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INTRODUCTION

CLARITY &
CLEANLINESS

Spring cleaning tradition originates from an era when homes
relied on wood heating and lanterns in winter, leaving surfaces
coated with soot. As spring arrived, opening windows allowed for
a thorough cleaning, restoring everything to proper use.

'’

Law firms can benefit from a thorough examination and “cleaning”
of their internal processes and practices. This approach involves
diving deep into various facets of the legal business to enhance
efficiency, uphold compliance and holster overall effectiveness.

Join us as we dive into the four key areas that deserve attention:
document management and organisation, the fortification of
technology and IT infrastructure, client communication and
relationship management and legal compliance ethics check.

In this guide you will find suggestions, reminders and tips that will
go beyond physical tidiness and focus on process optimisation.

This new season is an opportunity for firms to go beyond physical
tidiness, focusing on process optimisation.
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DOCUMENT MANAGEMENT

1.Review and Update Templates

Regular Updates

We recommend updating your frequently-used documents annually to ensure accuracy and
legal compliance. Conducting regular audits and staying proactive can help avoid potential
issues and keep your documents current. Start by auditing your legal templates, contracts,
and other documents to identify outdated or non-compliant elements that may have
accumulated over time. Here are some reasons why you might need to change your
document templates:

ﬂ You Learned a Lesson
If clients find it challenging understanding their invoice, for example,

consider revising changing the invoice. Similarly, if your template gets a
strong reaction from your team, opposing counsel, or the client, take it as
a opportunity to improve. Create changes so that it’s easier to read, or
easier to understand.

a Laws Change
Over the course of a year, there are any number of laws and regulations

being implemented--across jurisdictional levels and types of law. When
new laws or regulations are introduced or adjusted, it is required that you
update your templates and documents to reflect that change.

ﬂ During Regular Check-Ups
How about right now?! A regularly scheduled check-up ensures that all

your documents are updated to current legal and firm standards. You
may come across something you overlooked updating.

Remember to also train your staff on how to create these changes to various templates,
documents and contracts. Conduct training sessions and educate them on the importance of
up-to-date templates and the latest legal requirements, fostering a culture of compliance
and standardisation within your firm.



DOCUMENT MANAGEMENT

2. Document Retention Policies

There are a number of reasons why a law firm retains client files for a period of time (or
sometimes even indefinitely) after the case has been closed. These include defending against
malpractice allegations, complying with regulations, and potential future use of the case.
Here are three tips to declutter your office and computer when it comes to document
retention:

Legal Compliance Review

Review document retention policies to

ensure they align with current laws and
regu[ations_ Lega[ frameworks evolve, aftel’ the date that the f||.e Wwas Closed

and it's crucial to stay informed to avoid will be an appropriate retention period.
future legal complications. According to the Law Society of Ontario

Generally, 15 years

Categorisation Bliss

Classify documents based on importance, relevance, and legal requirements. Develop clear
guidelines on which documents should be retained and which can be safely disposed of after
their retention period expires. Ensure all documents (new and old) are properly tagged and
categorised for easy retrieval. Make sure all your files are properly digitised and reflect the
current standards of the law and the firm.

Training and Continued Education

Always educate your staff on document retention policies. Create awareness about the legal
implications of improper document disposal or retention. This will help foster a sense of
responsibility within the organisation.

Section Takeaway

By incorporating regular reviews and updates to templates and ensuring your document
retention policies are in compliance with relevant laws, you can declutter your digital and
physical spaces, reduce operational risks, and foster a culture of efficiency within your
organisation. Updating your documents, templates and contracts, not just help you stay
compliant with laws and regulations, it helps optimise your firm. If you use a few days to
update your documents/templates/contracts, you could be saving hours of time correcting
and uncorrecting unofficially changed documents.


https://lso.ca/lawyers/practice-supports-and-resources/topics/managing-files/file-retention-and-destruction/appendix-6-area-of-practice-specific-guidance-on-f#:~:text=Generally%2C%20a%20period%20of%20fifteen,file%20at%20a%20future%20date.
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TECHNOLOGY AND IT INFRASTRUCTURE

1. Cybersecurity Audit: Strengthening the Digital Fortress

Data security is crucial for law firms, as they are trusted with highly confidential client
information, making them prim targets for cybercrime. With cyber-breaches on the rise,
firms must pro-actively protect themselves to avoid financial and repetitional damage. A
robust security system is essential to safeguard their integrity.

