW�
VWDQGLQJ��(YHU\�¿UP�KDV�D�EXGJHW��EXW�IHZ�¿UPV�
NHHS�D�UXQQLQJ�FRPSDULVRQ�RI�EXGJHW�WR�DFWXDO�
QXPEHUV��2WKHUV�SULQW�RXW�WKH�FRPSDULVRQV�EXW�GR�
QRWKLQJ�DERXW�WKH�GLVFUHSDQFLHV�WKDW�VKRZ�XS��/RRN�
DW�SURMHFWHG�UHYHQXHV�YHUVXV�ZKDW¶V�DFWXDOO\�FRPLQJ�
LQ��/RRN�DW�SURMHFWHG�H[SHQVHV�YHUVXV�ZKDW¶V�DFWXDOO\�
JRLQJ�RXW��6HH�LI�WKH�ELOOHG�KRXUV�DUH�PHHWLQJ�
UHTXLUHPHQWV��DQG�LI�WKH\�DUHQ¶W��¿QG�RXW�ZK\�QRW�±�
WKDW�D�PDMRU�GHDO�IHOO�WKURXJK�RU�WKH�¿UP�ORVW�D�FOLHQW�
RU�HYHQ�WKDW�DQ�DWWRUQH\�LV�QRW�SURGXFLQJ�EHFDXVH�RI�
LOOQHVV�RU�GLYRUFH��)DFWRU�LQ�DQWLFLSDWHG�LQFUHDVHV�LQ�
DUHDV�VXFK�DV�KHDOWK�LQVXUDQFH�FRVWV��6HW�WKH�UDLVH�
DPRXQWV�DQG�VHH�KRZ�WKH\�ZLOO�LPSDFW�WKH�\HDU�HQG�
¿JXUHV��$QG�WKHQ�XVH�WKLV�\HDU¶V�DFWXDO�QXPEHUV�
WR�GDWH�WR�SURMHFW�IRU�QH[W�\HDU��7KH�¿UP�PD\�QHHG�
WR�PDNH�QHZ�DOORZDQFHV�IRU�XQH[SHFWHG�VZLQJV�
LQ�LQFRPH�DQG�H[SHQVHV��2U�LW�PD\�QHHG�WR�GHOD\�
SXUFKDVHV�RU�KLULQJV�RU�UHVHW�H[SHFWHG�UDLVH�DPRXQWV��
$QG�WKHUH¶V�D�ORW�PRUH�WLPH�QRZ�WR�PDNH�FKDQJHV�
WKDQ�WKHUH�ZLOO�EH�LQ�1RYHPEHU�  �

WORKING WITH LAWYERS
Take these 4 steps to make 
sure you hire the right 
temporary attorney
,Q�DQ�XQFHUWDLQ�HFRQRP\��WHPSRUDU\�DWWRUQH\V�
DUH�D�JRRG�EXVLQHVV�RSWLRQ��7KH\�JLYH�WKH�¿UP�DQ�
DGGLWLRQDO�DWWRUQH\�ZLWKRXW�KDYLQJ�WR�ZRUU\�LI�WKHUH�
ZLOO�EH�HQRXJK�EXVLQHVV�WR�VXSSRUW�WKDW�SHUVRQ�LQ�WKH�
IXWXUH��7KH\�FRPH�LQ�ZLWK�WKH�H[SHULHQFH�QHFHVVDU\�
IRU�WKH�MRE��,I�WKH\�GRQ¶W�SHUIRUP�XS�WR�SDU��WKH�
DJHQF\�ZLOO�UHSODFH�WKHP��$QG�LI�WKH\�GR�SHUIRUP�
ZHOO��WKH�¿UP�HQGV�XS�ZLWK�YHWWHG�MRE�FDQGLGDWHV��
%XW�WKRXJK�WKH�DUUDQJHPHQW�LV�WHPSRUDU\��WKH�
VHOHFWLRQ�SURFHVV�KDV�WR�EH�PDGH�DV�FDUHIXOO\�DV�LI�LW�
ZHUH�IRU�D�SHUPDQHQW�KLUH��$QG�WKH�DJHQF\�QHHGV�WR�
EH�HYDOXDWHG�ULJKW�DORQJ�ZLWK�WKH�FDQGLGDWH�

How extensive is the experience
'RQ¶W�UHO\�RQ�WKH�DJHQF\�WR�GR�DOO�WKH�LQWHUYLHZLQJ��
7KH�EHVW�ZD\�WR�HQVXUH�D�JRRG�UHODWLRQVKLS�LV�WR�

SDUWLFLSDWH�LQ�WKH�VHOHFWLRQ�DQG�HYDOXDWH�WKH�SHUVRQ¶V�
H[SHULHQFH��SHUVRQDOLW\��DQG�LQWHQWLRQV��$VN�DERXW�
H[SHULHQFH�LQ�WKH�W\SH�RI�ZRUN�WKDW�QHHGV�WR�EH�GRQH��
3HRSOH�FDQ�SXW�DQ\WKLQJ�RQ�D�UHVXPH��$�JRRG�RSHQHU��
7KH�ZRUN�\RX�ZRXOG�EH�GRLQJ�LV�;��+DYH�\RX�GRQH�
WKDW�W\SH�RI�ZRUN�EHIRUH"�+RZ�RIWHQ"
7KHQ�WR�PDNH�VXUH�WKH�DWWRUQH\�NQRZV�PRUH�WKDQ�
WKH�EX]]ZRUGV�RI�WKH�ZRUN��7HOO�PH�DERXW�WKH�ODVW�
PDWWHU�OLNH�WKLV�WKDW�\RX�ZRUNHG�RQ��:KDW�ZDV�\RXU�
OHYHO�RI�UHVSRQVLELOLW\"
$VN�DV�PDQ\�SURELQJ�TXHVWLRQV�DV�SRVVLEOH�DERXW�
WKH�VSHFL¿F�ZRUN�WKDW�SHUVRQ�KDV�GRQH��2QH�RI�WKH�
DGYDQWDJHV�RI�XVLQJ�DQ�DJHQF\�LV�WKDW�WKH�¿UP�FDQ�
JHW�DQ�H[SHULHQFHG�DWWRUQH\�ZKR�LV�UHDG\�WR�JR�WR�
ZRUN��7KHUH¶V�QR�UHDVRQ�LW�VKRXOG�KDYH�WR�LQYHVW�LQ�
D�VLJQL¿FDQW�DPRXQW�RI�WUDLQLQJ�

What’s the personality like?
/RRN�IRU�D�SHUVRQDOLW\�¿W��:KDW�KDYH�\RX�OLNHG�DQG�
QRW�OLNHG�DERXW�WKH�¿UPV�\RX¶YH�ZRUNHG�IRU�LQ�WKH�

