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At the Crossroads of Ethics and Practice Management

1. PowerPoint Slides
2. Resources from the PLF Risk Management Services provides a great variety of free CLEs, practice
aids forms and checklists, publications, newsletter articles, and blog posts.
a. PLF handbooks available at www.osbplf.org > Practice Management > Books from the
PLF
b. PLF CLEs available at www.osbplf.org > CLEs > Past and > Upcoming
PLF Practice Aids available at www.osbplf.org > Practice Management > Forms > View
Forms by Category.
PLF bi-monthly blog, InPractice, at www.osbplf.org > inPractice Blog
PLF quarterly newsletter, InBrief available at www.osbplf.org > Practice Management >
In Brief: (search box to help you to locate articles on topics you are interested in.)
f.  PLF Publication Handbooks are available here www.osbplf.org > Practice Management >
Books from the PLF
g. American Bar Association resources and discounts on publications available at
www.osbplf.org > Practice Management > ABA Resources
h. Discounts from various software and services available at www.osbplf.org > Practice
Management > Discounts
3. Resources for Topics Covered Today:
a. Trust Accounting
i. PLF Practice Aids see Trust Accounting
a) Accepting Credit Cards
b) Client ledger card and trust journal
c) Closing Your IOLTA Account
d) Embezzlement Happens: Protect Your Firm
e) Frequently Asked Trust Account Questions
f)  How to Set Up Your Trust Account in QuickBooks
g) Notice to Financial Institutions- Opening an IOLTA Account in Oregon
h) Trust Account Reconciliation
i) Trust Accounting Rules for Washington Practitioners
ii. InPractice Blog Posts see Topics of Interest) Trust Accounting
b. Attorney Fees
i. Practice Aids see Engagement Letters and Fee Agreements
a) Engagement Letters and Fee Agreements
b) Fee Agreement — Authorization to Charge Credit Card
c) OSB Model Explanation of Contingent Fee Agreement
ii. InPractice Blog Posts see Topics of Interest
a) Fee Agreements
c. Calendaring
i. PLF Practice Aids see Docketing and Calendaring
a) Docketing & Calendaring
b) Docket Control Follow-Up
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c) Docket Sheet

d) Docketing and Calendaring Checklist
e) Reminder and Tickler Systems

f) State Court Rules

d. Conflicts

Practice Aids see Conflicts of Interest

a) Checklist for Avoiding Phantom Clients

b) Conflict Disclosure and Consent Letters

c) Conflict Informed Consent Checklists

d) Conflict of Interest Self Audit

e) Conflict of Interest Systems and Procedures

f) Declined Prospective Client Information Sheet
g) Protect Clients from Identity Theft

h) Protecting Lawyer Engages in Business Transaction with Client- Disclosure

Letter
i) Request for Conflict Search and System Entry

e. File Management

Practice Aids see File Management

a) File Closing Checklist

b) File Retention and Destruction Guidelines

c) New Client Information Sheet with Disclaimer

d) Production of Client File

e) Checklist for Scanning Client Files

f) Documenting Email as Part of the Client File

g) Paperless in One Hour

h) Retention of Electronic Records

i) Saving Text Messages as Part of the Client File

InPractice Blog Posts see Topics of Interest

a) File Management

b) File Retention

InBrief Articles

a) January 2019- Malpractice Risk Factors and How to Avoid Them Part Il
b) October 2018- Malpractice Risk Factors and How to Avoid Them

f. Safe Use of Technology

Practice Aids see Cyber Security and Data Breach

a) Information Security Checklist for Small Businesses

b) Notice to Clients re Theft of Computer Equipment

c) Protect Clients from Identity Theft

d) Protecting Yourself and Your Clients from Data Breach
e) Removing Metadata

f) The Case for Excess

g) What to Do After a Data Breach

InBrief Articles
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Vi.

a) January 2019- File Retention and Destruction Procedures: Additional
Safeguards to Protect Your Firm from Lost or Exposed Client Data

b) April 2017- Unwanted Data: How to Properly Destroy Data in Hardware

c) December 2016- What’'s Backing Up Your Data?

InPractice Blog Posts see Topics of Interest

a) Cybersecurity and Data Breach

b) Risk Management

Practice Aids see Hardware and Software

a) ABA Technology Resources

b) Digital Signatures

c) Disclaimers

d) How to Backup Your Computer

e) Technology Resources for Mac Users

InPractice Blog Posts see Topics of Interest

a) Technology

Practice Aids see Paperless Office and Cloud Computing

a) Floating in the Cloud (The Ethics of Electronic Client Files)

a) Online Data Storage Providers

InPractice Blog Posts see Topics of Interest

a) Cloud Computing
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