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Who are we?

SOLACE is a program of the State 

Bar of Georgia designed to assist 

those in the legal community who 

have experienced some significant, 

potentially life-changing event in their 

lives. SOLACE is voluntary, simple and 

straightforward. SOLACE does not 

solicit monetary contributions but 

accepts assistance or donations in kind.

Contact SOLACE@gabar.org for help.

HOW 
CAN WE 
HELP YOU?

How does SOLACE work?

If you or someone in the legal 

community is in need of help, simply 

email SOLACE@gabar.org. Those emails 

are then reviewed by the SOLACE 

Committee. If the need fits within the 

parameters of the program, an email 

with the pertinent information is sent 

to members of the State Bar. 

What needs are addressed?

Needs addressed by the SOLACE 

program can range from unique medical 

conditions requiring specialized referrals 

to a fire loss requiring help with clothing, 

food or housing. Some other examples 

of assistance include gift cards, food, 

meals, a rare blood type donation, 

assistance with transportation in a 

medical crisis or building a wheelchair 

ramp at a residence.



A solo practitioner’s 

quadriplegic wife needed 

rehabilitation, and members 

of the Bar helped navigate 

discussions with their 

insurance company to obtain 

the rehabilitation she required.

A Louisiana lawyer was in need 

of a CPAP machine, but didn’t 

have insurance or the means 

to purchase one. Multiple 

members offered to help.

A Bar member was dealing 

with a serious illness and in 

the midst of brain surgery, 

her mortgage company 

scheduled a foreclosure on 

her home. Several members 

of the Bar were able to 

negotiate with the mortgage 

company and avoided the 

pending foreclosure.

Working with the South 

Carolina Bar, a former 

paralegal’s son was flown 

from Cyprus to Atlanta 

(and then to South Carolina) 

for cancer treatment. 

Members of the Georgia and 

South Carolina bars worked 

together to get Gabriel and 

his family home from their 

long-term mission work. 

TESTIMONIALS
In each of the Georgia SOLACE requests made to date, Bar members have graciously 

stepped up and used their resources to help find solutions for those in need.

The purpose of the SOLACE program is to allow the legal community to 
provide help in meaningful and compassionate ways to judges, lawyers, 

court personnel, paralegals, legal secretaries and their families who 
experience loss of life or other catastrophic illness, sickness or injury. 

Contact SOLACE@gabar.org for help.
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FOREWORD

Dear ICLE Seminar Attendee,

Thank you for attending this seminar. We are grateful to the Chairperson(s) for organizing this 
program. Also, we would like to thank the volunteer speakers. Without the untiring dedication 
and efforts of the Chairperson(s) and speakers, this seminar would not have been possible. Their 
names are listed on the AGENDA page(s) of this book, and their contributions to the success  
of this seminar are immeasurable.

We would be remiss if we did not extend a special thanks to each of you who are attending this 
seminar and for whom the program was planned. All of us at ICLE hope your attendance will  
be beneficial, as well as enjoyable. We think that these program materials will provide a great 
initial resource and reference for you.

If you discover any substantial errors within this volume, please do not hesitate to inform us. 
Should you have a different legal interpretation/opinion from the speaker’s, the appropriate 
way to address this is by contacting him/her directly.

Your comments and suggestions are always welcome.

Sincerely,  
Your ICLE Staff

Jeffrey R. Davis 
Executive Director, State Bar of Georgia

Tangela S. King 
Director, ICLE

Rebecca A. Hall 
Associate Director, ICLE





Presiding:
Michelle E. West, Director, Transition Into Law Practice Program, State Bar of Georgia, Atlanta, GA

TUESDAY, AUGUST 21, 2018

 8:15  REGISTRATION AND CONTINENTAL BREAKFAST
  (All attendees must check in upon arrival. A jacket or sweater is recommended.)

 8:45  WELCOME AND PROGRAM OVERVIEW
  Michelle E. West, Director, Transition Into Law Practice Program,
  State Bar of Georgia, Atlanta, GA

 9:00  TILPP|10 SPOTLIGHT: GEORGIA LAWYERS HELPING LAWYERS
  (Model Mentoring Plan A & I)
  Lynn S. Garson, Lawyer Assistance Program Committee Member,
  State Bar of Georgia; BakerHostetler LLP, Atlanta, GA

 9:10  MALPRACTICE, CYBER RISK AND CLAIM PREVENTION
  (Model Mentoring Plan A, C, D, E & H)
  Edward F. Alden, Alden & Associates, Inc., Roswell, GA
  Douglas V. Chandler, Chandler & Moore Law, LLC, Atlanta, GA

 9:55  BREAK

 10:05  WORKING EFFECTIVELY WITH LEGAL PROFESSIONALS
  (Model Mentoring Plan A, C & H)
  Moderator: Carlos R. Vilela, Cobb County State Court, Marietta, GA
  Daniel M. Gershwin, Regency-Brentano, Inc., Atlanta, GA      
  R. Javoyne Hicks, DeKalb State and Magistrate Courts, Decatur, GA
  Grace C. Holloway, Homer M. Stark Law Library, Gwinnett, GA
  Sarah K.C. Mauldin, Smith, Gambrell & Russell, LLP, Atlanta, GA

 10:50  EXPLORING THE INS & OUTS OF TRANSACTIONAL PRACTICE
  (Model Mentoring Plan A, C, D, E, G & H)
  Moderator: Robin Sangston, Cox Communications, Inc., Atlanta, GA
  Robert J. “Bob” Kauffman, Past President, State Bar of Georgia;
  Hartley Rowe & Fowler PC, Douglasville, GA        
  Cynthia R. Parks, Parks IP Law LLC, Atlanta, GA
  Margaret Geer Wood, McKesson Corporation, Inc., Atlanta, GA

vii
AGENDA



 11:35  IMPACTFUL ASSOCIATIONS
  (Model Mentoring Plan A, B & H)
  Melissa B. Capotosto, Kilpatrick Townsend & Stockton LLP, Atlanta, GA
  Amy B. Cheng, Nelson Mullins Riley & Scarborough LLP, Atlanta, GA
  Celeste N. Gaines, Caiola & Rose LLC, Decatur, GA
  Anamaria Hazard, City of Atlanta Department of Law, Atlanta, GA
  Sana R. Rupani, Georgia Family Law Project, LLC, Atlanta, GA
  B. Quynh P. Truong-Johnson, Cruz & Associates PC, Atlanta, GA

 12:00 LUNCHEON WITH LOCAL BAR ASSOCIATIONS
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DANIEL GERSHWIN 

Freelance reporter seat on the Georgia Board of Court Reporting 

Principal/Vice President/Freelance Court Reporter – 2002 to present 

D’Amico Gershwin, Inc. 
5855 Sandy Springs Circle, Suite 140 Atlanta, Georgia 
(770) 645-6111 
www.AtlantaCourtReporter.com 

Own and operate a freelance court reporting firm; am a working court reporter. Have traveled 
all over the world to take depositions for clients. Responsible for business development. 

Freelance Court Reporter – 1985 to 2002 

Wheeler Reporting Company, Inc. Atlanta, Georgia 

 First reporter hired by the firm. Helped grow the business to ten reporters. Left the
business after it was sold to start my own firm. 

Night School Director/Administrator – 1984 to 1985 

Brown College of Court Reporting Atlanta, Georgia 

 Office administrator for BCCR’s evening program. 

Welding Technologist/Instructor – 1979 to 1983 

Halliburton f/k/a Brown & Root, Inc. Houston, Texas 

 Welder and Welding Inspector at various refineries, paper mills, power plants and 
offshore welding platforms throughout the United States. Ran an in-house welding 
school and testing program at various construction sites throughout the US. 

Brown College of Court Reporting – 1983 to 1985 Atlanta, Georgia 

Court reporting degree obtained in 2-1/2 years 

Currently involved in several charitable/nonprofit organizations in metro Atlanta,
including the Northside Youth Organization (NYO), Small Dog Rescue, and CURE. 

Served on the board of the Georgia Shorthand Reporters Association from 2000 through
2004. 

Softball coach at Pace Academy in Atlanta since 2009. 

Founding board member of the Georgia Fastpitch Coaches Association. 
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GRACE C. HOLLOWAY 

Grace is a Virginia native and a graduate of Virginia Commonwealth University, 
receiving a Bachelor of Science degree in Sociology and Anthropology.  She received a 
Master of Science degree in Library Science from The Catholic University of America in 
Washington, DC.  She served as Manager of the Law Library for the General Assembly of 
Virginia in the Division of Legislative Services.  Grace also is a graduate of the Virginia 
Leadership Institute, selected by General Assembly of Virginia.  

After moving from Richmond, VA to Georgia in 1996, she held various positions at the 
following law firms:  Senior Law Librarian for King & Spalding; Head of Reference at 
Powell Goldstein; Manager of the Law Library for the Atlanta office of Nelson Mullins 
before coming to Gwinnett.   

Grace served as past President of the Atlanta Law Libraries Association. 