(continues on page 16)
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MARKETING
Personal touch helps win highly 
profitable corporate clients
,W¶V�D�¿UVW�FODVV�SUHVHQWDWLRQ��EXW�WKH�FRUSRUDWH�
EXVLQHVV�JRHV�WR�DQRWKHU�¿UP��:KDW�KDSSHQHG"
7KH�ELJ�EDOORRQ�GHÀDWRU�LV�WKDW�PRVW�FRUSRUDWLRQV�
KDYH�WKHLU�KLULQJ�GHFLVLRQV�PDGH�ORQJ�EHIRUH�WKH�
EHDXW\�FRQWHVW��7KH�ZLQQHU�LV�DOPRVW�DOZD\V�WKH�
¿UP�WKDW�KDV�GHYHORSHG�D�UHODWLRQVKLS�ZLWK�WKH�
FRPSDQ\�EHIRUHKDQG��DQG�WKH�VHOHFWLRQ�SURFHVV�LV�
QDXJKW�EXW�D�IULHQGO\�IRUPDOLW\�
7R�PDNH�UDLQ��WKH�¿UP�KDV�WR�SXW�LWV�HIIRUWV�PRUH�
RQ�SHRSOH�WKDQ�SUHVHQWDWLRQ��7KH�EHVW�PDUNHWLQJ�
LV�GRQH�YLD�ORQJ�WHUP�UHODWLRQVKLSV��$WWRUQH\V�JHW�
WKH�PDMRULW\�RI�WKHLU�EXVLQHVV�WKURXJK�SHUVRQDO�
UHIHUUDOV��<HW�VDGO\��PRVW�DWWRUQH\V�GRQ¶W�XQGHUVWDQG�
KRZ�WR�GHYHORS�WKH�SHUVRQDO�UHODWLRQVKLSV�WKDW�OHDG�
WR�EXVLQHVV��6LPSO\�E\�VKDUSHQLQJ�XS�WKHLU�SHRSOH�
EXLOGLQJ�VNLOOV�PRVW�DWWRUQH\V�FDQ�GRXEOH�WKHLU�
EXVLQHVV�

Court the periphery people
&RQWUDU\�WR�ZKDW�PRVW�¿UPV�WKLQN��GHYHORSLQJ�
D�UHODWLRQVKLS�ZLWK�FRUSRUDWH�WDUJHWV�LV�D�PDWWHU�
RI�EDFNLQJ�LQWR�WKH�EXVLQHVV�DV�RSSRVHG�WR�
DSSURDFKLQJ�WKH�FRUSRUDWH�UHSUHVHQWDWLYHV�GLUHFWO\��
7KH�EHVW�UHVXOWV�FRPH�IURP�GHYHORSLQJ�IULHQGVKLSV�
LQ�WKH�ULJKW�SODFHV��ZLWK�WKH�ULJKW�SODFHV�EHLQJ�WKH�
LQGLYLGXDO�SURIHVVLRQDO�VHUYLFH�RUJDQL]DWLRQV�WKDW�
DOUHDG\�VHUYH�WKH�FRUSRUDWH�RUJDQL]DWLRQV�ZKHUH�
WKH�¿UP�KDV�LQWHUHVW��7KRVH�DUH�VHUYLFHV�VXFK�DV�
DFFRXQWLQJ�¿UPV��EDQNV��DQG�UHDO�HVWDWH�FRPSDQLHV��
7KH\�DOUHDG\�KDYH�EXVLQHVV�UHODWLRQVKLSV�ZLWK�
RUJDQL]DWLRQV�DQG�VR�KDYH�WKH�FRUSRUDWH�HDU��*HW�
WKHP�WR�GURS�D�ZRUG�KHUH�DQG�WKHUH�DERXW�WKH�
¿UP��RU�DERXW�DQ�LQGLYLGXDO�DWWRUQH\��DQG�WKH�GRRU�
VWDUWV�WR�RSHQ��$OVR��WKRVH�RUJDQL]DWLRQV�DUHQ¶W�LQ�
FRPSHWLWLRQ�ZLWK�HLWKHU�¿UP�RU�FRUSRUDWH�FOLHQW�
VR�WKHUH¶V�HYHU\�SRVVLELOLW\�RI�EXLOGLQJ�D�SRVLWLYH�
UHODWLRQVKLS�ZLWK�WKHP�

A matter of friendships
&RXUWLQJ�WKH�SRWHQWLDO�UHIHUUHUV�PHDQV�JHWWLQJ�WR�
NQRZ�WKHP�SHUVRQDOO\�DQG�RQ�D�QRQEXVLQHVV�OHYHO��
'RQ¶W�JR�WR�WKHP�DQG�WU\�WR�VHOO��,QVWHDG��ZRUN�WR�
GHYHORS�KRQHVW�UHODWLRQVKLSV�ZLWK�WKHP��ZKLFK�
HVVHQWLDOO\�HTXDWHV�WR�PDNLQJ�IULHQGV��7KDW�PD\�
VRXQG�OLNH�D�ZDVWH�RI�PDUNHWLQJ�WLPH��,W¶V�QRW��,W¶V�
WKH�SHUVRQDO�UHODWLRQVKLSV�WKDW�EXLOG�SURIHVVLRQDO�
WUXVW��DQG�WUXVW�LV�HVVHQWLDO�WR�JHQHUDWH�UHIHUUDOV��

EHFDXVH�IRU�SURIHVVLRQDOV��JLYLQJ�WKH�EXVLQHVV�QRG�
LV�D�VLJQL¿FDQW�HYHQW��7KHLU�UHSXWDWLRQV�DUH�RQ�WKH�
OLQH�
+RZ�FDQ�WKH�¿UP�SURYH�LWV�H[SHUWLVH�WR�WKHP�
ZLWKRXW�D�VDOHV�SLWFK"�'R�LW�LQGLUHFWO\�E\�WUDGLQJ�
ZDU�VWRULHV��7DON�ZLWK�WKHP�DERXW�WKHLU�RZQ�
EXVLQHVVHV��DQG�LQ�WKH�SURFHVV��WHOO�DERXW�OHJDO�
VLWXDWLRQV�WKH�¿UP�RU�LQGLYLGXDO�DWWRUQH\V�KDYH�
HQFRXQWHUHG�DQG�KRZ�WKRVH�VLWXDWLRQV�ZHUH�UHVROYHG�
VXFFHVVIXOO\�
&DVXDO�FRQYHUVDWLRQV�RI�WKDW�VRUW�SDLQW�D�JRRG�DQG�
PHPRUDEOH�SLFWXUH�RI�ZKDW�WKH�ODZ\HUV�GR�DQG�WKDW�
WKH\�DUH�JRRG�DW�LW��+RZHYHU��ZKLOH�WDONLQJ�DERXW�
GRLQJ�JRRG�EXVLQHVV��WKH�RQH�WKLQJ�QHYHU�WR�GR�LV�
WR�DSSHDU�LQXQGDWHG�ZLWK�EXVLQHVV��0DQ\�DWWRUQH\V�
GR�WKDW�WKLQNLQJ�WKDW�LW�PDNHV�WKHP�DSSHDU�VXSHULRU�
LQ�WDOHQW�DQG�JUHDWO\�LQ�GHPDQG��:KHQ�VRPHRQH�
DVNV�³KRZ�DUH�\RX�GRLQJ"´�WKH\�UHVSRQG�ZLWK�³,¶P�
UXQQLQJ�UDJJHG´�RU�³,¶YH�JRW�VR�PXFK�JRLQJ�RQ�´
7KDW�PD\�LPSUHVV�RWKHU�DWWRUQH\V��%XW�VRPHRQH�
RXWVLGH�WKH�SURIHVVLRQ�UHDGV�LW�DQRWKHU�ZD\��7R�WKH�
RXWVLGHU�VLWWLQJ�WKHUH�UHDG\�WR�SXW�LQ�D�ZRUG�WR�WKH�
QH[W�FRUSRUDWH�FOLHQW��LW�VD\V�WKH�DWWRUQH\�LV�WRR�EXV\�
WR�WDNH�RQ�DQ\�QHZ�EXVLQHVV�

Not just foul-weather friends
5HODWLRQVKLS�EXLOGLQJ�LV�QRW�D�RQH�VKRW�YHQWXUH��7KH�
DWWRUQH\V�ZKR�VXFFHVVIXOO\�JHW�EXVLQHVV�WKURXJK�
WKHLU�VRFLDO�FRQWDFWV�PDLQWDLQ�WKRVH�FRQWDFWV�
VWHDGLO\��,W¶V�QRW�MXVW�NQRZLQJ�WKRVH�SHRSOH�WKDW�
FRXQWV��LW¶V�WKH�FRQVLVWHQW�FRQWDFW�WKDW�JHQHUDWHV�WKH�
LQWURGXFWLRQV��0DQ\�DWWRUQH\V�DUH�PHUFHQDU\�DERXW�
LW��7KH\�FRXUW�WKHLU�UHIHUUDO�SRVVLELOLWLHV�GXULQJ�WKH�
OHDQ�WLPHV�DQG�WKHQ�ZKHQ�WKLQJV�JHW�EXV\��WKH\�TXLW�
IRU�D�ZKLOH��7KHQ�WKH�EXVLQHVV�VORZV��DQG�WKHUH�
WKH\�DUH�DJDLQ�²�KXQJU\�DQG�ORRNLQJ�IRU�EXVLQHVV��
DQG�WKRVH�KDUG�PDGH�HDUOLHU�FRQWDFWV�VPHOO�WKH�
GHVSHUDWLRQ�

People-focused presentations too
7KH�SHUVRQDO�WRXFK�FRQWLQXHV�RQ�LQWR�WKH�DFWXDO�
FRUSRUDWH�SUHVHQWDWLRQV��:KHQ�WKH�FRQWDFWV�DUH�
VROLG��ZKHQ�WKH�JRRG�ZRUGV�DUH�GURSSHG��ZKHQ�
WKH�¿UP�LV�UHDG\�WR�PDNH�WKH�VDOH��WKH�ZLQQLQJ�
DSSURDFK�VWD\V�WKH�VDPH��EDFN�LQWR�WKH�EXVLQHVV��
'RQ¶W�JLYH�WKH�VWDQGDUG�³DLQ¶W�ZH�ZRQGHUIXO�
URXWLQH´�ZKHUH�WKH�¿UP�VSHQGV�PRVW�RI�WKH�WLPH�
UHFLWLQJ�D�OLWDQ\�RI�LWV�VXFFHVVHV��7DON�LQVWHDG�DERXW�
WKH�FRUSRUDWLRQ¶V�OHJDO�QHHGV��7KDW�DXGLHQFH�LVQ¶W�
WKHUH�WR�MXGJH�D�EHDXW\�FRQWHVW��ZKDW�LW�ZDQWV�LV�D�
SUHVHQWDWLRQ�IRFXVHG�RQ�WKH�LVVXH�LW¶V�IDFLQJ�
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Research the client
'R�VRPH�KRPHZRUN��5HVHDUFK�WKH�FRUSRUDWLRQ¶V�
EXVLQHVV�KLVWRU\��)LQG�RXW�ZKDW�LWV�OHJDO�LVVXHV�KDYH�
EHHQ�LQ�WKH�SDVW�DQG�ZKDW�DSSURDFK�LW�KDV�WDNHQ�WR�
UHVROYH�WKHP��7KHQ�H[SODLQ�WKH�¿UP¶V�SHUFHSWLRQ�RI�
WKH�FXUUHQW�QHHGV�DQG�WHOO�KRZ�WKH�¿UP¶V�SDUWLFXODU�
H[SHUWLVH�ZLOO�VXSSRUW�WKH�FRPSDQ\¶V�JRDOV�DQG�
QHHGV��6KRZ�WKH�¿UP¶V�WUDFN�UHFRUG�LQ�WKRVH�DUHDV��
'RQ¶W�NLOO�WKH�FRUSRUDWLRQ�ZLWK�WKHDWULFV��0DQ\�D�
¿UP�JHWV�RYHU�SUHSDUHG�RQ�WKH�FRORUV�DQG�JUDSKLFV�

DQG�JRHV�LQ�ZLWK�SUHVHQWDWLRQ�WKDW¶V�PRUH�ÀDVK�WKDQ�
VXEVWDQFH�
7KH�DXGLHQFH�LVQ¶W�LPSUHVVHG�ZLWK�DOO�WKDW��7KRVH�
SHRSOH�DUH�VLWWLQJ�WKHUH�WKLQNLQJ�WKH\�ZLOO�HQG�
XS�SD\LQJ�IRU�WKH�PDUNHWLQJ�HIIRUWV��(QJDJH�LQ�
SHUVRQDO�GLVFXVVLRQV�ZLWK�WKH�PHPEHUV�RI�WKH�
VHOHFWLRQ�FRPPLWWHH��0HQWLRQ�WKH�UHIHUUHUV��
$IWHU�DOO��WKH�¿UP�JRW�WKHUH�E\�ZD\�RI�D�SHUVRQDO�
UHODWLRQVKLS���&RQWLQXH�DORQJ�WKH�ZLQQLQJ�SDWK�  �

Establishing guidelines
'HSHQGLQJ�ZKHUH�LQ�WKH�FRXQWU\�\RXU�SUDFWLFH�LV�
ORFDWHG��VR�FDOOHG�VXPPHU�FORWKLQJ�PD\�EH�\HDU�
URXQG�DWWLUH��6WLOO��HYHQ�LQ�ZDUPHU�FOLPHV��SHRSOH�
WHQG�WR�GUHVV�PRUH�FDVXDOO\�GXULQJ�WKH�VXPPHU�
PRQWKV��1HYHUWKHOHVV��\RX�FDQ�HQVXUH�WKDW�WKH�OLQH�
EHWZHHQ�EXVLQHVV�DQG�EDFN\DUG�EDUEHFXH�DWWLUH�
GRHVQ¶W�JHW�FURVVHG�E\�WDNLQJ�D�IHZ�VLPSOH�VWHSV��

 j FUHDWH�D�VXPPHU�GUHVV�FRGH�SROLF\�
 j FLUFXODWH�WKH�SROLF\�DQQXDOO\��DQG
 j UHPLQG�HPSOR\HHV�ZK\�WKH�SROLF\�H[LVWV�

Getting specific
:KHQ�LW�FRPHV�WR�WKH�SROLF\��PDNH�VXUH�\RX�DUH�
VSHFL¿F���
³/HW�HPSOR\HHV�NQRZ�ZKDW�LV�H[SHFWHG�DQG�ZKDW�
ZLOO�DQG�ZLOO�QRW�EH�WROHUDWHG�LQ�WKH�RI¿FH�´�VD\V�
0DU\�/DNH��DQ�+5�FRQVXOWDQW�ZLWK�+5�$GYLVRUV�
*URXS��,W�KHOSV�WR�SURYLGH�H[DPSOHV�RI�DSSURSULDWH�
DWWLUH��DV�ZHOO�DV�ZKDW�WKH�SUDFWLFH�FRQVLGHUV�
LQDSSURSULDWH�
+HUH�DUH�VXJJHVWLRQV�IRU�FRQYH\LQJ�ZKDW�LV�DQG�LV�
QRW�DFFHSWDEOH�

 j $SSURSULDWH�VXPPHU�DWWLUH�IRU�ZRPHQ�PD\�
LQFOXGH�VOHHYHOHVV�VXPPHU�WRSV��ZLWK�D�MDFNHW�RU�
FDUGLJDQ��%\�FRQWUDVW��D�PLGULII�WRS�RU�D�VKHHU�
EORXVH�LV�LQDSSURSULDWH�IRU�WKH�RI¿FH�

 j $SSURSULDWH�VKRHV�IRU�ZRPHQ�PD\�LQFOXGH�
RSHQ�WRHG�VKRHV�RU�GUHVV�VDQGDOV��7KRQJ�
OLNH�VDQGDOV�RU�ÀLS�ÀRSV�DUH�FRQVLGHUHG�
LQDSSURSULDWH�IRU�WKH�RI¿FH�

 j )RU�PHQ��EXWWRQ�IURQW�VKRUW�VOHHYH�VKLUWV�DUH�
FRQVLGHUHG�SURIHVVLRQDO�DQG�DUH�WKHUHIRUH�
DSSURSULDWH��7�VKLUWV�DQG�JROI�VKLUWV�DUH�
LQDSSURSULDWH�IRU�WKH�RI¿FH�

7KLV�OHYHO�RI�GHWDLO�LV�QHFHVVDU\�WR�HQVXUH�WKDW�VWDII�
PHPEHUV�XQGHUVWDQG�WKH�SUDFWLFH¶V�LQWHUSUHWDWLRQ�

RI�SURIHVVLRQDO��DSSURSULDWH��DQG�DFFHSWDEOH�
DWWLUH��'RQ¶W�PDNH�DVVXPSWLRQV�WKDW�HYHU\RQH¶V�
LQWHUSUHWDWLRQ�RI�WKHVH�WHUPV�LV�WKH�VDPH�
,W¶V�KHOSIXO�ZKHQ�VKDULQJ�WKH�SROLF\�WR�OHW�
HPSOR\HHV�NQRZ�WKH\�VKRXOG�HUU�RQ�WKH�VLGH�RI�
FDXWLRQ��7KH\�VKRXOG�EH�WROG�WKDW�LI�WKH\�TXHVWLRQ�
ZKHWKHU�DQ�DUWLFOH�RI�FORWKLQJ�LV�DSSURSULDWH�IRU�WKH�
RI¿FH��WKH\�VKRXOGQ¶W�ZHDU�LW��7KH\�FDQ�ODWHU�DVN�
ZKHWKHU�LW�LV�DFFHSWDEOH��DQG��LI�WKH�DQVZHU�LV�\HV��
ZHDU�WKH�LWHP�DQRWKHU�GD\�

Enforcing the policy
$�SROLF\�LV�RQO\�XVHIXO�LI�LW¶V�HQIRUFHG��$QG�
SROLFLHV��LQFOXGLQJ�VXPPHU�GUHVV�FRGH�SROLFLHV��
PXVW�EH�XQLIRUPO\��QR�SXQ�LQWHQGHG��HQIRUFHG�
-XVW�EHFDXVH�-HQQLIHU�LV����\HDUV�ROG�DQG�ORRNV�OLNH�D�
IDVKLRQ�PRGHO�LQ�D�VKRUW�VNLUW�DQG�FURSSHG�WRS�LV�QR�
UHDVRQ�WR�OHW�-HQQLIHU�YLRODWH�WKH�SROLF\��:KDW�KDSSHQV�
LI�\RX�ORRN�WKH�RWKHU�ZD\�DQG�WKHQ�0DUJDUHW��DJH�
���DQG�RYHUZHLJKW��GHFLGHV�WR�GXSOLFDWH�WKH�ORRN"�,I�
\RX�FLWH�0DUJDUHW�IRU�LQDSSURSULDWH�DWWLUH�DIWHU�OHWWLQJ�
-HQQLIHU�VOLGH��0DUJDUHW�FDQ�FODLP�DJH�GLVFULPLQDWLRQ��
DQG�VKH�PD\�DOVR�EH�DEOH�WR�FODLP�GLVFULPLQDWLRQ�
EDVHG�RQ�KHU�ZHLJKW��7KH�PRUDO�RI�WKH�VWRU\�LV�RQH�
SROLF\�IRU�DOO�VWDII�PHPEHUV�
'HFLGLQJ�KRZ�\RX�ZLOO�HQIRUFH�WKH�SROLF\�LV�
LPSRUWDQW��DQG�D�OLWWOH�WULFN\��:LOO�\RX�VHQG�WKH�
HPSOR\HH�KRPH�WR�FKDQJH�FORWKHV"�*LYH�KHU�RU�KLP�
D�¿UVW�WLPH�ZDUQLQJ"�%DVH�\RXU�GHFLVLRQ�RQ�KRZ�
LQDSSURSULDWH�WKH�DWWLUH�LV"�
0DNH�VXUH�\RX�VSHOO�WKLV�RXW�LQ�\RXU�SROLF\�DV�ZHOO��
6RPHWKLQJ�WR�WKH�HIIHFW�WKDW�DW�WKH�PDQDJHU¶V�GLVFUHWLRQ��
WKH�HPSOR\HH�PD\�EH�JLYHQ�D�ZULWWHQ�ZDUQLQJ�RU�VHQW�
KRPH�WR�FKDQJH�FORWKHV�VKRXOG�VXI¿FH�
:LWK�SURSHU�DWWHQWLRQ�WR�GHWDLO�DKHDG�RI�WLPH��\RX�
ZRQ¶W�KDYH�WR�VZHDW�WKH�VPDOO�VWXII�GXULQJ�WKH�
VXPPHU�PRQWKV²DQG�VWDII�PHPEHUV�FDQ�UHPDLQ�
FRRO�DQG�FRPIRUWDEOH��ZKLOH�ORRNLQJ�SURIHVVLRQDO����

(Warm weather dress code, continued from page 1)
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HIRING AND FIRING
Always ask these 7 questions 
before you hire a staffer
7KH\�DUH�WKH�VHYHQ�TXHVWLRQ�VROXWLRQ��7KH\�KDYH�
EHFRPH�WKH�VWDQGDUG�IRU�GHWHUPLQLQJ�ZKHWKHU�D�
¿ULQJ�LV�MXVWL¿HG��$�³QR´�DQVZHU�WR�DQ\�RQH�RI�WKHP�
OHDYHV�URRP�IRU�DUJXPHQW�WKDW�D�GLVPLVVDO�ZDV�
GLVFULPLQDWRU\�
7KH\�DUH�WKH�VHYHQ�TXHVWLRQV�DUELWUDWRUV�DVN�ZKHQ�
VHWWOLQJ�¿ULQJ�GLVSXWHV��7KH\�DUH�D�YDOXDEOH�SUH�
WHUPLQDWLRQ�FKHFNOLVW�WR�GHWHUPLQH�ZKHWKHU�D�¿ULQJ�
LV�ULVN\��$GPLQLVWUDWRUV�QHHG�WR�EH�DZDUH�RI�WKHP�
IRU�WZR�UHDVRQV�
2QH�LV�WKDW�HPSOR\HHV�GRQ¶W�QHFHVVDULO\�DFFHSW�
UHVSRQVLELOLW\�IRU�WKHLU�DFWLRQV�DQG�SHUIRUPDQFH�
GH¿FLHQFLHV��,QVWHDG��WKH\�IRFXV�RQ�WKHLU�ULJKWV��DQG�
WKH\�DUH�VRSKLVWLFDWHG�DERXW�WKH�UHPHGLHV�DYDLODEOH�
WR�WKHP�
7KH�RWKHU�LV�WKH�IDFW�WKDW�ODZ�¿UPV�KDYH�OLWWOH�URRP�
IRU�HUURU�LQ�HPSOR\PHQW�ODZ�EHFDXVH�MXULHV�DQG�
MXGJHV�KROG�DWWRUQH\V�WR�D�KLJKHU�VWDQGDUG�WKDQ�
RWKHU�EXVLQHVVHV��DVVXPLQJ�WKH\�NQRZ�WKH�ODZ�
EHWWHU�WKDQ�DQ\RQH�HOVH�
7KH�VHYHQ�GHWHUPLQLQJ�TXHVWLRQV�ZHUH�HVWDEOLVKHG�
LQ�D������DUELWUDWLRQ�GHFLVLRQ�LQYROYLQJ�WKH�
(QWHUSULVH�:LUH�&RPSDQ\�LQ�,OOLQRLV��DQG�WKH\�VHW�
RXW�WKH�HOHPHQWV�WKDW�GHWHUPLQH�ZKHWKHU�WKHUH�LV�
MXVW�FDXVH�WR�WHUPLQDWH�DQ�HPSOR\HH�
A broken rule
Question 1: :DV�WKH�WHUPLQDWLRQ�FDXVHG�E\�D�
YLRODWLRQ�RI�D�UHDVRQDEOH�RI¿FH�UXOH"
,Q�RWKHU�ZRUGV��ZDV�WKHUH�D�UXOH�DQG�GLG�WKH�
HPSOR\HH�NQRZ�DERXW�LW"�7KDW�UHTXLUHPHQW�LV�ZHOO�
VDWLV¿HG�E\�DQ�HPSOR\HH�KDQGERRN�WKDW�VSHOOV�RXW�
WKH�SHUIRUPDQFH�UHTXLUHPHQWV��:LWK�D�KDQGERRN��
LW¶V�DQ�HDV\�PDWWHU�WR�MXVWLI\�¿ULQJ�VRPHRQH�ZKR�
KDVQ¶W�PHW�D�ELOODEOH�KRXU�H[SHFWDWLRQ�RU�KDV�EHHQ�
DEVHQW�RU�ODWH�WRR�RIWHQ�RU�UXGH�WR�FOLHQWV��7KH�
KDQGERRN�QHHG�RQO\�VHW�RXW�WKH�EDVLF�H[SHFWDWLRQV�
DQG�WKHQ�VD\�WKDW�DOO�HPSOR\HHV�PXVW�DELGH�E\�WKH�
SURYLVLRQV��([SODLQ�WKH�VSHFL¿FV�VXFK�DV�WKH�ELOODEOH�
KRXU�RU�TXDOLW\�H[SHFWDWLRQV��DQG�IURP�WKHUH�JHW�DV�
GHWDLOHG�DV�WKH�¿UP�ZDQWV��HYHQ�JRLQJ�LQWR�WKLQJV�
VXFK�DV�KRZ�WR�DQVZHU�WKH�WHOHSKRQH�
0DQ\�UXOHV�VXFK�DV�WKRVH�RQ�FOLHQW�FRQ¿GHQWLDOLW\�
DQG�SHUVRQDO�XVH�RI�H�PDLO�QHHG�WR�EH�LQ�ZULWLQJ��
EXW�RWKHUV�GRQ¶W��0HHWLQJ�FRXUW�GHDGOLQHV��IRU�
H[DPSOH��LV�D�JLYHQ�IRU�D�SDUDOHJDO�

7KLV�SURYLVLRQ�ZHOO�LOOXVWUDWHV�WKH�QHHG�WR�JHW�
VLJQHG�VWDWHPHQWV�WKDW�HPSOR\HHV�KDYH�UHFHLYHG�DQG�
UHDG�WKH�KDQGERRN��7KDW¶V�SURRI�ERWK�WKDW�WKHUH�ZDV�
D�UXOH�DQG�WKDW�WKH�¿UHG�HPSOR\HH�NQHZ�DERXW�LW�
Notice and a clear warning
Question 2: 'LG�WKH�¿UP�JLYH�WKH�VWDIIHU�QRWLFH�RU�
ZDUQLQJ�RI�WKH�SRVVLEOH�GLVFLSOLQDU\�FRQVHTXHQFHV�
RI�WKH�FRQGXFW"
7KDW�WRR�VKRXOG�EH�H[SODLQHG�LQ�WKH�HPSOR\HH�
KDQGERRN��8VXDOO\��LW¶V�VLPSO\�D�VWDWHPHQW�WKDW�
³HPSOR\HHV�ZKR�YLRODWH�WKHVH�SROLFLHV�ZLOO�EH�VXEMHFW�WR�
GLVFLSOLQDU\�DFWLRQ�XS�WR�DQG�LQFOXGLQJ�WHUPLQDWLRQ�´
%XW�DORQJ�ZLWK�WKDW��HDFK�ZDUQLQJ�WKH�¿UP�JLYHV�WR�
DQ�HPSOR\HH�VKRXOG�EH�LQ�ZULWLQJ�DQG�VKRXOG�UHSHDW�
WKH�IDFW�WKDW�WKH�HPSOR\HH�LV�VXEMHFW�WR�GLVFLSOLQH��
LQFOXGLQJ�WHUPLQDWLRQ��$ORQJ�ZLWK�WKDW��WKH�HPSOR\HH�
VKRXOG�VLJQ�D�VWDWHPHQW�DFNQRZOHGJLQJ�NQRZOHGJH�RI�
WKH�ZDUQLQJ�DQG�WKH�FRQVHTXHQFHV�RI�QRW�LPSURYLQJ�
7KH�(QWHUSULVH�DUELWUDWLRQ�GHFLVLRQ�GRHV�QRWH��
KRZHYHU��WKDW�IRU�RIIHQVHV�VXFK�DV�WKHIW�IURP�WKH�
HPSOR\HU�RU�IURP�RWKHU�HPSOR\HHV�RU�LQWR[LFDWLRQ�
DW�ZRUN��ZDUQLQJ�LV�QRW�QHFHVVDU\��EHFDXVH�WKH\�DUH�
VHULRXV�HQRXJK�WKDW�DQ\ERG\�VKRXOG�H[SHFW�GLVFLSOLQH�
An inquiry
Question 3: :DV�WKHUH�DQ�LQYHVWLJDWLRQ�WR�
GHWHUPLQH�WKDW�WKH�HPSOR\HH�ZDV��LQ�IDFW��JXLOW\"�
,I�WKH�VLWXDWLRQ�LV�FOHDU�FXW�±�SHUKDSV�D�VWDIIHU�
GLGQ¶W�PHHW�VRPH�VWDQGDUG�RI�SHUIRUPDQFH�±�QR�
LQYHVWLJDWLRQ�LV�FDOOHG�IRU��%XW�ZKHQHYHU�WKHUH¶V�
TXHVWLRQ�DV�WR�ZKHWKHU�VRPHERG\�ZDV�JXLOW\�RI�
D�WUDQVJUHVVLRQ�RU�FRQFHUQ�WKDW�WKHUH�FRXOG�EH�
DUJXPHQW�DERXW�LW��DQ�LQYHVWLJDWLRQ�LV�QHFHVVDU\��
7KDW�PHDQV�LQWHUYLHZLQJ�ZLWQHVVHV��%XW�LW�DOVR�
PHDQV�LQWHUYLHZLQJ�WKH�DFFXVHG��/HDYH�WKDW�RXW��
DQG�DQ\�SODLQWLII¶V�DWWRUQH\V�ZLOO�ODWFK�RQWR�WKH�IDFW�
WKDW�WKH�HPSOR\HU�GLGQ¶W�DVN�IRU�WKH�HPSOR\HH¶V�
VLGH�RI�WKH�VWRU\��<RX�VKRXOG�FRQGXFW�WKH�DFFXVHG¶V�
LQWHUYLHZ�ZLWK�\HW�DQRWKHU�VHYHQ�TXHVWLRQV��DQG�
DJDLQ��DOO�QHHG�WR�SURGXFH�D�\HV�DQVZHU�
D�� 'LG�\RX�GR�;"
E��:HUH�\RX�DZDUH�RI�RXU�UXOH�SURKLELWLQJ�WKDW"
F�� :HUH�\RX�DZDUH�RI�RXU�UXOH�DW�WKH�WLPH�\RX�GLG�;"
G��'R�\RX�DJUHH�WKDW�LW�LV�DSSURSULDWH�WR�WHUPLQDWH�
VRPHRQH�IRU�WKDW�W\SH�RI�FRQGXFW"

