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FOREWORD

When Donna Masinter first approached me about writing a
foreword for this book, I thought that it would be simply another law
office management book for paralegal students. That is, an overview
of file management, billing techniques, office decorum, and tips on
dressing for success. What a pleasant surprise it was to see that this
book provides so much more.

Law Office Management _for Paralegals is the first book that I
know of that addresses the role of the paralegal in today's modern
law office. This book finally addresses the full array of challenges and
opportunities facing paralegals in their professional lives. I found
the chapters on “Coping with Stress,” “The Art of Communication,”
and “Professional Development” to be particularly useful and reflec-
tive of the maturity of the paralegal profession. I also felt that the
emphasis placed by the authors on malpractice avoidance as an
overriding concern of modern legal practice is highly appropriate. As
full members of the legal team, paralegals must understand the po-
tential that their actions have for contributing to malpractice situa-
tions and how to avoid such situations. I also found the author’s
emphasis on ethics and professional responsibility timely and a
helpful contribution to the book's overall theme of professionalism
for today’s paralegal.

Of course, many of the usual subjects are also discussed in this
book, such as law office structure, time records, and computers in
the law office. These topics, however, are covered in greater depth
than in most such books, and the information provided concerns
the latest techniques for law office management. Introducing the
paralegal to zero-based budgeting and management of law firm
growth was particularly interesting and unique.

In short, I found Law Office Management for Paralegals to
be an indispensable tool for those educators who are truly interested
in preparing their students for the realities of today's paralegal
practice.

Albert Greenstone

President, The National Center for Paralegal Training
Atlanta, Georgia

April 1991
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PREFACE

Law Office Management _for Paralegals is a practical textbook
designed to familiarize paralegals with their roles, activities, and
responsibilities in the workings of a law office. Paralegals need to
understand and appreciate more than the technical components
of paralegal work; they need to understand the context in which
their skills fit and the organization of which they are a part. It is
essential that today's paralegals understand law office management
in order to take advantage of the tremendous opportunities avail-
able to them. Only by combining technical paralegal skills with the
organizational, administrative, and professional skills necessary to
succeed in the contemporary law office can the paralegal truly be
prepared to succeed in the workplace.

The purpose of this book is to give the student a comprehen-
sive introduction to the different facets of law office management by
integrating practical examples, case studies, and applications with
the explanatory material. The student will be exposed to each of the
major areas of law office management, and each section is tied to-
gether by the most important theme for law offices of the 1990s:
malpractice avoidance. Effective law office management goes far be-
yond efficiency and organization; it also includes a sensitivity to the
ethical and legal parameters that define legal practice. Law Office
Management for Paralegals not only explores this important di-
mension in general, but also provides unique “On Point™ case stud-
ies in each chapter that relate malpractice avoidance to the themes
and processes discussed in that chapter.

Each of the four major sections of Law Office Management for
Paralegals introduces the reader to related groups of office manage-
ment systems. By the completion of the book, the reader will have
gained a thorough understanding of law office management and will
be prepared to be an effective and productive contributor to a law
office.

Section 1, “The Legal Process and the Law Office,” introduces
the reader to the various realities of working in a law office. This
section will help the student learn about the realities of paralegal
work and the structure of the legal profession, areas that are fre-
quently neglected in paralegal education and areas which are essen-

Xv



XVi

Law Office Management for Paralegals

tial for the paralegal to understand if he or she is to be an involved
contributor in the law office. Chapter 1, “The Work of the Paralegal,”
uses interviews with actual paralegals to introduce the reader to the
work opportunities and activities that characterize paralegal work.
By starting with paralegal work, the book's orientation becomes
clear: The perspective is that of the paralegal. Chapter 2 introduces
the reader to a major unifying theme of the book, malpractice avoid-
ance. This chapter orients the student to the many different dimen-
sions of malpractice, from how it is committed, to its repercussions,
to its avoidance. This featured emphasis on malpractice contributes
to the practical orientation of the book; it also imparts the serious
consequences of legal work and unites the disparate systems and
processes discussed in the book by relating them to malpractice
avoidance.