Other memberships include: 
American Association of Law Libraries (AALL) 
Special Libraries Association (SLA) 
Southeastern Association of Law Libraries (SEALL) 

Grace has worked in the field of law librarianship for many years and is currently the 
Director of the Homer M. Stark Law Library of Gwinnett County.  Grace resides in 
Suwanee, GA.  
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Michelle E. West

TILPP Director

404‐527‐8704

tilpp@gabar.org

July 31, 2018

State Bar of Georgia
Transition Into Law Practice Program

presents

GROUP MENTORING (GM)
You should be in Group Mentoring if you are:

 Employed in a non‐legal setting

 Employed as a contractor

 Working in a part‐time legal position 

 Not paired with a mentor

 In solo practice, or 

 Seeking employment

July 31, 2018

COMPONENTS OF TILPP

 TILPP consists of 2 components:

1. Mentoring 
2. CLE (Continuing Legal Education)

 BOTH components must be satisfied in order 
to complete and exit TILPP

July 31, 2018
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1) Mentoring
 Mentoring Types 

 Inside (IM),

 Outside(OM), or 

 Group (GM)

 Your TILPP mentoring status is determined 
by your employment setting

July 31, 2018

Group Mentoring (GM)
Compliance Requirements
 2 Group Mentoring (GM) Seminars

 Mandatory Advocacy Experiences (MAEs)

 Deadline: June 30th or December 31st 

following your year of admission to practice

July 31, 2018

Group Mentoring (GM) 
Seminars

 Held March, May & August
 You receive Mentoring credit only

 Register with ICLE  at www.iclega.org 30 days before event

 Attend 2 out of 3 events.  Can choose to view 1 event 
(March/August only) by webcast through ICLE.  
March 2018 until September 15, 2018!

 Follow the Model Mentoring Plan in the GM Manual

July 31, 2018
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MANDATORY ADVOCACY 
EXPERIENCES (MAEs)
 Attend 5 Mandatory Observations/Experiences

 All experiences MUST be observations only

 MAEs may be relevant to practice area

 3 of 5may have been done  after completion
of 2nd year of law school

 Due within 90‐days of being sworn in

 Submit the MAE form by mail, scan & email
(tilpp@gabar.org), or submit TODAY

July 31, 2018

2) CLE Compliance
 12 CLE Hours

 Beginning Lawyers Program (BLP) = 6 CLEs

 2018 Remaining BLP: October 16

 6 Additional CLEs

 Deadline

 December 31st of the year following your 
admission to practice

July 31, 2018

TILPP Compliance
 Occurs in your year of admission and the 

following calendar year. 

 Based on your practice setting.

July 31, 2018

DEADLINES

SWORN IN DEADLINE

January 1 through June 30 June 30th

July 1 through December 31 December 31st

Chapter 1 
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Migration
 Submit if your employment status changes.

 The Migration form can be found on the 
TILPP page of www.gabar.org.

July 31, 2018

Inactive Status
 Temporary TILPP exemption and reduced dues

 Contact the Membership Department at 
membership@gabar.org or call 404.527.8777

 Upon reactivation, your TILPP compliance 
would occur in connection with your practice 
setting

July 31, 2018

July 31, 2018
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July 31, 2018

July 31, 2018

July 31, 2018
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Group Mentoring Seminars
vs. Continuing Legal Education

GM Seminars and CLEs are both Mandatory!

July 31, 2018

Group Mentoring Seminars CLE

March, May & August 
Beginning Lawyers Program 
October 16

Must take 2 out 3 GM Seminars
12 Credits – Beginning Lawyers Program (6) 
plus 6 additional credits of your choice

Counts as Mentoring 
Credit Only, NOT as CLE

Counts as CLE Credit

Reported to TILPP by ICLE 
within 30 – 45 days

Reported to TILPP by ICLE
within 30 – 45 days

Will NOT appear on your CLE 
transcript/report

Will appear on your CLE transcript/report

Questions?

 Check us out online at www.gabar.org
 Download the Group Mentoring Manual which is found 

on the TILPP page of the State Bar of Georgia website.

 Send us an email at tilpp@gabar.org

 Give us a call 404.527.8704

July 31, 2018

TILPP|10 SPOTLIGHT:
Georgia Lawyers Helping Lawyers

July 31, 2018

Lynn S. Garson
Lawyer Assistance Program

Committee Member,

State Bar of Georgia

BakerHostetler, Atlanta
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MALPRACTICE, CYBER RISK
AND CLAIM PREVENTION

EDWARD F. ALDEN
Alden & Associates, Inc.

Roswell

DOUGLAS V. CHANDLER
Chandler & Moore Law, LLC

Atlanta

July 31, 2018

WORKING EFFECTIVELY
WITH LEGAL PROFESSIONALS

Moderator:
CARLOS VILELA
Cobb County State Court

Marietta

July 31, 2018

DANIEL M. GERSWIN
Court Reporter

Regency‐Brentano, Inc.
Atlanta

GRACE C. HOLLOWAY
Director

Homer M. Stark Law Library
Gwinnett County

SARAH K.C. MAULDIN
Director of Library Services

Smith, Gambrell & Russell, LLP
Atlanta

EXPLORING THE INS & OUTS OF 
TRANSACTIONAL PRACTICE

July 31, 2018

Moderator:

ROBIN SANGSTON
Cox Communications, Inc.

Atlanta

ROBERT KAUFFMAN
Hartley, Rowe & Fowler PC

Douglasville

CYNTHIA  PARKS
Parks IP Law, LLC

Atlanta

MARGARET GEER WOOD
McKesson Corporation, Inc.

Atlanta
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IMPACTFUL ASSOCIATIONS

July 31, 2018

Georgia Association for 
Women Lawyers

Melissa B. Capatosto

Georgia Association of 
Black Women Attorneys

Anamaria Hazard

Georgia Asian Pacific 
American Bar Association

QuynhTruong‐Johnson

Georgia Trial Lawyers 
Association

Amy Cheng

Gate City Bar Association Celeste Gaines

South Asian Bar Association Sana Rupani

July 31, 2018
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Group Mentoring 
Below please find a summary of action items, required forms, important dates, and submission and compliance deadlines 
for TILPP Group Mentoring. For a more in‐depth explanation of Group Mentoring, please reference the Group Mentoring 
Manual found under Resources. 

WHO  If you are employed in a non‐legal setting, unemployed, employed part‐time or not paired with a mentor. 

WHAT 

In order to enroll and comply with the program you must first complete and mail in the following  forms within 
90 days of being sworn‐in: 

• Enrollment Form 
• Complete and submit the Mandatory Advocacy Experiences form (MAEs). 

Once you have completed the above, you are required to: Attend the Beginning Lawyers Program for 6 CLE 
hours1;  

• Attend additional seminar(s) to earn 6 additional CLE hours2;  
• Participate in and complete two Group Mentoring Events (GMEs). One event must be live; the  other 

event may be viewed online. 

WHEN 

Enrollment and Compliance Deadline 
Submit the Enrollment and MAE forms within 90 days of being sworn‐in. 

Beginning Lawyers Program (BLP) Deadline 
This program is held annually in February with a rebroadcast in March and October. Information about the 
program can be found under TILPP News & Events. 

Group Mentoring Events (GMEs) 
These events are held annually, the second Tuesday in March, the second Tuesday in May and the  third Tuesday 
in August3. Information about these events can be found under TILPP News & Events. 

Mentoring and CLE Deadlines 
If sworn‐in from January 1 ‐ June 30, you must complete TILPP by June 30th of the following year.  If sworn‐in 
from July 1 ‐ December 31, you must complete TILPP by December 31st of the following year. 

WHERE 

Location 
TILPP programs and seminars are held at the Bar Center in Atlanta and broadcast to the Coastal Georgia 
office in Savannah and the South Georgia office in Tifton. 

Program Registration 
You may register for all TILPP programs through the Institute of Continuing Legal Education  (ICLE) website: 
www.iclega.org. 

HOW 

In order to complete the Program, please: 

1. Complete and submit your Mandatory Advocacy Experiences (MAEs) within 90 days of being  sworn‐in; 
2. Complete your 12 mandatory CLE hours (including the Beginning Lawyers Program). 

RESOURCES 

All resources can be found on the TILPP page of the State Bar of Georgia website. 

Group Mentoring Manual 
Forms 
FAQs 

 

                                                            
1 BLP only accounts for 6 hours of your 12 hour CLE requirement. You must obtain 6 additional CLE credits from other seminars. BLP Replay: 

Annually, the last Tuesday in March and October at the Bar Center. If you miss the live event or replay, you can view on ICLE's website, 
www.iclega.org, typically beginning in April. (PLEASE NOTE: You can only view 6 hours of CLE online in a given year.) You can search for 
upcoming seminars by date or topic at www.iclega.org. 
2 You receive mentoring credit for Group Mentoring Events, not CLE hours. You must obtain 6 additional credits from another seminar(s) to 

satisfy your 12 hour mandatory CLE requirement. 
3 Only the March and August Group Mentoring Events are videotaped. The March event stays online five months after taping for viewing and the 

August event stays online six months after taping for viewing. 
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GROUP MENTORING MANUAL 

Compiled by 

Transition Into Law Practice Program   
(Revised 10.2017) 

TABLE OF CONTENTS  
What If You Change Jobs? 3 

Notice 4 

Points Of Contact 5 

Compliance Notice 6 

Mandatory Advocacy Experiences 8 

Group Mentoring Timeline 10 

Frequently Asked Questions and Answers 12 

10 Years in the Making 18 

APPENDIX OF FORMS 20 
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GROUP MENTORING MANUAL 

WHAT IF YOU CHANGE JOBS? 

Your Practice Setting Determines 
Your Mentoring Status 

If your employment status changes, your Mentoring status also changes. Administratively, the 
Program refers to a change from one Mentoring status to another Mentoring status as a 
“Migration”. The Migration request is made in writing using the Migration Form found in the 
Appendix of Forms in this Manual. If your employment changes half way during your mentoring 
year, please consult our office prior to completing the form to determine the best option for your 
current status. 

GROUP MENTORING  INACTIVE STATUS: 

If you are not currently practicing law and you are uncertain about when – or if – you will begin 
practicing law, you should consider Inactive Status. The State Bar of Georgia website 
(www.gabar.org) contains a discussion of the benefits of Inactive Status. 