H�� ,V�WKHUH�DQ\�UHDVRQ�ZK\�ZH�VKRXOGQ¶W�WHUPLQDWH�\RX"
I�� $UH�\RX�DZDUH�RI�DQ\�RWKHU�HPSOR\HH�ZKDW�GLG�
;�DQG�ZDVQ¶W�WHUPLQDWHG"

J�� ,V�WKHUH�DQ\WKLQJ�\RX¶G�OLNH�WR�WHOO�XV"
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$VN�WKRVH�TXHVWLRQV�DW�WKH�YHU\�EHJLQQLQJ�RI�WKH�
LQYHVWLJDWLRQ�DQG�HYHQ�SXW�WKHP�LQ�ZULWLQJ�IRU�WKH�
HPSOR\HH�WR�VLJQ��$W�WKDW�SRLQW��WKHUH¶V�D�JRRG�FKDQFH�
WKH�HPSOR\HH�ZLOO�DQVZHU�\HV�WR�HYHU\WKLQJ�DQG�
SRVVLEO\�VLJQ�WKH�VWDWHPHQW�DV�ZHOO�LQ�KRSHV�RI�OHQLHQF\�
LQ�H[FKDQJH�IRU�WKH�FRRSHUDWLRQ��%XW�RQFH�SHRSOH�JHW�
WHUPLQDWHG��WKH\�JHW�DQJU\�DQG�WKHLU�SRVWXUH�FKDQJHV��
7KH�¿UP�ZLOO�QHYHU�JHW�WKRVH�DGPLVVLRQV�DJDLQ�
Impartiality
Question 4: :DV�WKH�LQYHVWLJDWLRQ�IDLU�DQG�REMHFWLYH"�
$�PDLQ�IDFWRU�KHUH�LV�ZKHWKHU�WKH�SHUVRQ�
FRQGXFWLQJ�WKH�LQYHVWLJDWLRQ�ZDV�DQ�REMHFWLYH�
SDUW\�DQG�QRW�D�ZLWQHVV�LQ�WKH�LQYHVWLJDWLRQ��7KH�
(QWHUSULVH�GHFLVLRQ�VWDWHV�WKDW�RQH�SHUVRQ�FDQ�VHUYH�
DV�SURVHFXWRU�DQG�MXGJH�EXW�QRW�DOVR�DV�D�ZLWQHVV�
DJDLQVW�WKH�HPSOR\HH��)RU�WKDW�UHDVRQ�LW¶V�EHVW�WR�
KDYH�MXVW�RQH�SHUVRQ�±�XVXDOO\�WKH�DGPLQLVWUDWRU�±�
LQ�FKDUJH�RI�WKH�LQYHVWLJDWLRQ�DV�RSSRVHG�WR�KDYLQJ�
VHYHUDO�SDUWQHUV�FRQGXFW�SDUWV�RI�LW��:KDW�LI�LW¶V�
D�GLVSXWH�EHWZHHQ�WKH�HPSOR\HH�DQG�VRPHRQH�LQ�
PDQDJHPHQW�DQG�WKHUH�DUH�QR�ZLWQHVVHV"�,Q�WKDW�
FDVH��WKH�¿UP�QHHGV�WR�TXHVWLRQ�WKH�PDQDJHU�LQ�WKH�
VDPH�ZD\�LW�TXHVWLRQV�WKH�HPSOR\HH�EHLQJ�¿UHG�
Substantial proof
Question 5: 'LG�WKH�LQYHVWLJDWLRQ�SURGXFH�
VXEVWDQWLDO�SURRI�WKDW�WKH�HPSOR\HH�ZDV�JXLOW\"�
7KHUH�QHHGV�WR�EH�KDUG�HYLGHQFH�VXFK�DV�H�PDLOV�RU�
ZULWWHQ�UHFRUGV�RU�VWDWHPHQWV�IURP�ZLWQHVVHV��:KDW¶V�
PRUH��LW�KDV�WR�EH�IDFWXDO�DQG�QRW�FRQMHFWXUH�RU�
KHDUVD\�RU�JXW�LQVWLQFW��$QG�LW�KDV�WR�EH�IDLU��7KH�¿UP�
FDQ¶W�UHO\�VROHO\�RQ�ZKDW�YROXQWHHU�ZLWQHVVHV�VD\�RU�
RQ�VWDWHPHQWV�IURP�SHUVRQV�ZKR�KDYH�VRPH�LQWHUHVW�
LQ�WKH�PDWWHU��,QVWHDG��LW�KDV�WR�ORRN�IRU�ZLWQHVVHV�
ZKR�DUH�XQELDVHG�DQG�QRW�DVVRFLDWHG�ZLWK�WKH�PDWWHU��
:KDW�LI�WKHUH�DUH�FRQWUDGLFWLRQV�LQ�WKH�VWRULHV"
7KDW�UHTXLUHV�D�MXGJPHQW�FDOO�DIWHU�ORRNLQJ�DW�WKH�
HPSOR\PHQW�KLVWRU\�RI�WKH�FRQÀLFWLQJ�ZLWQHVVHV�WR�
GHWHUPLQH�WKHLU�FUHGLELOLW\�
A fair precedent
Question 6: +DV�WKH�¿UP�WUHDWHG�VLPLODU�VLWXDWLRQV�
LQ�WKH�SDVW�WKH�VDPH�ZD\"�
%H�FDUHIXO��,I�DQRWKHU�HPSOR\HH�ZDV�JXLOW\�RI�D�VLPLODU�
YLRODWLRQ�DQG�ZDVQ¶W�WHUPLQDWHG��GRQ¶W�WU\�WR�PDNH�DQ�
H[DPSOH�RXW�RI�VRPHERG\�QRZ��7KH�TXHVWLRQ�WKDW¶V�
ERXQG�WR�DULVH�LV�³LI�WKH�¿UP�GLGQ¶W�HQIRUFH�WKDW�UXOH�LQ�
WKDW�SDVW��ZK\�LV�LW�HQIRUFLQJ�LW�QRZ"´�$QG�LI�WKH�¿UHG�
VWDIIHU�LV�LQ�D�SURWHFWHG�FDWHJRU\�VXFK�DV�UDFH�RU�DJH��
KHUH�FRPHV�D�FODLP�RI�GLVFULPLQDWLRQ��,I�WKHUH¶V�QRW�
EHHQ�HQIRUFHPHQW�LQ�WKH�SDVW��WKH�RQO\�WKLQJ�IDLU�WKLQJ�

WR�GR�LV�VHQG�HYHU\ERG\�D�ZULWWHQ�UHPLQGHU�RI�WKH�UXOH�
ZLWK�D�QRWH�WKDW�VWDUWLQJ�QRZ��WKH�¿UP�ZLOO�HQIRUFH�LW��
7KDW�PLJKW�KDSSHQ��IRU�H[DPSOH��LI�WKHUH�KDV�EHHQ��
VD\��DEXVH�RI�WKH�H�PDLO�UHTXLUHPHQWV�WKDW�KDV�EHHQ�
DOORZHG�WR�FRQWLQXH�
An appropriate punishment
Question 7: 'RHV�WKH�SHQDOW\�¿W�WKH�RIIHQVH"�
$JDLQ��ORRN�DW�KRZ�WKH�¿UP�KDV�GLVFLSOLQHG�VLPLODU�
RIIHQVHV�LQ�WKH�SDVW��7KHUH�QHHGV�WR�EH�HYHQ�KDQGHG�
GLVFLSOLQH��(YHQ�VR��LW�LV�RND\�WR�ORRN�DW�D�SHUVRQ¶V�
ZRUN�KLVWRU\�DQG�\HDUV�RI�VHUYLFH�DQG�OHW�WKDW�
LQÀXHQFH�WKH�¿ULQJ�GHFLVLRQ��)RU�VRPHRQH�ZLWK�
D�JRRG�UHFRUG�DQG�ORQJ�HPSOR\PHQW�RU�VRPHRQH�
ZKRVH�UHFRUG�LV�VLJQL¿FDQWO\�EHWWHU�WKDQ�WKH�
SHRSOH�ZKR�ZHUH�GLVFLSOLQHG�HDUOLHU��WKHUH�FDQ�EH�
MXVWL¿FDWLRQ�IRU�OLJKWHU�GLVFLSOLQH�WKDQ�LQ�WKH�SDVW��,W¶V�
DOVR�RND\�WR�JR�HDVLHU�RQ�VRPHRQH�ZKR�LV�GLI¿FXOW�WR�
UHSODFH��UHDVRQLQJ�WKDW�WKH�LQGLYLGXDO�LV�QRW�VLPLODUO\�
VLWXDWHG�WR�WKRVH�GLVFLSOLQHG�HDUOLHU�DQG�WKDW�WKH�¿UP�
ZRXOG�VXIIHU�KDQGLFDS�LI�LW�¿UHV�WKDW�SHUVRQ��:KHQ�
WKDW�KDSSHQV��KRZHYHU��WKHUH�QHHGV�WR�EH�DQ�LQWHUQDO�
PHPR�H[SODLQLQJ�ZK\�WKH�LQGLYLGXDO�ZDV�QRW�
WHUPLQDWHG��2U�VHQG�D�PHPR�WR�WKH�HPSOR\HH�VD\LQJ�
³QRUPDOO\�ZH�ZRXOG�WHUPLQDWH�\RX�IRU�WKLV�RIIHQVH´�
EXW�WKHUH¶V�QR�WHUPLQDWLRQ�IRU�VXFK�DQG�VXFK�UHDVRQ�
&RQYHUVHO\��WKH�¿UP�FDQ�EH�VWULFWHU�ZLWK�VRPHRQH�
ZKR�KDV�EHHQ�JXLOW\�RI�WKH�VDPH�RIIHQVH�RU�RI�RWKHU�
RIIHQVHV�LQ�WKH�SDVW��7KH�SDVW�UHFRUG�RI�JXLOW�FDQ¶W�
EH�XVHG�DV�WKH�EDVLV�RI�GHWHUPLQLQJ�JXLOW�LQ�WKH�
FXUUHQW�VLWXDWLRQ��+RZHYHU��EHLQJ�DEOH�WR�SRLQW�WR�
HDUOLHU�VLPLODU�VLWXDWLRQV�ZKHUH�HPSOR\HHV�UHFHLYHG�
D�VLPLODU�SHQDOW\�LV�JRRG�HYLGHQFH�WKDW�WKHUH¶V�EHHQ�
QR�GLVFULPLQDWLRQ��:LWK�DQ\�¿ULQJ�VLWXDWLRQ��WKH�
¿UP¶V�VXUHVW�GHIHQVH�LV�GRFXPHQWDWLRQ�
:KHQ�D�FODLP�JHWV�¿OHG��WKH�((2&��(PSOR\PHQW�
(TXDO�2SSRUWXQLW\�&RPPLVVLRQ��DVNV�WKH�HPSOR\HU�
IRU�GRFXPHQWDWLRQ�VXSSRUWLQJ�WKH�¿ULQJ��DQG�LI�
WKHUH¶V�JRRG�GRFXPHQWDWLRQ��WKH�PDWWHU�XVXDOO\�HQGV�
WKHUH�ZLWKRXW�D�KHDULQJ��%XW�LI�WKH�GRFXPHQWDWLRQ�LV�
SRRU�RU�QRQH[LVWHQW��D�FUHGLELOLW\�GLVSXWH�HQVXHV�
:ULWH�WR�WKH�DXGLHQFH±�WKH�DXGLHQFH�EHLQJ�D�MXGJH�DQG�
D�MXU\��6KRZ�WKHP�WKDW�WKH�¿UP�NHHSV�LWV�HPSOR\HHV�
DSSULVHG�RI�ZKHUH�WKHLU�SHUIRUPDQFH�IDLOV��%HVLGHV�
EHLQJ�IDLU�WR�WKH�HPSOR\HHV��WKDW¶V�D�UHDG\�HVFDSH�
KDWFK�IURP�D�ODZVXLW��$QG�IURP�D�SV\FKRORJLFDO�
VWDQGSRLQW��SHRSOH�DFFHSW�UHVSRQVLELOLW\�IRU�WKHLU�
IDLOLQJV�LI�WKH\�KDYH�DQ�RSSRUWXQLW\�WR�EH�VXFFHVVIXO�
�,Q�UH�(QWHUSULVH�:LUH�&RPSDQ\�>%OXH�,VODQG��,/@�DQG�
(QWHUSULVH�,QGHSHQGHQW�8QLRQ��$UELWUDWRU�&DUUROO�5��
'DXJKHUW\�����/$������0DU�����������  �
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SDVW"�,I�WKH�MRE�HQWDLOV�ZRUNLQJ�ZLWK�D�JUXII�SDUWQHU�
QRERG\�HOVH�ZDQWV�WR�GHDO�ZLWK�DQG�WKH�DWWRUQH\�
GRHVQ¶W�OLNH�ZRUNLQJ�ZLWK�DEUDVLYH�SHRSOH��GRQ¶W�
H[SHFW�VDWLVIDFWLRQ�RQ�HLWKHU�VLGH��$OVR��VRPHERG\�
ZKR�WDNHV�RQ�D�YLFWLP�OLNH�WRQH�DQG�GHQLJUDWHV�
DQRWKHU�¿UP�ZLWK�³LW�ZDV�D�WHUULEOH�SODFH�DQG�
WKH\�GLGQ¶W�WUHDW�PH�ZHOO´�KDV�D�VHULRXV�ODFN�RI�
SURIHVVLRQDOLVP�
$VN�DERXW�KLHUDUFK\�SUHIHUHQFHV��'R�\RX�OLNH�
EHLQJ�LQ�WKH�OHDG�UROH�RU�DUH�\RX�PRUH�FRPIRUWDEOH�
ZRUNLQJ�LQ�WKH�EDFN�URRP"�,I�WKH�ZRUN�HQWDLOV�
VLWWLQJ�DORQH�LQ�DQ�RI¿FH�UHYLHZLQJ�GRFXPHQWV��
DQ�DWWRUQH\�ZKR�OLNHV�WR�KHDG�XS�D�WHDP�LVQ¶W�WKH�
SHUVRQ�IRU�WKH�MRE�
$QG�WR�GLVFRYHU�SHUVRQDOLW\�WUDLWV��DVN�What would 
\RXU�VLEOLQJV�VD\�DERXW�\RX"�7KHQ�IROORZ�WKDW�ZLWK�
WKH�VDPH�IURP�DQRWKHU�YLHZSRLQW��$W�MRE�UHYLHZV��
ZKDW�KDYH�\RXU�HPSOR\HUV�FLWHG�DV�\RXU�VWUHQJWKV�
DQG�ZHDNQHVVHV"�7KDW¶V�D�FXUYH�EDOO��7KDW�W\SH�RI�
TXHVWLRQ�ZLOO�SXOO�RXW�DFFXUDWH�LQIRUPDWLRQ�DERXW�
WKH�DWWRUQH\¶V�SHUVRQDOLW\�DQG�KDELWV�DQG�OLNHV�DQG�
GLVOLNHV�DQG�VWUHQJWKV�DQG�ZHDNQHVVHV��,W�HOLFLWV�IDU�
PRUH�WKDQ�WKH�VWDQGDUG�:KDW�DUH�\RXU�ZRUN�KDELWV"�
:KDW�DUH�\RXU�VWUHQJWKV�DQG�ZHDNQHVVHV"