2020
78%

of Canadian Companies were
affected by cyber attacks

2021
85.7%

of Canadian Companies were
affected by cyber attacks

According to Comparitech

Software Check

Keep all software current. Regular updates, including antivirus programs and firewalls,
are essential for patching security loopholes and protecting your system from emerging
threats. Always expect the best and prepare for the worst.

REMEMBER TO ALWAYS UPDATE:

e All Vital Software

e Anti-Virus Program

e Firewalls

e ALL Hardware Devices

In the event of a security incident, create a plan for what to do in detail (i.e. what
should be done immediately in terms of communications, changing passwords and
reporting). Time is of the essence, it is crucial to act swiftly and methodically to mitigate
any potential harm. Remember, preparation is key.


https://www.comparitech.com/blog/information-security/canada-cyber-crime-statistics/
https://www.comparitech.com/blog/information-security/canada-cyber-crime-statistics/

TECHNOLOGY AND IT INFRASTRUCTURE

Security Protocol Updates

Examine your current security protocols. Ensure that they are current and in line with
the latest industry standards. Consistently updating security measures, such as multi-
factor authentication and encryption protocols, is vital for preserving a secure digital
environment.

Don't forget to educate your employees and rigorously enforce these procedures. Here
are some policies that we consider essential to uphold:

Two-Factor Authentication (2FA)

e A security process that requires users to provide two different authentication factors
to verify their identity before gaining access to a system or an account. It's an extra
layer of security beyond just a username and password, making it more difficult for
unauthorised individuals to access accounts.

Using Applications Vetted by the Firm
e Typically, the IT department or a designated technology committee is responsible
for vetting software and tools. This ensures that software and tools employed within
an organisation meet certain standards of reliability, integrity, and security. This
reduces risks of malware attacks.

Use Strong Passwords
e Passwords need to be unique and complicated which means that your passwords
should not repeat across different platforms. Use a combination of numbers,
characters, and symbols. Passwords should not be '123456" or ‘Password’.

Secure Communications
e As a part of your firm’s security plan, review any vulnerabilities across your
communication channels and look to mitigate them. Look to, for example, encrypt
your emails or look into communication apps that offer end-to-end encryption
across multiple methods of messaging.

Staff Training
e Educate your employees to minimise the risk of inadvertent user errors and to
advocate for sound data security practices within the firm. Consider implementing
mandatory security training for new hires and periodically updating these policies.
Conduct regular staff training sessions, perhaps annually, to ensure your firm
remains vigilant and stays ahead in maintaining a secure environment.




TECHNOLOGY AND IT INFRASTRUCTURE

2. Software and Tools Review: Elevating Efficiency through Technology

Does it contribute to enhanced efficiency? Contemplate the option of upgrading or
acquiring technologies that can significantly benefit your firm. Explore technologies with
advanced features, heightened security measures, and real-time updates to keep your

firm ahead in the dynamic legal landscape. Here are three areas in your firm that may
benefit from a tune-up:
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Case Management Systems
Assess the efficiency of your case management systems. Consider

upgrading to systems that offer automation, collaboration features, and
customizable workflows to enhance efficiency and reduce manual
workload.

Accounting Software

This software is integral to your firm. Given its everyday use, it is crucial
to assess its user-friendliness. Additionally, consider its compatibility
with other tools and systems employed in the firm, such as case

management software and document management systems.