The third chapter in this section introduces the student to the
vocabulary used to describe and define the types of law firms and the
positions commonly found in law firms. It also acquaints the stu-
dent with the real workings of a law firm by describing both its ac-
tivities and its economics. This chapter provides an acculturation
into the world of the law firm and an introduction to the vocabulary
that is used to describe the structures and people in a law firm. The
final chapter of the section concerns law firm growth. By introduc-
ing the student to marketing, strategic planning, and the trends
that will characterize the law firm of the future, this chapter broad-
ens the paralegal’s perspective of paralegal work. The chapter shows
how paralegals can contribute to law firm growth by being an active
participant in the marketing effort and preparing for future develop-
ments through awareness and continued education.

These four chapters lay the foundation for effective law office
management for paralegals. They provide the information and per-
spective that enables the student to understand the context for and
the reality of being a paralegal, both in the law office of today and in
the developing law office of the future.

The second section of the book, “Law Office Administration,”
describes the major systems used in the actual administration of a
law firm. In addition to being introduced to these systems, the stu-
dent will apply the systems to actual clients described in the “Prob-
lems & Activities” section of each chapter. By complementing the
theoretical knowledge with actual applications, the student will gain
a highly practical understanding of the major systems used in the
administration of a law firm. Chapter 5 introduces the student to
the general idea of systems in an office, and the following four chap-
ters in this section each concern a specific administrative area.
Chapter 6 concerns accounting systems and covers both manual
and computerized accounting systems. It also introduces the stu-
dent to zero-based budgeting. Chapter 7 focuses on time manage-
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ment and its tremendous importance in a law office. The student
is introduced to different methods of thinking about and docu-
menting time; charts and examples illustrate timekeeping methods.
Chapter 8 describes records management, and takes the student
through the actual process of opening, maintaining, and closing a
file. Chapter 9 examines the library, one of the key resources for a
paralegal, and describes other office management systems such as
office manuals, mailrooms, and other support systems. Through
this section, the student will gain exposure to all of the administra-
tive systems used in a law office, and, by doing the problems and ac-
tivities in each section, will apply the systems discussed to actual
clients. Additionally, the theme of malpractice avoidance runs
through this section to emphasize that the systematic administra-
tion of a law office is one of the most important ways to avoid mal-
practice claims.

The third section of the book, “Computers and Technology in
the Law Office,” features a thorough discussion of technical applica-
tions found in the modern law firm. The successful paralegal must
be aware of and use numerous technical applications and equip-
ment, and this section features a comprehensive introduction to the
various technical systems that a paralegal might be exposed to.
Chapter 10 provides the foundation for this section by describing
the relationship between paralegals and computers as a working
partnership. The following three chapters discuss the major techni-
cal systems found in a legal practice: word and data processing, tele-
communications and office equipment, and technical systems and
applications designed for legal work. This detailed exposure to tech-
nical applications is a tremendous benefit to the paralegal because
of the high degree of automation found in the contemporary law of-
fice. The successful paralegal of the future must not merely be able
to use existing technology; he or she must also be willing and able to
learn new applications as they are developed and used. This section
imparts both the knowledge to use technology productively and the
motivation to see technology as an integral part of the work of a law
office.