GROUP MENTORING  INSIDE MENTORING: 

If you are in Group Mentoring, and you obtain a job with a law firm or legal organization, your 
mentoring status changes to Inside Mentoring and you should nominate a Mentor from within your 
firm or organization. See the Inside Mentoring Manual for more details found on the TILPP page of 
State Bar of Georgia website (www.gabar.org). 

GROUP MENTORING  OUTSIDE MENTORING: 

If you are in Group Mentoring, and you decide to open your own law practice as a sole practitioner, 
your mentoring status changes to Outside Mentoring and you should nominate an Outside Mentor 
of your choice, or contact the Program Director. See the Outside Mentoring Manual for more 
details found on the TILPP page of State Bar of Georgia website (www.gabar.org). 
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GROUP MENTORING MANUAL 

NOTICE 

Does This Manual Apply To You? 

The material in this Group Mentoring Manual will NOT apply to most Beginning Lawyers enrolled 
in the Transition Into Law Practice Program. This is because several statewide organizations, and 
many law firms, that routinely employ numerous newly admitted Georgia attorneys have developed 
“Master Mentoring Plans” which will apply to all of their newly admitted Georgia attorneys who are 
subject to the Transition Into Law Practice Program. 

If you are a Beginning Lawyer or Mentor employed as a District Attorney, a Solicitor (enrolled in 
conjunction with the Prosecuting Attorneys’ Council of Georgia), a Public Defender (enrolled in 
conjunction with the Public Defender Standards Council), the Georgia Legal Services Program, or 
with the State Law Department, please contact your office or organization contact person for the 
Transition Into Law Practice Program details about the mentoring plan and procedures applicable to 
your practice setting. 

If you are a Beginning Lawyer or Mentor employed with a law firm which routinely employs 
numerous newly admitted Georgia attorneys, please contact your office or organization contact 
person for the Transition Into Law Practice Program for details about the mentoring plan and 
procedures applicable to your practice setting. 
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GROUP MENTORING MANUAL 

POINTS OF CONTACT 

SEMINAR REGISTRATION QUESTIONS 

Institute of Continuing Legal Education In Georgia (ICLE): 
P.O. Box 117210 
Athens, Georgia 30603 
Phone:  678.529.6688  
Email:    icle@iclega.org 
Website:  www.iclega.org 

CLE TRANSCRIPT, REPORTING AND HOUR VERIFICATION 

State Bar of Georgia Continue Legal Education (CLE) Department 
104 Marietta Street, NW, Suite 100 
Atlanta, GA 30303 
Phone:  404‐527‐8710 
Fax:    404‐527‐8717 
Email:    cle@gabar.org 
Website:   www.gabar.org (log on to view your CLE report) 

TILPP MENTORING AND CLE COMPONENT QUESTIONS 

State Bar of Georgia, Transition Into Law Practice Program  
104 Marietta Street, NW, Suite 100 
Atlanta, Georgia 30303 
Phone:  404.527.8704 
Fax:    404.225.5041 
Email:    tilpp@gabar.org 
Website:  www.gabar.org 
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GROUP MENTORING MANUAL 

 

COMPLIANCE 
NOTICE 

A QUICK PROGRAM OVERVIEW FOR YOUR INFORMATION 
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GROUP MENTORING MANUAL 

Your compliance with the mandatory State Bar of Georgia Transition Into Law Practice Program 

(“Program”) consists of two (2) components: a continuing legal education (“CLE”) component 

and a mentoring component. 

1. CLE Component ( State Bar Rule 8-104(B), Regulation (1)(C)(i)): You must attend and 

obtain CLE courses equivalent to at least 12 credits, inclusive of the Beginning Lawyers 

Program (BLP). Please check the TILPP page of the State Bar’s website for dates and times 

of applicable CLE activities or contact the Institute for Continuing Legal Education (“ICLE”) 

at www.iclega.org or 678.529.6688. 

2. Mentoring Component (State Bar Rule 8-104(B), Regulation (1)(C)(ii)): Your 

compliance with the mentoring component will occur in a Group Mentoring setting, utilizing 

activities based upon the Model Mentoring Plan (See Model Mentoring Plan in Appendix of 

Forms of this Manual). 

3. What You Should Do Now: Review this Manual, which contains additional program 

information, forms, checklists, and answers to frequently asked questions. 

4. Dates, Times, Locations of Group Mentoring Events: Group Mentoring Events typically 

occur annually in March, May and August. You will be notified via email and/or mail (if you 

have no email address on file with the State Bar) of Group Mentoring Events. (Bar members 

are required to keep current address information on file with the State Bar of Georgia (State 

Bar Rule 1-207)). 

Your successful completion of BOTH (mentoring and CLE) components of this Program satisfies 

your mandatory CLE requirements for the calendar year of your admission and the next calendar 

year. (State Bar Rule 8-104(B)(1)). 
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MANDATORY 
ADVOCACY 
EXPERIENCES 

(OBSERVATIONS) 

State Bar Rule 8–104(D) 

& 

Regulation (5) to State Bar Rule 8–104(D) 
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1. I have been admitted  to practice, and  I want  to appear as sole or  lead counsel  in 
any  case.  What  do  I  do  about  the  "Mandatory  Advocacy  Experiences" 
requirement?  (State Bar Rule 8‐104 (D) and State Bar Rule 8‐104(D), Regulation (5)). 

Beginning Lawyers in Group Mentoring utilize the Model Mentoring Plan (See Model 
Mentoring Plan in Appendix of Forms of this Manual). Mandatory Advocacy Experience 
reporting is done by completing and Mandatory Advocacy Experiences form. Please 
remember that three (3) of the five (5) experiences can be attained after completing 
the 2nd year of law school. The other two (2) experiences can be tailored to your practice 
setting or webcasts of Georgia Supreme Court oral arguments. 

2. What  does  “lead  counsel”  mean  for  purposes  of  the  Mandatory  Advocacy 
Experiences requirement? 

“Lead counsel” is defined as “the attorney who has primary responsibility for making all 
professional decisions in the handling of the case. State Bar Rule 8-104(D), Regulation (1) 

3. Where can I obtain more information? 

Refer to the Model Mentoring Plan, Section E, found in the Appendix of forms located at 
the end of this manual. 

PLEASE NOTE ‐ TILPP MAE POLICY: 

TILPP requires completion of the MAEs by all Beginning Lawyers, even if you are not currently 
appearing in court. The language of MAEs being completed before appearing as sole and lead 
counsel is a benchmark, so that attorneys who do plan to appear in court immediately upon the 
start of their practice without any in‐court experience have a gauge as to how soon they should 
complete the MAES. It is not meant to provide exclusion to those who do not plan to appear 
as sole or  lead counsel. You are allowed to provide  three  (3) experiences  from  law school.  If 
you are able to attend the remaining two (2) observations in person, you are allowed to watch 
oral  arguments  from  the  Georgia  Supreme  Court  website.  You  are  also  allowed  to  observe 
other  experiences  relative  to  your  practice  setting  such  as  mediation,  real  estate  closing 
transactions,  contract  negotiations,  etc. Please  ensure  that  you  experience  involves  an actual 
observation and not an experience in which you are solely participating. TILPP encourages you 
to use these observations as an opportunity to meet more experienced attorneys and judges. 
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GROUP 
MENTORING 
TIMELINE 

A SUMMARY OF THE SEQUENCE OF EVENTS 
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WHO  WHAT  NOTES 

Beginning Lawyer  Receives “pass letter” and certificate of eligibility for 
admission to practice from Office of Bar Admissions. 

 

Judge  Administers  oath  of  admission  to  practice  law  in 
Georgia to Beginning Lawyer. 

 

State Bar of Georgia  Provides TILPP enrollment information to Beginning 
Lawyer. 

 

Beginning Lawyer  Submits  State  Bar  registration  form  and  TILPP 
enrollment form to State Bar of Georgia. 

 

Program Director  Assigns Beginning Lawyer  to Group Mentoring  and 
forwards Compliance Notice to Beginning Lawyer. 

 

ICLE of Georgia  Forwards  notices  of  Group  Mentoring  events  to 
Beginning Lawyer at intervals throughout the twelve 
(12) month mentoring period. 

 

Beginning Lawyer   Satisfies CLE component by attending required 12 
CLE  course  hours,  inclusive  of  the  Beginning 
Lawyers Program (BLP). 

 Satisfies  Mentoring  component  by  attending  2 
Group Mentoring Events. 

 

Program Director   Confirms  Beginning  Lawyer’s  attendance  at 
required  number  of  Group  Mentoring  activities 
and  certifies  completion  of  Mentoring 
Component. 

 Checks  Beginning  Lawyer’s  CLE  transcript  for 
compliance with CLE component. 

 Provides  Certificate  of  Program  Compliance  for 
Beginning Lawyers who  complete both CLE  and 
Mentoring components. 

 

Beginning Lawyer   Exits Transition Into Law Practice Program and is 
subject to CLE Rules & Regulations governing all 
other  State  Bar  of  Georgia  members,  unless 
exempted. 

 Considers  serving  as  Mentor  upon  attaining  5‐
year  anniversary  of  admission  to  practice  law  in 
Georgia! 
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FREQUENTLY ASKED 
QUESTIONS 

AND ANSWERS 
FOR BEGINNING LAWYERS IN GROUP MENTORING 
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PROGRAM GOAL – ENROLLMENT – RESPONSIBILITIES 

1. I am not currently practicing  law or only practice part‐time – why am  I required to 
participate  in  Group  Mentoring  activities  of  the  Transition  Into  Law  Practice 
Program? 