Automation Software

Automation software differs across practices, aiming to streamline
repetitive tasks. Evaluate whether the software contributes to your firm's
efficiency and time savings or if it inadvertently generates more work.
Consider opting for user-friendly automation software that minimizes
human errors and mistakes.

Section Takeaway

Regularly review and optimise your technology infrastructure, including digital security

systems and your tech stack. This commitment is a valuable investment, fortifying your
defence against evolving cyber threats by staying current with emerging trends and
consistently updating your systems. Evaluating your legal tech stack not only embraces
innovation but also fosters increased efficiency within your firm. This commitment enhances

productivity, safeguards sensitive data, and positions your firm to navigate the complexities
of the digital world with confidence and effectiveness.
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CLIENT COMMUNICATION & RELATIONSHIP MANAGEMENT

Your law firm's effectiveness is inherently tied to how well
you manage client information and communicate with
them. A periodic examination on how you interact with
clients will enable you to enhance overall efficiency and
achieve greater success in your client interactions.

1.Review Client Files

A client's file encompasses both personal information
and details about their case. It is crucial to regularly
update and verify all personal and contact information
to ensure its accuracy. This guarantees that your
ability to reach out to clients remains seamless and
effective whenever necessary. This will include:

Full name and spelling
Phone numbers
Email addresses
Physical address

Your client files should be a real-time reflection of any
adjustments to their case, whether it be changing
details or strategy. Regularly review and update case
specifics, ensuring that the information accurately
mirrors the current status of legal matters. This will
prevent miscommunication and reduce the risk of
errors and foster a proactive approach to legal
representation.

Beyond contact details and case specifics, there
might be additional data relevant to your clients.
This could include changes in personal preferences, or
any other information that might impact your legal
services. Periodically review and update this additional
. data to ensure that your representation remains

! tailored and responsive to the unique needs of each

4 b § client.




CLIENT COMMUNICATION & RELATIONSHIP MANAGEMENT

2. Evaluate Communication Protocols

Assess your current communication strategies to ensure they resonate with clients who value
engagement and transparency. Consider these questions when evaluating how well you are
communicating with your clients.

e Do your clients understand their case « Do your communications promote
and the path to resolution? engagement and deliver the service

e Are there opportunities to incorporate quality and transparency that your
better technology for more efficient or clients want?
regular communication? o Are you seeking feedback and utilizing

e Are the communication channels in use it to enhance your policies for better
meeting the preferences of your clients? client service?

3. Spring Clean Your Email Lists

Remove any outdated or irrelevant contacts that may
have accumulated over time. This step is akin to
decluttering your digital communication space,
ensuring that your messages are directed to those who
genuinely need to receive them. Continuing to use a
“dirty” email list can start will a few bounces, but after
a while reduced deliverability will then contribute to a
string of other problems such as:

Steps to Cleaning Email Lists

1.Segment your Audience
2.Remove/Merge Duplicate Addresses
3.Remove Spam Email Address
4.Correct Typos

5.Make Sure Data is in the Correct Field
6. Make Sure All Fields are Consistent

: : e Damage to IP Reputation
According to Tye.io

e Lowering Deliverability Rates
e Spam Complaints

4. Refresh Your Communication Tools

Consider exploring new tools and technologies and can help elevate your communication
strategies. Tools like secure messaging apps or collaborative platforms can facilitate real-
time communication, fostering a more immediate and dynamic exchange of information.
These platforms not only enhance the communication speed but also provide a secure
environment for discussing sensitive matters, aligning with the high standards of
confidentiality expected in the legal profession.


https://www.tye.io/en/blog/email-list-cleaning/

CLIENT COMMUNICATION & RELATIONSHIP MANAGEMENT

5. Set Clear Communication Expectations

Transparency is key when it comes to setting clear communication expectations with your
clients. This commitment to timely engagement not only fosters trust, but also manages
client expectations, preventing frustration or uncertainty.

e Define Response Timeframes

e Clearly Communicate Preferred
Communication Channels

e Establish a schedule for Updates

e Set an Automated Acknowledgement System

¢ Define an Emergency Communication Protocol

e Set Expectations for Non-Business Hours

e Establish a Feedback Mechanism for Clients

e Regularly Review and Update Expectations

Section Takeaway

The legal landscape is ever-evolving, shaped not only by legislative changes but also by
shifting client expectations. To ensure enduring and robust client relationships, law firms
must proactively adapt their communication and relationship management approaches.