The final section of the book, “Professionalism,” complements
the book’s preceding focus on law office systems with an exploration
of the systems an individual paralegal will use to develop his or her
professional identity and abilities. Chapter 14 introduces the stu-
dent to the highly important area of legal ethics, oriented to the
specific ethical issues that the paralegal most frequently faces: giv-
ing legal advice, maintaining confidentiality, and avoiding conflict
of interest. This emphasis on professional responsibility, combined
with the theme of malpractice avoidance, sensitizes the student to
the ethical parameters that define the realities of paralegal work.
Chapter 15 describes achieving professionalism through communi-
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cations. By understanding general principles of effective communi-
cation as well as specific communications issues that arise in the
course of legal work, the student will learn how to communicate
effectively with other paralegals, lawyers, and clients, and how to
avoid the errors and misunderstandings that so frequently arise in
human communication. Chapter 16 looks at the professional's abil-
ity to handle stress effectively. The student learns about the sources
of stress in legal work and develops strategies to cope effectively with
the stress that accompanies the hectic pace so frequently found in
law offices. Chapter 17 concerns professional development. It takes
the student through an actual paralegal job search and features ex-
amples of resumes and a detailed examination of all phases in the
job search. The student is also introduced to the idea that profes-
sional development requires the continued learning of new skills
and knowledge, and the text encourages the student to develop his
or her career potential through professional development.

Law Office Management for Paralegals is an indispensable
guide to the office systems that create the context for paralegal work.
Only by learning about the realities of working in a law firm and the
methods through which the work of the law can proceed in an effi-
cient, profitable, and ethical manner, can the paralegal truly be pre-
pared to be a productive member of the legal team.



ACKNOWLEDGMENTS

I wish to acknowledge my sincere thanks to the law firm of
Drew, Eckl & Farnham, and particularly to my managing partners,
Theodore Freeman and H. Michael Bagley, for their support in this
project. During my nine years at Drew, Eckl & Farnham, I have been
given the opportunity to refine my abilities as a law office adminis-
trator and have had unending assistance and support. Without
such support, a project of this magnitude would have been im-
possible.

There are others to whom [ am extremely grateful. I deeply ap-
preciate the help given by my assistant, Brenda DeSimone. She lis-
tened, made valuable suggestions, and reassured me that I would be
successful in this endeavor. My paralegal staff, a highly professional,
motivated group, also deserves thanks for its insight, advice, com-
ments, photos, and other assistance. Special thanks are also due
Allison Couvillion, Teri Pinyan, Glenda Hogg, Jean Weathers, and
Lissa Edwards for their contributions.

Finally, I express my most sincere appreciation and thanks to
my husband, Michael, who has contributed in countless ways. He
has long been my mentor, counselor, and best friend. For patience,
support, and caring, I thank my children Shannon, Allison, Marcy,
and Mark.

Donna Masinter
Atlanta, Georgia

The authors also offer their sincere thanks and appreciation to
the following people and organizations for their valuable contribu-
tions to this book:

Mr. Tom Collins and all the people at Juris, Inc., for their gen-
erous sharing of materials and illustrations;

Ms. Lauri Kohn of STUDIOS, for cheerfully providing informa-
tion and photographs of law office interiors;

Xix



XX Law Office Management for Paralegals

Holly Pritchard and Pennie Rundle, for their excellent match-
making skills;

DeeDee Murphy and Heide Evans, for their many contributions
to the care of the Lynton household, and Carol Willingham
for her care of the Lyndall household;

Ken Hyry, for his outstanding photographs which appear
throughout the book;

The law firm of Savell and Williams, and especially John Par-
ker, for their involvement in the project;

Nancy Gibson Cowles, for her support and encouragement:

The Honorable Don A. Langham, for his wise guidance;

Professor Roy Sobelson, of Georgia State University, for shar-
ing his knowledge of the law, offering valuable advice, and
being a wonderful friend and mentor;

Georgia State law professors James Bross, Steven Kaminshine,
Paul Milich, Patrick Wiseman, and William Gregory, for
generously sharing their time and motivating us to pur-
sue our study of the law;

Dean Nick Vitterite, of DeVry Institute of Technology, for his
continued support:

Irving Green, President of Skan Technologies, Inc., for his in-
terest in the project and contribution on optical imaging;

Wayne Eley and Judy Hickey of MicroPatent, who supplied ma-
terials and enthusiastically supported this work;

Barrister Corporation and Atlanta Legal Copies, Inc., for their
contribution of forms to this manuscript;