Because you have elected “ACTIVE” status with the State Bar of Georgia instead of 
“INACTIVE” status. Your compliance with TILPP is based upon your “ACTIVE” status, 
regardless of how much time, or how little time, you actually devote to the practice of law. 
(State Bar Rule 8-104(B)(1)). 

TILPP is designed for Beginning Lawyers who are actually practicing law. 

If you are not currently practicing law, you should consider taking “INACTIVE” status.  

2. I want a Mentor assigned one‐on‐one to assist me. How does a Beginning Lawyer 
get assigned one‐on‐one to a Mentor? 

There are three ways to transfer or migrate out of Group Mentoring and have an individual 
Mentor:  

(1) Open your own law practice (the Program Director will assign an Outside Mentor to 
assist a sole practitioner who has opened their own law office, when requested 
within 90 days after admission to practice);  

(2) Work in association with a legal organization or law firm which agrees to assign an 
Inside Mentor to assist you one-on-one; or  

(3) Locate an Outside Mentor or Inside Mentor on your own. 

NOTE: The Program Director only assists Beginning Lawyers who are sole 
practitioners in locating Outside Mentors and only within 90 days after 
admission to practice. 

3. I  am  in Group Mentoring,  but  I  have  located  an  attorney willing  to  serve  as  an 
individual Mentor  for me  (either  through an employment  change or on my own). 
What do I do next? 

Complete and submit the Migration Form (see Appendix of Forms) to the Program 
Director; and provide your potential Mentor with information for Mentors located under 
TILPP Documents on the TILPP page of the State Bar of Georgia website. 

4. What is the goal of the Transition Into Law Practice Program (“Program”)? 

The goal of the Program is to provide professional guidance and counsel to assist Beginning 
Lawyers who are newly admitted to the State Bar of Georgia in acquiring the practical skills, 
judgment and professional values necessary to practice law in a highly competent manner. 
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5. How does a Beginning Lawyer enter the Program? 

The State Bar of Georgia provides information about Program enrollment or exemption to 
all attorneys newly admitted to practice in Georgia. For more information about Program 
enrollment or exemption, call 404-527-8704 or email tilpp@gabar.org. 

6. What are the Beginning Lawyer’s Responsibilities? 

A. By satisfactorily complete the TILPP’s Mentoring Component by: 

 devoting the time required for this mandatory Program; 

 satisfactorily completing Group Mentoring activities; and, 

B. by satisfactorily completing TILPP’s CLE Component. 

7. How Do I Comply With The Mentoring Component? 

Participate in six (6) hours of Group Mentoring activities. Generally, each individual Group 
Mentoring activity lasts three (3) hours, but program agendas are subject to change. 

8. When Are The Group Mentoring Activities? 

Group Mentoring events generally occur in March, May and August, but future schedules are 
subject to change. Advance notices of Group Mentoring activities are forwarded to 
Beginning Lawyers by ICLE of Georgia. You will receive notices via first class mail and/or 
via email at the address you have on file with the State Bar of Georgia. [You are required to 
keep current address information on file with the State Bar of Georgia (State Bar Rule 1-207)]. 

9. What If I Have A Date Conflict With The Group Mentoring Activities? 

Attend a Group Mentoring event on an alternate date. Because some (but not all) Group 
Mentoring events are taped, you may to view a video replay or internet steaming of a taped 
event by contacting ICLE of Georgia at icle@iclega.org, 678.529.6688, or www.iclega.org. 

10. How Much Is The Registration Fee For Group Mentoring Activities? 

Fee information is provided in the advance notice forwarded to you by ICLE of Georgia. 

11. How Many CLE hours do I receive for Group Mentoring Programs? 

You do not receive CLE hours for Group Mentoring Programs, because your attendance at 
Group Mentoring Programs satisfies TILPP’s Mentoring component. You do receive CLE 
hours for attending CLE programs which satisfy TILPP’s CLE component. 

12. Why Do I Have To Pay For Group Mentoring Activities? 

Group Mentoring is a part of TILPP. TILPP is the CLE requirement for Georgia’s 
Beginning Lawyers. All Lawyers subject to CLE requirements pay applicable fees for the 
production and logistical costs associated with CLE programs. Further, Beginning Lawyers 
not in Group Mentoring still pay for their respective mentoring activities just as you do in 
Group Mentoring. Beginning Lawyers in Outside Mentoring and Inside Mentoring 
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environments engage in mentoring activities during time periods when they would otherwise 
be generating income and/or billable hours. 

CLE ISSUES 

13. Where can Beginning Lawyers  in Outside Mentoring find out the dates, times and 
locations of the required CLE programs? 

Contact the Institute of Continuing Legal Education In Georgia (ICLE) at 
icle@iclega.org, www.iclega.org, or 678.529.6688. 

THE MODEL MENTORING PLAN 

14. What is the Model Plan of Mentoring Activities and Experiences? 

The intent of TILPP is to create a synergy between the CLE component and the mentoring 
component. To assist Mentors and to help insure some structure and uniformity, a Model 
Plan of Mentoring Activities and Experiences is provided. 

See:  https://www.gabar.org/membership/tilpp/upload/Model_Mentoring_Plan.pdf. 

This Model Plan features a list of experiences and topical questions which are illustrative of 
the types of experiences deemed useful in helping a Beginning Lawyer acclimate to practice 
and grow into a competent practitioner. 

The key elements of the Model Mentoring Plan  
for those enrolled in Group Mentoring are: 

A. Regular contact and meetings between Group Mentors and Beginning Lawyers. 

B. Continuing discussions between Group Mentors and Beginning Lawyers on at least 
the following topics: 

a) Ethics and professionalism. 

b) Relationships with clients, other lawyers (both in and outside the firm), the 
judiciary and the public, including unrepresented parties. 

c) Professional work habits, organizational skills and practice management. 

d) Economics of practicing law in the relevant practice setting. 

e) Responsibility and opportunities for pro bono work, bar activities, and 
community service. 

C. Introduction to the local legal community. 

D. Specific planning for professional development and continuing legal education in 
and outside the firm. 

E. Periodic evaluation of the Group Mentor-Beginning Lawyer relationship. 
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15. How are Group Mentoring Activities monitored? 

ICLE of Georgia automatically reports your attendance at (or viewing of) Group Mentoring 
events to the TILPP Director. A portion of your registration fee pays for this service. 

CERTIFYING COMPLETION OF THE PROGRAM 

16. Who  certifies  that  a  Beginning  Lawyer  in  Group  Mentoring  has  satisfactorily 
completed the Mentoring Component of the Program? 

The TILPP Director. 

17. How long does a Beginning Lawyer in Group Mentoring have to complete TILPP? 

TILPP covers Beginning Lawyers in the year of their admission in Georgia and the next 
calendar year. The pertinent State Bar Rule is 8-104.  

See http://www.gabar.org/barrules/handbookdetail.cfm?what=rule&id=227. 

18. How  does  a Beginning  Lawyer  enrolled  in Group Mentoring  certify  to  the  TILPP 
Director that they have satisfactorily completed TILPP? 

TILPP consists of two (2) components: (1) Mentoring and (2) CLE. Beginning Lawyers 
receive written confirmation from the TILPP Director for their records upon successful 
completion of both components. 

To Complete CLE – Attendance is automatically reported to our computer database if you 
attend CLE events facilitated by ICLE of Georgia because a portion of your registration fee 
pays for that service. If they attend CLE events facilitated by other CLE providers, you must 
insure that the CLE provider will forward proof of attendance to the State Bar of Georgia 
CLE department. 

Remember, all attorneys can check their CLE status online by logging on to the State Bar of 
Georgia website. 

To Complete Group Mentoring – Participate in six (6) hours of Group Mentoring 
activities. Generally, each individual Group Mentoring activity last three (3) hours, but 
program agendas are subject to change. 

19. What  happens  if  the  Beginning  Lawyer  in  Group Mentoring  does  not  complete 
TILPP in the required time period? 

The same deadlines, late fees and penalties for general CLE apply to TILPP. (State Bar Rule 
8-107). 
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ADMINISTRATIVE ISSUES 

20. How is TILPP administered? 

The Program is operated under the auspices of the Commission on Continuing Lawyer 
Competency (“CCLC”) pursuant to its general supervisory authority to administer the 
continuing legal education rules. 

See http://www.gabar.org/committeesprogramssections/committees 
/committeemembers.cfm?committeename=CONTLC. 

The Standards of the Profession Committee is a committee of the CCLC with 
responsibilities for devising and recommending policy to the CCLC as to the operation of 
TILPP.  

21. How many other States have mandatory programs  for newly admitted attorneys 
like Georgia’s Transition Into Law Practice Program? 

None. 

Georgia is being closely watched by other State Bars, and is considered a model for 
mandatory mentoring programs. In addition to administering the Program for Georgia’s 
Mentors and Beginning Lawyers, Program officials routinely field questions from other 
states - and other countries - about Georgia’s Transition Into Law Practice Program. 

22. How long did it take to develop the “Transition Into Law Practice Program?” 

10 years.  See “Timeline – 10 Years In The Making” in this Manual. 
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10 YEARS IN 
THE MAKING 

A BRIEF TIMELINE SHOWING THE DEVELOPMENT  
OF THE TRANSITION INTO LAW PRACTICE PROGRAM. 
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1996 State Bar of Georgia creates the Standards of the Profession Committee with 
charge to investigate and report to the Board of Governors as to whether the 
State Bar should require beginning lawyers to complete a period of internship or 
other supervised work prior to admission. 

1997 The Standards of the Profession Committee recommends Pilot Project to test the 
feasibility of a transition into practice program combining mentoring with 
continuing legal education. 

1998-1999 Pilot Project logistics are planned and funding secured. 

2000-2001 State Bar conducts 2-year Pilot Project with 100 mentors and 100 beginning 
lawyers. 