Review Client Files

Communication Protocols

Cleaning Email Lists

Refresh Communication Tools

Setting Clear Communication Expectations

By embracing these strategies, law firms can navigate the nuanced terrain of modern client
expectations, foster transparency, and solidify their position as reliable and client-focused
legal partners. This spring cleaning of client communication practices not only enhances
organisational efficiency but also lays the groundwork for a legal practice that resonates with
the dynamic needs of today's clients.
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PRACTICE & COMPLIANCE FUNDAMENTALS

To thrive in this dynamic legal environment, a firm must stay current with industry standards
and regulatory requirements. This includes focusing on Continued Professional
Development (CPD), refreshing staff on firm policies, procedures, and technology, and
conducting thorough supplier reviews. While these aspects may seem small, they all build
and contribute significantly to a firm’s success.

1.Continued Professional Development (CPD)

CPD programs ensure that lawyers maintain and enhance their knowledge and sKkills
throughout their careers. In law, where regulations and practices are constantly
evolving, CPD serves as a tool for lawyers to stay updated with changes in legislation,
legal precedents, and emerging trends.

According to the Law Society of Ontario, lawyers and paralegals in Ontario must
complete a minimum of 12 CPD Hours annually in Eligible Educational Activities,
including 3 Professionalism Hours and up to 9 Substantive Hours. These activities can be
offered by various providers. Despite the importance of CPD, some lawyers
procrastinate until the last minute to complete these requirements due to busy schedules
of competing priorities. The secret?

Planning.

» Plan Your Goals

e What are your learning objectives for the year?
e What are 4-5 significant steps you need to take within the year that
will bring you closer to your career aspirations?

Understand Your Development Needs

e What specific skills/knowledge/experience do you need to develop in
order to reach each goal you've listed?
e How would you measure success in your goals?

» Schedule Activities

e What seminars, workshops, or online courses are they offering that
will help you achieve your goals?

e Plan each seminar, workshop and online course throughout your year
and make sure you attend!


https://lso.ca/lawyers/enhancing-competence/continuing-professional-development-requirement
https://lso.ca/lawyers/enhancing-competence/continuing-professional-development-requirement

PRACTICE & COMPLIANCE FUNDAMENTALS

2. A Refresher in Firm Policies, Procedures and Technology

A well-informed, educated team is the key to a working and efficient firm. Ensure your
staff are trained on technology systems, policies and procedures. The point is to form a
firm standard to ensure consistent quality of service for clients.

 |dentify gaps in knowledge and areas that require additional
training (from fax to tax considerations). Staff need to
understand policies and procedures.

e Institute regular (short) training programs to refresh staff on
different policies and procedures they may not be aware of.

e Use seminars, training and refresher courses to keep
everyone in the loop.

3. A Review of Privacy Compliance

Ensuring compliance with privacy regulations is of utmost importance to safeguard
sensitive client information and maintain trust and integrity within the profession.
Canadian law firms should prioritise regular reviews of privacy compliance to uphold
standards outlined in legislation such as:

1. Personal Information Protection and Electronic Documents Act (PIPEDA)
2.The Personal Health Information Protection Act (PHIPA)
3. The General Data Protection Regulation (GDPR)

While not all privacy legislation may directly apply to every law firm, it is imperative for
firms to identify which guidelines are relevant to their operations and conduct annual
checklists accordingly. By systematically evaluating adherence to these regulations and
implementing necessary safeguards, law firms can uphold privacy standards, mitigate
risks of data breaches, and reinforce client confidentiality and trust.

