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THE NEW JERSEY INSTITUTE FOR CONTINUING LEGAL EDUCATION

The New Jersey Institute for Continuing Legal Education was created in 1961 to help lawyers and judges
increase their general professional competence, keep abreast of developments in the law, and become more
proficient in selected areas of practice. Since 1961, ICLE has served the educational needs of the New Jersey
bench and bar and continually strives to respond to their many and varied concerns.

A non-profit, completely self-supporting organization, ICLE is the joint venture of the New Jersey State Bar
Association, Rutgers - The State University of New Jersey, and Seton Hall University. Representing a merger
of the practicing bar and the academic community, the Institute is governed by an autonomous Board of
Trustees, which includes representatives of the State Bar Association, deans of the law schools and officers of
the participating universities.

The Institute administers the Skills Training Course on behalf of the New Jersey Supreme Court, presents
more than 250 seminars each year throughout the State, offers audio and video cassettes of seminars,
markets software programs especially designed for the practicing attorney, and publishes comprehensive
practice manuals and lecture handbooks. Its programs and publications must be financially self-supporting
since ICLE is not subsidized in any way. The professional staff of attorneys and other professionals, aided by a
dedicated support staff, is headquartered at the New Jersey Law Center in New Brunswick, along with the
State Bar Association, the State Bar Foundation, and IOLTA.

The ingredients which contribute most to the stature of the Institute are the talent, time and effort expended by
the very best of New Jersey attorneys, representing every field of specialization and every type of practice.
The voluntary participation of practicing lawyers and judges as ICLE lecturers, authors, and advisors is
appreciated and encouraged, for without their assistance, and the continued support of those we serve, high
quality continuing legal education would not be possible.

The material contained in this publication is for educational purposes only and is not intended as a
substitute for the professional services an attorney would normally provide to a client~ including up to the

minute legal research

Copyright © 2010 by the
NEW JERSEY INSTITUTE FOR CONTINUING LEGAL EDUCATION

All Rights Reserved



Table of Contents

Law Office Management 101
Ethical, Professional and Practical Considerations
J. Llewellyn Mathews

Introduction
Ethical, Professional and Practical Considerations
Legal Structure
Names
The Bona Fide Office Rule
Fee Agreements
Employment Agreements
Purchase and Sale of a Law Practice
Supervision of Staff
Essential Office Systems'

Communication With Clients
Calendar and Tickler Systems
Conflict Detection
Screening Against Conflicts

Miscellaneous Random Thoughts for Solo and Small Offices
Lawyer, Trust Account and Business Registrations
E-Mail and Internet Domain Accounts
Electronic Postage, Telephone and Fax Services
Electronic Filing With the Courts
Sample Forms and Resources

Law Office Management
Ethical, Professional and Practical Considerations
PowerPoint Presentation
J. Llewellyn Mathews

Primer on Big Law Firm Structure, Management and Economics
Jonathan I. Epstein

Introduction
Firm Management
Equity v. Non-Equity Partners
Associate Arrangements
Associate Evaluations
Partner Compensation
Increasing Firm's Profitability

Law Firm Economics
Understanding the Business Side of a Law Firm
PowerPoint Presentation
Jonathan I. Epstein

1

1
3
3
5
6
8
9

10
11
12
12
12
13
14
14
14
15
15
16
16

19

25

25
25
27
27
28
29
30

33



Fundamental Economics of a Contingency Fee Practice:
A Different Paradigm
John A. Sakson, Esq.

Contingency Fees
Rule 1:21-7: The Contingent Fee Rule
Referral Fees
The Attorney Certification Process
Calculation of Referral Fees
Operating a Contingency Fee Practice
Compensation
Attorney Advertising
Marketing

Fundamental Economics of a Contingency Fee Practice:
A Different Paradigm
PowerPoint Presentation
John A. Sakson, Esq.

About the Panelists...

43

43
47
49
51
53
54
58
59
61

65

73


	
	
	
	
	
	z
	z
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17


	
	z
	z
	19
	20
	21
	22
	23


	
	z
	z
	25
	26
	27
	28
	29
	30
	31


	
	z
	z
	33
	34
	35
	36
	37
	38
	39
	40
	41


	
	z
	z
	43
	44
	45
	46
	47
	48
	49
	50
	51
	52
	53
	54
	55
	56
	57
	58
	59
	60
	61
	62
	63


	
	z
	z
	65
	66
	67
	68
	69
	70
	71
	72
	73
	74


	
	
	
	
	
	