2002 Pilot Project is evaluated as successful in conveying to beginning lawyers the 
practical skills and professional values necessary to practice law in a highly 
competent manner. 

2003 The Standards of the Profession Committee formally recommends a mandatory 
Transition Into Law Practice Program that combines mandatory mentoring with 
continuing legal education for newly admitted lawyers in Georgia. 

The Board of Governors of State Bar of Georgia approves the concept of a 
mandatory Transition Into Law Practice Program and authorizes the Standards of 
the Profession Committee to propose an Implementation Plan. 

2004 The Supreme Court of Georgia approves the concept of a mandatory Transition 
Into Law Practice Program and authorizes the Standards of the Profession 
Committee to propose an Implementation Plan. 

2005 The Supreme Court of Georgia approves Implementation Plan calling for the 
mandatory Transition Into Law Practice Program to commence January 1, 2006. 

QUOTATION: 

Sometimes the struggle for something that is worthwhile makes it all the 
better, once you achieve it. 

- Harry S. Truman 
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APPENDIX OF 
FORMS 
FOR BEGINNING LAWYERS 
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MANDATORY ADVOCACY EXPERIENCES 
https://www.gabar.org/membership/tilpp/upload/MAE_TILPP.pdf 

MODEL MENTORING PLAN 
https://www.gabar.org/membership/tilpp/upload/Model_Mentoring_Plan.pdf 

MIGRATION FORM 
Use only for a job or Mentor change. 
https://www.gabar.org/membership/tilpp/upload/MigrationForm.pdf 

PLEASE NOTE: 
If you are in Group Mentoring, the Model Mentoring Plan is 
solely  for  reference  to  highlight  sample  topics  the Group 
Mentoring Seminars will cover. 
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Mandatory Advocacy Experiences  Page | 2 

Beginning Lawyer: 

Georgia Bar #: 

TILPP  requires  completion  of  the  MAEs  by  all  Beginning  Lawyers,  even  if  you  are  not  currently  
appearing in court. The language of MAEs being completed before appearing as sole and lead counsel is 
a  benchmark,  so  that  attorneys  who  do  plan  to  appear  in  court  immediately  upon  the  start  of  their  
practice without any in‐court experience have a gauge as to how soon they should complete the MAES. It 
is not meant to provide exclusion to those who do not plan to appear as sole or  lead counsel. You are 
allowed to provide three (3) experiences from law school. If you are unable to attend the remaining two (2) 
observations  in  person,  you  are  allowed  to  watch  oral  arguments  from  the  Georgia  Supreme  Court  
website.  You  are  also  allowed  to  observe  other  experiences  relative  to  your  practice  setting  such  as 
mediation, real estate closing transactions, contract negotiations, etc. Please ensure that you experience 
involves  an  actual  observation  and  not  an  experience  in  which  you  are  solely  participating.  TILPP  
encourages  you  to  use  these  observations  as  an  opportunity  to  meet  more  experienced  attorneys 
and judges. 

REMINDER: Three (3) of the five (5) mandatory Advocacy Experiences may be obtained 
after completing the 2nd year of law school.  See Rule 8‐104(D). 

*If you are in Group Mentoring and have questions about your observations, please contact
the TILPP office.

 LIST MANDATORY ADVOCACY EXPERIENCES: 

Please give a concise description regarding each observation, including type of 
experience, as well as case number, court, and judge, if applicable. 

DATE 
COMPLETED 
(indicate below) 

1. 

2. 

3. 

4. 

5. 

I hereby certify that I have completed the observations listed above 
and that each lasted a minimum of one hour. 

Signature:  Date: 
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Transition into Law Practice Program 
Model Mentoring Plan 

Lawyer Signature 

Mentor Signature 

Model Mentoring Plan 

MODEL MENTORING PLAN 

The cornerstone of TILPP is the intersection between mentoring and CLE.  

The  following  activities  and  experiences  are  a  structured  guide  to  assist  the 

Mentor and Lawyer in fulfilling the requirements of the mentoring component of 

TILPP, in addition to discussing topics arising from CLE seminars.  This guide can 

be  individualized by substituting* or adding additional activities or experiences 

relevant  to  Lawyer’s  practice  setting.    TILPP  encourages Mentors who  do  not 

litigate  to  call  on  another  experienced  attorney  who  does  litigation  to  assist 

Lawyer  in  satisfying  the  Mandatory  Advocacy  Experiences  relative  to  trial 

observations.  (Section E herein) 

At  the  conclusion  of  the Mentoring  year,  this Model  Plan will  serve  as 

Mentor’s evaluative tool to determine if Lawyer has satisfactorily completed the 

Mentoring component of TILPP.   

*ANY  AND  ALL  CHANGES  TO  THIS  MODEL  PLAN  MUST  BE  SUBMITTED  TO
AND  APPROVED  BY  THE  TILPP  DIRECTOR  WITHIN  90‐DAYS  OF  BEING  SWORN  IN.
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Transition into Law Practice Program 
Model Mentoring Plan 

Lawyer Signature 

Mentor Signature 

Model Mentoring Plan   

ACTIVITY OR EXPERIENCE 
DATE 

COMPLETED 
(indicate below) 

A.  Introduction to the Legal Community

1. Mentor  should  contact Lawyer as  soon as practicable  after  being assigned
and  arrange  to meet. Mentor should introduce Lawyer to  other  lawyers  and
staff members  at Mentor’s office or,  in  the  case of  in‐firm mentoring,
ascertain  if  such  introductions have already occurred.

2. Invite Lawyer to attend a local or specialty bar association or State Bar Section
meeting and discuss local, state and national bar association opportunities.

3. Introduce Lawyer to other lawyers in the community through attendance at
local or specialty bar association or State Bar section meetings.

4. Escort Lawyer on a tour of the local and/or federal courthouse(s) and, to the
extent practicable, introduce him or her to members of the judiciary, court
personnel and clerks of court.

5. Discuss any “unwritten” customary rules of civility or etiquette among lawyers
and judges in the community.

6. Discuss pro bono opportunities with organizations such as Legal Aid, Georgia
Legal Services, Atlanta Volunteer Lawyers Foundation and others that refer
cases in the Beginning Lawyer’s practice area. Advise Lawyer of pro bono
opportunities and resources available through the State Bar.

B.  Introduction to the Community at Large

1. Invite Lawyer to attend a civic club of which Mentor is a member and/or a
community service activity in which Mentor participates.

2. Discuss civic, charitable and service opportunities in the community.
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Transition into Law Practice Program 
Model Mentoring Plan 

           
Lawyer Signature 

           
Mentor Signature 

 

Model Mentoring Plan 

   
 

  DATE 
COMPLETED 
(indicate below) 

C.    Introduction to Law Office Management     

  1.  Mentor should acclimate Lawyer to the law firm environment by giving 
him/her a tour of Mentor’s office. Mentor should demonstrate and explain 
how the following items of law practice management are used and handled 
in Mentor’s office, if applicable. 

 

 

    (a) Time Records 
     

    (b) Records of client‐related expenses 
     

    (c) Billing system 
     

    (d) Escrow or Trust Account and handling of clients funds 
     

    (e) Filing System 
     

    (f) Document Retention Plan 
     

    (g) Calendar and “Tickler” or Reminder Systems 
     

    (h) Information Technology Systems 
     

    (i) Library and Research Systems 
     

   
(j) Other  resources  (publications,  seminars,  equipment,  etc.) that a 

Lawyer might find particularly  helpful in his or her work 

 
   

    (k) Discuss good time management skills and techniques 
     

    (l) Discuss practices to maintain client confidentiality 
     

   

(m) Discuss the role and  responsibilities of paralegals, secretaries and 
other office personnel, and how to establish good working 
relationships with others in same office who are support staff, 
colleagues or senior partners 
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Transition into Law Practice Program 
Model Mentoring Plan 

           
Lawyer Signature 

           
Mentor Signature 

 

Model Mentoring Plan 

   

     

  DATE 
COMPLETED 
(indicate below) 

D.    Working With Your Client     

 
1.  Discuss questions and items of practical guidance learned from applicable 

continuing legal education (”CLE”) programs attended, including 
responsibilities of the attorney and the client in decision making. 

 

   

 
2.  Discuss how to gather information about a legal matter and how to determine 

credibility and develop trust. 

 
   

  3.  Discuss how to screen for, recognize and avoid conflicts of interest. 
     

  4.  Discuss how to decide whether to accept representation on a legal matter. 
     

 
5.  Discuss the use of retainer or engagement letters/agreements and how to 

define the scope of the representation. 

 
   

  6.  Discuss how to talk about and set fees for legal services. 
     

  7.  Discuss how to deal with a “difficult” client. 
     

 
8.  Discuss “DO’s and DON’TS” of maintaining ideal ongoing client relations, such 

as returning telephone calls and keeping clients informed about matters. 

 
   

 
9.  Discuss terminating the lawyer‐client relationship and necessary 

documentation. 

 
   

 
10.  Participate in or observe at least one client interview or client counseling 

session.* 

 
   

    * For Inside Mentors and Beginning Lawyers only. 
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Transition into Law Practice Program 
Model Mentoring Plan 

           
Lawyer Signature 

           
Mentor Signature 

 

Model Mentoring Plan 

E.  Mandatory Advocacy Experiences 

    Mandatory Advocacy Experiences are required of ALL Beginning  Lawyers, regardless of practice 
setting. 

State Bar Rule 8‐104(D)(1) provides: 

“Prior  to appearing as  sole  or  lead  counsel  in  the Superior or State Courts  of 
Georgia  in any contested civil case or  in the trial of a criminal case, any newly 
admitted  active  member  admitted  to  practice  after  June  30,  2005,  shall 
complete  the  mandatory  Advocacy  Experiences  of  the  Transition  Into  Law 
Practice Program . . . 