4. Professional Compliance

Professional compliance in the legal profession ensures adherence to rules and
standards set by regulatory bodies, encompassing ethical conduct and proper accounting
practices. Staying informed and sharing knowledge, such as court official preferences or
addressing issues with court reporters, is crucial. Effective communication within the
legal community promotes efficiency, transparency, and compliance, benefiting clients
and the profession.



PRACTICE & COMPLIANCE FUNDAMENTALS

5. Added Bonus: Supplier Review

Where precision and compliance are paramount, conducting regular supplier audits are
crucial. These audits not only help ensure cost-effectiveness but also uphold the high
standards of practice and compliance required in the legal field. Whether you're
evaluating costs, considering alternative options, or monitoring for cost creep, a
proactive approach can lead to significant benefits for your organisation.

1.Assess Cost-Effectiveness:

Compare the costs of your current suppliers with those offered by other providers in
the market. Look for potential cost savings without compromising on quality or service.

2. Explore Alternative Options:

Think of the pain points in your firm and how it could be solved. Is constantly calling to
request documents from a third party taking too much time? Tracument has a request
automator that may be able to make the process faster. When looking for options always
consider factors such as reputation, reliability, and compliance with industry standards.

3. Consider Renting vs. Buying Machinery:

When assessing potential machinery or new equipment suppliers, it's worth considering
whether renting could be a more cost-effective choice compared to purchasing.
Evaluate the long-term costs and advantages of each method, bearing in mind that what
works for one firm may not be suitable for your circumstances.

4. Ensure Continuing Standards:

Especially where suppliers relate to your ability to fulfill your professional obligations,
ensure that their standards for precision, privacy, and compliance are still aligned with
your firm’s own standards.

Section Takeaway

Staying updated with industry standards and regulatory requirements is vital for legal
professionals. Continued Professional Development (CPD) ensures lawyers maintain their
knowledge and skills, while regular training on firm policies, procedures, and technology
keeps the team efficient. Privacy compliance reviews are essential to protect client
information, and professional compliance ensures adherence to regulatory standards.
Conducting regular supplier reviews helps maintain cost-effectiveness and compliance. By
prioritising these practices, legal firms can navigate the complexities of the legal landscape
and ensure they are well-equipped to provide the best service to their clients while
remaining compliant with all relevant regulations and standards.


https://tracument.com/legal/features/
https://tracument.com/legal/features/

EXPLORE AUTOMATION BY

USING TRACUMENT

Tracument Solutions Inc. specializes in helping law
firms automate the process of sending, receiving, and
collecting documents.

By automating tasks, such as manual document
handling, law firms can allocate their valuable staff
resources to more strategic and client-centric
endeavors, such as legal research, case analysis, and
client consultations; firms can also reduce costly and
embarrassing errors.

‘Tracument =
= BOOK NOW
| N ]

Doouments Sent

- - - -

C
ral 50_75%

- —— of staff time saved

By including Tracument’s platform in your practice,
your firm will save enormous amounts of staff time,
reduce your hard costs, and improve your clients’
privacy and data security. Our system will ultimately
increase your bottom line and the quality of your
clients’ outcomes.

Book a call with one of our product specialists to find
out why many of Canada’s best litigation law firms use
our platform to improve their practice.


https://tracument.com/legal/book-a-demo/
https://tracument.com/legal/book-a-demo/

Welcome to your spring cleaning checklist to make sure your office is in tip-top
shape! Whether you want to keep, discard, or update items, this list will show you
what to check throughout the office.

Set aside some time for this. Like all cleaning projects, it's going to take some time.
Cross the list off as you go.

( JDOCUMENT MANAGEMENT

Review and Update Templates / Documents / Contracts

(] 1.Have there been changes in client feedback?
(] 2.Have there been changes in laws and regulations?
C] 3. Ensure all templates/documents/contracts are abiding by firms standards.