Tom Holbrook and Christine Arruda of Aspen Systems Corpo-
ration, for providing information and resources on litiga-
tion support;

All of the people whose photographs appear in the text;

The law firm of Kurt, Richardson, Garner, Todd, and Caden-
head for their cooperation and assistance;

John Gormley and Sharon Semmons, for their contributions;

Our editorial teams at Delmar and The Lawyers Co-operative,
and especially our editors Jay Whitney and Marlene Pratt,
and their assistant Glenna Stanfield, whose patience,
support, encouragement, and sense of humor have made
the project a joy to work on;

Jerry Percifield, Phil Lewin, Dennis Grady, Felix Love, and Bob
Bouwman: “You get by with a little help from your
friends;”

Joan S. Lynton, who set high standards and expectations for
her son, and then gave him the means and encourage-
ment to achieve them;

John and Gabie Mick, whose patience and understanding are
greatly appreciated;



Acknowledgments  XXi

Nicky and Aaron Lynton, and Stuart and Morgan Lyndall,
whose love and support has made all things possible;

Kim Lim Sang and Michael Lyndall, each of whom has contrib-
uted in countless ways to both our sanity and our writing.

We also express our appreciation to the reviewers whose
thoughtful commentary has made this a better book:

Mario Fusco
Barry University
North Miami, Florida

Kathleen Reed
University of Toledo Community & Technical College
Toledo, Ohio

Margaret Lovig
Coastline Community College
Fountain Valley, California

Stephanie Sisak
Gannon University
Erie, Pennsylvania

Susan Stoner
Southeastern Paralegal Institute
Dallas, Texas

Mary Fletcher
Southeastern Paralegal Institute
Dallas, Texas



DEDICATION

We dedicate this book to our spouses, those most special people
in our lives whose love, friendship, and support have nourished and
sustained us:

Kim Lim Sang
E. Michael Masinter
Michael Lyndall

This book is also dedicated to the memory of Alexander:

“. .. little else of life should we demand
than the fortune such friendship as ours to find."”



INTRODUCTION

We welcome you in your quest to learn about an essential yet of-
ten neglected area of paralegal education, that of law office manage-
ment. Paralegal work exists in the context of both the legal process
and the law office, yet too often paralegals mistakenly believe that
their work is limited to the specific activities a paralegal is trained to
perform. What is true is that a paralegal is a highly valuable member
of a legal team, whose responsibilities extend far beyond technical
paralegal skills to include, among other things, keeping time rec-
ords, meeting billable hour requirements, managing records, main-
taining a zero-based budget, resolving ethical conflicts, and
pursuing professional development. These activities provide a con-
text in which paralegal work fits, and, without the ability to manage
yourself and your work in a law office, it will be difficult for you to
perform your work well or to be prepared to take advantage of future
opportunities.

This book will help you learn about the systems used in law of-
fices, and you will appreciate that only through a systematic ap-
proach to managing the activities of a law office will you be able to
achieve the level of efficiency and professionalism that must charac-
terize legal work. We have tried to cover all of the systems and issues
that you will encounter in the process of working in a law office to
give you a comprehensive overview of what to expect. We have also
tried to write our ideas in a clear, easy-to-understand style so that
the reading is both informative and enjoyable.

The textual material is complemented by many illustrations,
case studies, and examples that will make it easy for you to relate the
ideas to the actual reality of working in a law office. Additionally, we
cover issues such as malpractice avoidance, ethics, stress manage-
ment, and effective communication techniques, topics that are uni-
versally seen as critically important, yet topics that are frequently
not covered by other texts. Taken together, the features of the book
are intended to give you information that will make you an active,
professional participant in a law firm who is well aware of the differ-
ent systems and skills necessary to achieve success. Equipped with
both the skills necessary to perform paralegal activities and the
skills necessary to work effectively in a law office, you will be well pre-
pared to achieve excellence in your work and to successfully meet
the challenges that your work will offer.
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