(5)  For participants  in the Transition  Into Law Practice Program who wish to 
appear as sole or lead counsel in the Superior or State Courts of Georgia in 
any  contested  civil  case  or  in  the  trial  of  a  criminal  case, Mentors  and 
beginning  lawyers  shall devise  five  (5) mandatory Advocacy Experiences 
tailored  to  the  practices  of  the  beginning  lawyers.”  (State  Bar  Rule  8‐
104(D), Regulation (5)) 

The  following are examples of observation types. Actual or virtual  (i.e., simulations or webcasts) 
observations can qualify. Each observation must last a minimum of one (1) hour. 

i. A deposition of a witness or adverse  party in a civil action; 

ii. A  jury trial  in a civil or criminal case  in either a state or federal court; 

iii. A nonjury trial, evidentiary hearing, or hearing  in a state, federal, or 
administrative court; 

iv. An appellate argument in the  Supreme  Court  of  Georgia,  the Georgia  Court 
of  Appeals, or the 11th Circuit Court of Appeals;  

v. A real estate transaction from initiation through closing;  

vi. A contract negotiation and execution;  

vii. An estate planning transaction from initial interview through document 
execution;  

viii. A mediation. 

Other advocacy experiences may be selected to comply with Rule 8‐104(D). 
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Transition into Law Practice Program 
Model Mentoring Plan 

           
Lawyer Signature 

           
Mentor Signature 

 

Model Mentoring Plan 

TILPP  requires  completion  of  the  MAEs  by  all  Beginning  Lawyers,  even  if  you  are  not  currently 
appearing in court. The language of MAEs being completed before appearing as sole and lead counsel is a 
benchmark, so that attorneys who do plan to appear in court immediately upon the start of their practice 
without any  in‐court experience have a gauge as  to how soon  they should complete  the MAES.  It  is not 
meant to provide exclusion to those who do not plan to appear as sole or lead counsel. You are allowed to 
provide  three  experiences  from  law  school.  If  you  are  not  able  to  personally  attend  the  two  remaining 
observations, you are allowed to watch oral arguments from the Georgia Supreme Court website. You are 
also allowed to observe other experiences relative to your practice setting such as mediation, real estate 
closing  transactions,  contract  negotiations  and  executions,  estate  planning  document  transactions  and 
executions, etc. Please ensure  that you experience  involves an actual observation and not an experience  in 
which you are participating.   TILPP encourages Lawyer to use these observations as an opportunity to 
meet more experienced attorneys and judges. 

Mentor  should  monitor,  facilitate  and  discuss  the  progress  of  Lawyer  in  observing  five  (5)  Advocacy 
Experiences  and  arrange  for  another  experienced  lawyer  to  discuss  the  context  and  assess  each 
observation. The five (5) observations should be tailored to Lawyer’s practice area. 

REMINDER: Three (3) of the five (5) mandatory Advocacy Experiences may be 
obtained after completing the 2nd year of law school. See Rule 8‐104(D)(1). 

LIST MANDATORY ADVOCACY EXPERIENCES:     

   
Please give a concise description of each observation, including type of event, 
as well as case number, court, and judge, if applicable. 

  DATE 
COMPLETED 
(indicate below) 

  1. 

     

  2. 

     

  3. 

     

  4. 

     

  5. 
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Transition into Law Practice Program 
Model Mentoring Plan 

           
Lawyer Signature 

           
Mentor Signature 

 

Model Mentoring Plan 

       

DATE 
COMPLETED 
(indicate below) 

F.    Additional Advocacy Experiences     

  1.  Arrange for Lawyer to observe an actual or simulated arbitration and 
discuss or arrange for an experienced lawyer to discuss the 
arbitration observed, provide relevant background context and 
evaluate what is observed. 

 

   

  2.  Arrange for Lawyer to observe a judicial‐type hearing conducted by 
a state or local administrative body (e.g., local zoning board; tax 
equalization board hearing; state licensing or regulatory board) and 
provide relevant background context and evaluate what is observed. 

 

   

G.    Closing and Transactional Work     

   
Arrange for Lawyer to observe a real estate or other  business 
transaction or financial closing and explain relevant  background. 
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Transition into Law Practice Program 
Model Mentoring Plan 

Lawyer Signature 

Mentor Signature 

Model Mentoring Plan 

DATE 
COMPLETED 
(indicate below) 

H.  The Obligations of Attorneys to Others 

Discuss  questions  and  items  of  practical  guidance  learned from 
applicable CLE programs  attended on the topic of professionalism. 

Discuss “A Lawyer’s Creed” (see below) and how we as lawyers  can use the 
law and legal process as “instruments for the common  good”. 

A LAWYER’S CREED 

To my  clients,  I  offer  faithfulness,  competence,  diligence,  and 
good  judgment.  I will  strive  to  represent  you  as  I would want  to  be 
represented and to be worthy of your trust. 

To  the  opposing  parties  and  their  counsel,  I  offer  fairness, 
integrity, and civility. I will seek reconciliation and, if we fail, I will strive 
to make our dispute a dignified one. 

To  the  courts,  and  other  tribunals,  and  to  those  who  assist 
them,  I offer respect, candor, and courtesy.  I will strive to do honor to 
the search for justice. 

To my colleagues in the practice of law,  I offer concern for your 
welfare. I will strive to make our association a professional friendship. 

To  the  profession,  I  offer  assistance.  I  will  strive  to  keep  our 
business a profession and our profession a calling  in the spirit of public 
service. 

To  the  public  and  our  systems  of  justice,  I  offer  service.  I will 
strive to improve the law and our legal system, to make the law and our 
legal system available to all, and to seek the common good through the 
representation of my clients. 

1.

2.
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Model Mentoring Plan   

   
 

  DATE 
COMPLETED 
(indicate below) 

I.    Negotiation     

  1.  Discuss questions and items of practical  guidance learned from applicable 
CLE programs attended, such as: 

     

   
(a) How to prepare for the negotiation of a legal matter (e.g., release of a 

personal injury claim,  lease agreement, etc.) 
     

   
(b) When and how negotiation should be initiated       

   
(c) How to involve the client in negotiation       

   
(d) How to negotiate with an attorney with years of experience, a friend, 

etc. 
     

   
(e) Ethical and professionalism obligations of negotiators       

   
(f) Skills needed to be an effective negotiator and  how to acquire them       

  2.  Arrange for Lawyer to observe an actual or simulated negotiation and explain 
relevant background context and then evaluate what is observed. 

     

END OF MODEL MENTORING PLAN 

Model Mentoring Plan compiled by:   

State Bar of Georgia 
Transition Into Law Practice Program  

104 Marietta Street NW, Suite 100  
Atlanta, Georgia 30303 

tilpp@gabar.org 
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FAQS ABOUT MANDATORY 
CONTINUING LEGAL EDUCATION 

1. What is the yearly CLE requirement? 

12 CLE hours including 1 ethics hour, 1 professionalism hour, 3 trial hours (only 
required for trial attorneys). The Beginning Lawyers Program accounts for 6 of 
these hours and contains the required professional, ethics and trial hours 
required for your current year and the following year after you have been 
admitted. 

2. Can CLE hours be carried forward? 

Yes. Regular CLE hours - 12 hours can be carried to the next year In-House CLE 
hours - 6 hours can be carried to the next year Ethics hours - 2 hours can be 
carried to the next year Professionalism hours - 2 hours can be carried to the next 
year Trial hours - 3 hours can be carried to the next year 

3. Can any CLE hours be taken by online or other distance learning format? 

Yes, 6 hours per year can be taken in a distance-learning format. These type of 
hours are called in-house hours and they are tracked on attorneys' CLE 
transcripts maintained by the State Bar of Georgia CLE department staff. An 
attorney can take 6 in-house hours per year and can carry forward 6 CLE hours to 
the next succeeding year. 

4. How am I notified if my hours are deficient? 

In January or early February of each year, an Annual Report of CLE hours for the 
previous calendar year is sent to all active members of the State Bar of Georgia, 
unless an exemption has already been entered. If the attorney has completed all 
the required CLE hours for the previous year and does not owe any course fees, 
then the attorney does not need to do anything further. However, if the attorney 
either needs more hours for the previous year or owes a course fee that is listed 
on the Annual Report, then he or she has until March 31 to satisfy the deficiency. 

5. How are CLE exemptions taken by attorneys? 

Age 70 exemptions are automatic. 
Inactive exemptions are automatic for members electing that membership status 
for a full calendar year. 
Hardship Exemptions - Forms to request hardship exemption can be found on 
the State Bar Website. 

   

Chapter 1 
45 of 51



 

All other exemptions must be marked on the Status Report mailed in October of 
each year or the Annual Report mailed in January of each year. 
Also, you can login to view your current CLE Status. 

6. How can I best comply with my MCLE requirements? 

Take all the required hours before the December 31 deadline. 
If your hours are incomplete on December 31, make them up during the grace 
period, which expires on March 31. This saves the $100 late CLE fee. 
If you miss the March 31 deadline, pay the $100 late fee which extends the 
deadline to June 30. After June 30 an additional $150 in fees are due for a total 
of $250 for late completion of your CLE requirement. 
Monitor your record during the year by logging into your account. Some sponsors 
take several weeks to report your attendance, so check back if a seminar is not 
listed in your record. If it does not appear, contact the CLE department staff at 
(404) 527-8710. 

7. How can I view my CLE record? 

You can check your CLE by logging into your account. 

8. If I am inactive and wish to take CLE hours anyway, are there any 
restrictions? 

Up to two years of CLE hours (24 credit hours) taken while inactive can be 
carried over and applied when you reactivate. 