Remember: When changing a template / document / contract, implement
a version control system to track changes transparently. Remember to set
clear guidelines for versioning to avoid confusion and clutter.

Document Retention Policies Clean-Up

(] 1.Review and update document retention polices for compliance with current laws.
(] 2.Classify and categorise based on:

a.lmportance

b.Relevance

c. Legal requirements

d.Check if all categories and tags are still relevant

e.Ensure all documents are using the correct tags for easy retrieval.
(] 3.Educate staff on document retention polcies.

DATE COMPLETED:

JSET T I COMPLETED BY:

Generally, 15 years after the
date that file was closed will
be an appropriate retention
period according to the Law
Society of Ontario. But this
also depends on practice and
province!



https://lso.ca/lawyers/practice-supports-and-resources/topics/managing-files/file-retention-and-destruction/appendix-6-area-of-practice-specific-guidance-on-f#:~:text=Generally%2C%20a%20period%20of%20fifteen,file%20at%20a%20future%20date.
https://lso.ca/lawyers/practice-supports-and-resources/topics/managing-files/file-retention-and-destruction/appendix-6-area-of-practice-specific-guidance-on-f#:~:text=Generally%2C%20a%20period%20of%20fifteen,file%20at%20a%20future%20date.

((JSECURITY & IT INFRASTRUCTURE

Software and Tools Review

C] 1. Assess the effectiveness of legal research tools, case management systems,
and software. You may also want to look at your
a.Accounting software
b. Automation software
c.As well as any software your legal tech uses
(] 2.Check and update:
a.All vital software
b. Anti-virus Program
c. Firewalls
d. All hardware devices

DATE COMPLETED:

COMPLETED BY:

(JCLIENT COMMUNICATION & MANAGING RELATIONSHIPS

Review Client Files
C] 1.Ensure accuracy and currency of client information. This includes:
a.Name and spelling
b.Email address(es)
c.Physical address
d.Client preferences and other details
(] 2.Update any additional data relevant to clients

Review and Clean Email Lists

(] 1.Remove outdated / irrelevant contacts
(] 2.Merge duplicate contacts
C] 3.Remove spam contacts

Refresh Communication Tools and Expectations

(] 1.Assess communication tools if they are secure enough
[:] 2.Set clear communication expectations to manage client expectations

DATE COMPLETED:

COMPLETED BY:




() PRACTICE AND COMPLIANCE FUNDAMENTALS

Plan Out Continued Professional Development CPD for the Year

(] 1.Plan Your Goals:

o Define your learning objectives for the year

o |dentify 4-5 significant steps to achieve your career aspirations within the year.
C] 2.Determine Your Developmental Needs

o Determine specific skills, knowledge, or experience required for each goal.

o Establish measurable criteria for success in your goals.
(] 3.Schedule Activities

o Research seminars, workshops, or online courses that align with your goals.

o Plan and schedule each activity throughout the year. Don’t forget to attend!

Supplier Review

(] 1.Assess Cost Effectiveness: Are there better options available without
compromising quality and service?

(] 2.Explore Alternative Options: Identify pain points in your firm. Is the current
technology working as intended, or is it creating more work? Remember to
research alternative suppliers or solutions thoroughly.

(] 3.Rentor Buy?: Consider renting as a cost-effective option. Instead of
committing to one machine, renting allows flexibility to switch to better
technology when needed.

(] 4.Check for Cost Creep: Review invoices for signs of fees or unexpected price
increases. If there is, promptly address these with your supplier to maintain
transparency and compliance.

DATE COMPLETED:

COMPLETED BY:

FINISHED!

Don't forget to use this checklist regularly. Spending a few hours periodically to
ensure all documents and policies are compliant can save you time in the long run.
It's crucial to prioritize compliance to avoid serious consequences for your firm. Be
proactive and use this checklist to stay on track. Your future self will thank youl!

Note section is down below!



NOTE SECTION DATE

[ADD ANY NOTES HERE]



DATE