Will this person finish the job?
:LOO�WKH�DWWRUQH\�VWD\�DURXQG�XQWLO�WKH�ZRUN�LV�
¿QLVKHG"�7R�¿QG�RXW��:KDW�DUH�\RX�ORRNLQJ�IRU"�
$UH�\RX�ORRNLQJ�IRU�D�SHUPDQHQW�MRE"�$UH�\RX�
LQWHUYLHZLQJ�IRU�D�SHUPDQHQW�MRE"
7KH�SHUVRQ�ZKR�VD\V�³,¶P�GRLQJ�WKLV�WR�VXSSRUW�P\�
UHDO�SDVVLRQ��ZKLFK�LV�WR�EH�DQ�DFWRU´�LV�SUREDEO\�
JRLQJ�WR�EH�VWLFN�DURXQG��2Q�WKH�RWKHU�KDQG��
VRPHRQH�ZKR�VD\V�³,¶P�GRLQJ�WKLV�XQWLO�,�FDQ�¿QG�D�
SHUPDQHQW�SRVLWLRQ´�LV�JRLQJ�WR�EROW�DV�VRRQ�DV�WKH�
RSSRUWXQLW\�DULVHV��$OVR�¿QG�RXW�LI�WKH�WHPSRUDU\�
ZLOO�EH�RXW�RI�WKH�RI¿FH�GXULQJ�DQ\�FULWLFDO�WLPHV��
,V�WKHUH�DQ\WKLQJ�WKDW�ZLOO�WDNH�\RX�RXW�RI�WKH�RI¿FH�
EHWZHHQ�QRZ�DQG�WKUHH�PRQWKV�IURP�QRZ"
)XUWKHU��EH�VXUH�WKH�DWWRUQH\�XQGHUVWDQGV�WKDW�WKH�
ZRUN�LV�WHPSRUDU\�DQG�WKH�¿UP�KDV�QR�LQWHQWLRQ�RI�
PDNLQJ�D�SHUPDQHQW�MRE�RIIHU�ODWHU��%XW�LQFOXGH�D�
ORRN�DKHDG�TXHVWLRQ��:KDW�RWKHU�ZRUN�H[SHULHQFH�
GR�\RX�KDYH"�+DYH�\RX�HYHU�KDG�\RXU�RZQ�FOLHQWV"�
7KH�¿UP�PD\�QHHG�WHPSRUDU\�ZRUN�LQ�DQRWKHU�DUHD�
DIWHU�WKH�FXUUHQW�MRE�LV�¿QLVKHG��,W�PD\�HYHQ�GHFLGH�
WR�EULQJ�LQ�D�IXOOWLPH�DWWRUQH\��7KH�DWWRUQH\�FRXOG�
EH�D�UHDG\PDGH�KLUH�

Query the agency well
%H�HTXDOO\�LQTXLVLWLYH�DERXW�WKH�DJHQF\�WKDW¶V�¿OOLQJ�
WKH�SRVLWLRQ��$VN�LI�LW�PHHWV�WKH�DWWRUQH\V�LW�KLUHV��1RW�
DOO�DJHQFLHV�GR��EXW�LW¶V�WKH�SHUVRQDO�PHHWLQJV�WKDW�
HQVXUH�D�SODFHPHQW�LV�VXLWHG�WR�WKH�FXOWXUH�RI�WKH�FOLHQW�
RI¿FH��$VN�ZKR�GRHV�WKH�LQWHUYLHZLQJ��,W�VKRXOG�EH�
IRUPHU�DWWRUQH\V��EHFDXVH�WKH�EHVW�SHUVRQ�WR�MXGJH�
RQH�DWWRUQH\¶V�OHJDO�VNLOOV�LV�DQRWKHU�DWWRUQH\��$Q�
DWWRUQH\�DOVR�XQGHUVWDQGV�ODZ�RI¿FHV�DQG�FDQ�WHOO�
LI�D�FDQGLGDWH�ZLOO�¿W�LQWR�WKH�FXOWXUH�RI�D�SDUWLFXODU�
¿UP��$VN�DERXW�WKH�EDFNJURXQG�FKHFNLQJ��7KH�DJHQF\�
VKRXOG�FKHFN�UHIHUHQFHV�DQG�EDU�VWDWXV�DQG�DOVR�
GR�FULPLQDO�EDFNJURXQG�VHDUFKHV��&KHFNLQJ�LV�WKH�
DJHQF\¶V�UHVSRQVLELOLW\��QRW�VRPHWKLQJ�WKH�¿UP�VKRXOG�
KDYH�WR�GR��$VN�KRZ�WKH�DJHQF\�FRQGXFWV�FRQÀLFWV�
FKHFNV��(YHQ�WKRXJK�WKH�¿UP�KDV�LWV�RZQ�FKHFNLQJ�
SURFHGXUHV��WKH�DJHQF\�VKRXOG�KDYH�D�V\VWHP�DV�
ZHOO��$QG�¿QDOO\��DVN�DERXW�FRQ¿GHQWLDOLW\��)LQG�
RXW�ZKDW�SURFHGXUHV�WKH�DJHQF\�IROORZV�WR�HQVXUH�
FRQ¿GHQWLDOLW\��$W�D�PLQLPXP��LW�VKRXOG�UHTXLUH�LWV�
FDQGLGDWHV�WR�VLJQ�FRQ¿GHQWLDOLW\�DJUHHPHQWV����

(Hire the right temporary attorney continued from page 11)

(Make checks payable to: Plain Language Media)

F payment enclosed      F please bill me 
name:                   

title:                   

company:                  

address:                  

city:     state:    zip:              

phone:                   

or pay by credit card: F Visa    F MasterCard    F AMEX

name on card:                  

card #         exp date:            /             

billing address:                  

email:                   
(email address required for receipt and special report)

city:             state:         zip:               

law oFFIce
  $'0,1,675$725™

PO Box 509, New London, CT 06320
Phone: 1-888-729-2315    Fax: 1-855-649-1623

law oFFIce  
$'0,1,675$725 TM
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