9. If I live out of state and do not practice in Georgia, am I required to go 
inactive? 

You are not required to change to inactive status. In order to eliminate the CLE 
requirement if you are not practicing in Georgia and live out of state, you may file 
an out of state exemption. Please contact CLE at 404-527-8710 for additional 
information about CLE. 

10. What are sponsor fees and attorney fees? 

All courses entered into our CLE database are charged a $5 per hour per attorney 
fee. Sponsors of the seminars are required to pay this fee for courses held in 
Georgia. Attorneys are required to pay this fee for courses held outside of Georgia 
or in other circumstances such as online seminars when the sponsor does not pay 
the fee. An attorney can pay the $5 per hour fee to the State Bar of Georgia when 
attendance is reported to us or can be billed on the Annual Report that is mailed 
in January of each year. 
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11. What happens in the event an attorney fails to comply with the Mandatory 
CLE program? 

If an attorney remains in noncompliance, the Supreme Court of Georgia will be 
notified so that it may enter any order it deems appropriate including suspension 
from the practice of law until, as a minimum, the deficiency is corrected, all 
penalty fees are paid, and a reinstatement fee is paid. A $100 penalty fee is 
required if hours for the preceding year are not completed by the deficiency 
period ending March 31. 

12. What is the Annual Report? 

It is a transcript of CLE courses that is sent to all active, non-exempt members in 
January of each year showing all CLE hours taken for the previous year and 
indicating all fees owed. 

13. Which members of the State Bar of Georgia are required to complete MCLE? 

All active, non-exempt members who are not part of the Transition into Law 
Practice Program must complete MCLE. 

14. While on inactive status, would I have to take CLE hours? Are there other 
requirements to maintain inactive status besides paying inactive dues? 

You are not required to take CLE hours while you are inactive. There are no other 
requirements to maintain your inactive status. You may remain inactive for an 
unlimited amount of time. While you are inactive, it is very important to keep 
your address updated with the Bar and pay your dues. You may change your 
address on the State Bar’s website. 

15. Who is exempt from MCLE? 

A. Members who are inactive (on their dues status with the Membership 
Department) for the entire calendar year;  

B. Out-of-state members who neither practice in Georgia nor represent 
Georgia clients; 

C. Out-of-state members who comply with the CLE requirements of their 
resident state ($75 fee required with this exemption);  

D. Members over age 70;  
E. Judges who are prohibited from practicing law;  
F. Designated statewide elected officials; and,  
G. Attorneys who establish special circumstances constituting undue 

hardship. 
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16. Would I have to take CLE hours to regain my active status from inactive? 

You will owe CLE for the year you activate in as well as any hours that you owed 
CLE from prior years when you deactivated. These hours would need to be 
completed by March of the following year. 
NOTE: You will owe CLE for the current year even if you are only active for one 
day, week, etc. during the year. Be sure to consider this when you are activating at 
the end of a year. 
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Michelle West 

Director, Transition Into Law Practice Program 
State Bar of Georgia 
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Earlier this summer, I had the oppor-
tunity to visit my undergraduate alma 
mater. As I stepped out of the cab at the 
front gates of 37 and O Streets in Wash-
ington, D.C., it all came rushing back. 
Walking through campus, I watched the 
intensely colored floral bloom variations 
zigzag across the campus lawn adding 
multiple patches of color to the setting. 
It made me remember when I was a bud-
ding young adult headed to this place that 

A Tapestry of Mentoring
“We don’t accomplish anything in this world alone . . . and whatever 
happens is the result of the whole tapestry of one’s life and all the 
weavings of individual threads form one to another that creates 
something.”—Sandra Day O’Connor

BY MICHELLE E. WEST
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I called home for four years. I recall con-
cluding my final year in high school with 
a pre-college counselor encouraging me 
to sign a contract confirming my college 
application preparation and submission 
schedule. It was my dear calculus teacher 
who helped me uphold this agreement’s 
impending deadlines. Daily, she sat with 
me after school in front of the computer 
and guided my direction in completing 
what seemed to be a daunting task. These 
wonderful individuals are just two of the 
many supporters who lent a steady hand, 
provided words of encouragement and 
helped me chart a path toward the col-
lege I found myself returning to almost 20 
years to the day after I walked across the 
stage situated on the front lawn. 

As I walked through campus, I en-
countered graduation day for various 
degree programs. I became nostalgic as I 
made my way down the floral clustered 
pathway. I was welcomed by the build-
ings of yesteryear as I admired the recent, 
more modern structures of today. The 
older buildings juxtaposed against the 
new exemplified how things had changed 
yet also remained the same. Complement-
ing one another; the wisdom of the old 
celebrated the new as the new uplifted 
the old. Upon entering the Intercultural 
Center where I spent most of my under-
graduate years, I searched for the name of 
the international politics professor who 
shaped my formative college years. I was 
sad to find that it was not there. I subse-
quently learned that he passed some years 
earlier, but fortunately for me, not before 
impacting my life. I also looked for the 
name of the dean with whom I pleaded to 
allow me to veer off course for a semester 

There is tremendous value in both formal and informal 
mentoring. It is the sum of both, intricately woven throughout 
our lives, that leads to enduring growth and development.

of study abroad in Italy. She encouraged 
my skills of persuasion and supported my 
need to follow my heart. 

As I made my way through campus 
in search of my old dorm, I passed the 
Healy and New North buildings, where 
years ago, I met the English professor 
who influenced my writing style and en-
couraged my love for the written word. I 
also recalled the theology professor who 
broadened my thoughts on religion and 
life. Heading into the tunnel, I was shaded 
from the sun but not before being greeted 
by another patch of glorious blooms. The 
contrasting color brought forth vivid 
memories of how my life had been illu-
minated by my various experiences here. 

As I was preparing to journey out of 
the gates, I passed one last commence-
ment exercise. It was that of the school 
from which I had graduated, the School 
of Foreign Service. I paused and reflected 
on how not only the professors, but also 
my peers and family had shaped my life 
and assisted me through those four fabu-
lous foundational years. Each encounter 
stitched lasting threads weaving through 
and supporting the fabric of my life. 

As the beautiful floras of summer pass 
the torch to the aching red and orange 
leaves of fall, I recall not just these experi-
ences, but the many that came after, in law 
school and currently in my professional 
career, which have served to impact the 
life I have today. It has not been just one 
mentoring relationship, but the sum of 
many, in all shapes and sizes, that has cre-
ated this beautiful patchwork. Whether 
it was a connection at the office, strategy 
surrounding a case, a shared interest, ca-
maraderie at a salon, a conversation on 

a flight, a short call, a planned lunch or 
dinner meeting, a walk in the park or a 
chance encounter at an event or seminar, 
I have learned from these experiences. Al-
though this wisdom was not transferred 
in a formalized fashion, a connection was 
established and an imprint was made on 
my life.

There are so many valuable connec-
tions to be made, if encounters are ap-
proached as more than mere transactions. 
Mentoring can be found at all stages of 
life and in numerous forms. The Tran-
sition Into Law Practice Program was in 
the early stages of development when I 
graduated from law school. Therefore, I 
was not afforded the wonderful opportu-
nity to participate in Georgia’s formalized 
mentoring and continuing legal educa-
tion program. The advice, guidance and 
support I received resulted from seren-
dipitous encounters and intentional en-
gagements interspersed throughout my 
life. Nevertheless, my existence has been 
thoroughly enriched. These experiences 
have served to aid my professional and 
personal journey in much the same man-
ner as a formalized mentoring program. 
There is tremendous value in both for-
mal and informal mentoring. It is the sum
of both, intricately woven throughout
our lives, that leads to enduring growth 
and development. 

Michelle E. West

Director, Transition Into Law 
Practice Program
State Bar of Georgia

michellew@gabar.org
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The  Georgia  Lawyers  Helping  Lawyers  program  is  a  peer‐to‐peer  support  initiative  for  Bar 
members  who  are  struggling  with  issues  ranging  from  mental  health  to  substance  use  to 
work/life balance to elder care ‐ the gamut.  Recent studies show that lawyers nationwide are 
deeply affected ‐‐ between 21 and 36 percent qualify as problem drinkers and approximately 28 
percent, 19 percent, and 23 percent struggle with some level of depression, anxiety and stress, 
respectively  (all  self‐reported,  so  the  actual  statistics  are  likely  higher).  It  is most  concerning 
that  younger  lawyers  in  the  first  ten  years  of  practice  and  those  working  in  private  firms 
experience the highest rates of problem drinking and depression.  

The peer program is a grass roots effort to address these problems  in our State by building a 
robust base of volunteers who are members of the Bar to provide a friendly ear and words of 
support  to  those  who  are  struggling.  Signing  up  as  a  volunteer  is  easy  –  go  to 
www.georgialhl.org,  click  the  volunteer  button,  and  you will  be walked  through  the  process. 
Once  signed  up,  volunteers will  need  to  complete  the  requisite  training  (receiving  1  hour  of 
professionalism  CLE  credit  and  1  hour  of  ethics  CLE  credit!).   Training  will  be  available 
throughout the year through video available on the Bar’s website. 

Signing up to use the service is equally simple ‐ – go to the same website www.georgialhl.org, 
click  the member button,  and you will  be walked  through  the process of  selecting  your peer 
volunteer. 

Confidentiality  has  always  been  a  huge  concern  for  lawyers  seeking  assistance  in  Georgia, 
resulting in a utilization rate of less than 1% of the services provided by the Lawyers Assistance 
Program.   Yet  we  know  that  our  colleagues  are  suffering  –  there  were  four  lawyer  suicides 
known to the Bar in 2012/2013 alone (the most recent year for reporting).  For this reason, the 
peer  program  was  designed  to  be  able  to  assure  volunteers  that  confidentiality  will  be 
maintained.   Volunteers’ names and contact  information will not be available on the website, 
only identified by a peer number. We have the following assurance from the Office of General 
Counsel of the State Bar as well:  

“It’s  better  for  everyone—clients,  the  Bar  and  the  lawyer  him[her]self—when  a  lawyer  seeks 
help for mental health or substance abuse issues. The Bar encourages lawyers to get treatment 
or assistance when they need it.  A request for help is confidential, and the Office of the General 
Counsel is not informed when a lawyer seeks help through the Program.” 

Many people who feel that they cannot personally relate to mental health or addiction issues 
can relate to the work/life balance/stress component, or to those struggling to help a spouse, 
child or other family member who has mental health and/or addiction issues. We are looking 
for those folks as volunteers, as well as people of good will who just want to help. We are also 
looking to help lawyers struggling with any or all of those issues or anything else that may be 
troubling them – there is no threshold requirement for utilizing the Lawyers Helping Lawyers 
service. 
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7/30/2018 Georgia Lawyers Helping Lawyers – Volunteer Program

https://www.georgialhl.org/

 

Having issues with depression? Anxiety? Alcohol or substance abuse? Work/life
balance? The stress of supporting a family member with these or other issues?
Request a peer volunteer now.

Lawyers Helping Lawyers is a volunteer peer support program created by the Lawyer
Assistance Committee of the State Bar of Georgia to give additional tools to members who
might bene�t from a peer to talk to about the di�culties in their lives. Peer support
generally involves people sharing similar experiences with an illness or condition. Drawing
on the unique shared experience of practicing law, others may volunteer as well.

Peer support can take many forms – phone calls, text messaging, group meetings,
individual meetings over a cup of co�ee or a meal, going for walks together, or other
common activities. There is no “one size �ts all” approach or uniform strategy for peer
support. Overall, peer support complements and enhances other health care services by
creating emotional, social and practical assistance.

If you are unable to complete the online form or would like immediate
assistance, please call the LAP hotline at 800-327-9631.

IF THIS IS AN EMERGENCY, DIAL 911 NOW.

 MEMBER ASSISTANCE REQUEST  VOLUNTEER SIGNUP

CONFIDENTIALITY: All identifying disclosures will be held in the con�dential and secure encrypted database of CorpCare, the Program’s clinical consultant, and in accordance with the Lawyers Helping Lawyers Policies and
Guidelines, including the following process for guarding anonymity. When a Participant initiates the Peer selection process, he/she will not be provided with names, only raw data with a code number attached. If he/she selects a
volunteer’s code number, the volunteer will be contacted with a request to serve as a Peer. If the volunteer accepts, he/she will be given the Participant’s contact information and will be responsible for the initial outreach and
contact. Only CorpCare will have the code that links code numbers to names.

Copyright 2018 Lawyers Helping Lawyers | Lawyers Helping Lawyers Policies & Guidelines  
A component of the Lawyers Assistance Program of the State Bar of Georgia | All Rights Reserved
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Malpractice, Cyber Risk and
Claim Prevention

ICLE Group Mentoring
August 16, 2016

Douglas V. Chandler, Chandler & Moore Law, LLC
Edward F. Alden, Alden & Associates, Inc.

TILPP: What We Will Cover

 Time Records

 Records of Client-Related Expenses

 Escrow or Trust Account and Handling of Client Funds

 Filing System

 Document Retention Plan

 Calendar and Reminder Systems

 Information Technology Systems

 Role/responsibilities of paralegals/secretaries 

2

Agenda

 Introduction

 Preventing Issues

 Professional Liability and Privacy Liability

 Addressing Issues

 Case Studies

 Tips for Avoiding Problems

 Q&A

3
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Introductions

Douglas Chandler
Board Certified Legal Malpractice Attorney
Co-Founder, Chandler & Moore Law, LLC
douglas@chandlermoorelaw.com
www.chandlermoorelaw.com
Tel: 404-593-2670

Edward F. Alden, CPCU, ARM, CIC
President, Alden and Associates, Inc.
edalden@aaapl.com
Tel: 770-518-9943

4

Here’s What Your Clients are Thinking

 If they win
• I could have gotten more money

• This took too much time

• This was too expensive

 If they lose
• Who can I blame?

• Why didn’t my lawyer settle/litigate?

• How can I get more money?

5

Preventing Issues from Occurring 

 Client screening and intake

 Engagement letters

 Communication and confidentiality

 Billing 

 File management

6
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Prevention – Screening and Intake

 Conflict checks

 Meet the client

 Look for red flags along with opportunities
• Individual – emotions, trustworthiness

• Matter – within expertise

• Timing – chance to succeed

• Resources – time, money

 Decide

7

Prevention – Engagement Letters

 When is a client a client? Circumstance check

 Documentation required – for each matter
• Entry point

• Goals

• Scope of work

• Payment terms

• Ending point

 Disengagement and non-engagement letters

8

Prevention – Communication

 Speak the client’s language

 Set objectives

 Utilize engagement letters

 Communicate early and often

 Copy your clients on everything

 Assume all communication is client communication

9
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Prevention – Billing

 Agree in advance – with signature

 Time entries

 Handling trust accounts

• IOLTA, escrow, etc.

• Dangers of comingling funds

 Fee splitting

 Document retention

10

Prevention – File Management

 Technical 

• Storage and backup systems

• The “cloud”

 File numbering

 Opening and closing checklists – samples

 Other critical file components

 Handling client requests for files

11

12

Prevention – File Protection -- Our Firm 
Will Never Be Hacked!

“You're Going to Be Hacked, So Take Precautions”

Attorney General Sam Olens, The Daily Report, 10/26/2015
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Sample File Opening Checklist

Conflict check

Letter of engagement

Client intake activity summary

List of needed records or docs (police report, 

credit report, medical release, etc.)

Signature of assigned attorney

13

Sample File Closing Checklist

 Letter of disengagement

 List of original docs to be forwarded to client

 Original docs that were scanned in, with date, initials

 Record purge/destruction date – per Bar Rules and E&O 
carrier

 Client notice of pending destruction of files

 List of docs that were purged/destroyed

 Signature of assigned attorney

14

Professional Liability and Privacy Liability

 Errors and Omissions applications and policies

 Understanding key terminology

• Occurrence vs. Claims Made

• Prior Acts vs. Tail Coverage

 Are you (and your co-counsel) really covered?

 Importance of disclosure and notification

 Coverage – complications, denial, cancellation

15
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The Claims-Made Policy – Language 

 Pays or indemnifies for damages the insured is legally obligated to pay

 Mandatory elements to trigger coverage
• Incident insured receives or becomes aware of a potential claim during the policy period

• Claim first made against the insured during the policy period

• Reported to the insurance company

 Coverage subject to:
• Attorney's/firm's Prior Acts Exclusion (aka Retroactive) date

• Terms and conditions of the policy including the duties of the insured

 Defense costs included within the limits of liability (inclusive), or in addition to the 
limits of liability

16

The Claims-Made Policy – Coverage 

Prior Exposure 
(Prior Acts)

Post Policy
“Tail” Coverage 

17

Current Policy Period

Effective Date/
Prior Acts Exclusion Date Expiration Date

The Claims-Made Policy – Pricing

 Must have a starting point or effective date

 Premium increases to reflect the additional exposure

 Goal is to reach “full prior acts” status, premium levels off

18
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Professional Liability and Privacy Liability

 Best times to review

• Now – Become familiar with policy.

• Renewal-Annually

• Change to practice or practice areas

• Change to engagement value

19

What if a Claim or Complaint is Filed?

Don’t Panic! 

 Appropriate, timely response to carrier and client is critical

 Communication is critical, but not necessarily from you

• Seek competent advice

• Read your policy – incident vs. claim

 For Bar grievances

• Goal is dismissal with no action taken, or at least confidential

• 3-step process  

 Every mistake does not make a viable malpractice claim

• 4 elements

20

Traps and Pitfalls

Cyber-Specific Coverage Forms 

 Lack of standardization

 Applications. Metrics 

 Depth of technical expertise required

 The “other insurance" clause

 Warranty or representative application
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Response Team: Your QRF!

Quick Reactionary Force

 Team identified prior to breach or incident

 Law firm as strategic partner, coordinator, and facilitator

 Maintain attorney/client privilege for all communications

 Forensics team

 Crisis management team

Case Studies - 1

Opposing counsel calls you the day after 

interrogatory responses are due and asks for an 

extension. You say, “Sure” and just let it go. 

23

Case Studies - 2

Half-way through a case, your client replaces 

you with another lawyer. The client owes you a 

lot of money so you refuse to turn over the files 

until payment is made.

24
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Case Studies - 3

Douglas Chandler gives out your name to 

another person, and you land a high-profile 

divorce case. In appreciation, you give Douglas a 

$50 gift certificate to iHop.

25

Chandler’s Top 10 Tips

Minimizing your personal and professional liability

1. Know the Rules

2. Plan for the worst and hope for the best – have your personal and 

professional policies reviewed

3. Know thy clients – meet them, trust  your gut instincts

4. Copy thy clients – whatever you send or receive

5. Communicate early and often – put it in writing, don’t  “ASS-U-ME” 

anything

26

Chandler’s Top 10 Tips, cont.

Minimizing your personal/professional liability

6. Track everything – proper calendaring

7. Report every incident and claim no matter how trivial or meritless 

8. You can’t please everyone – beware of business conflicts, yours and 

others – fiduciary sniff test

9. When in doubt seek out professional advice or free hotline alternatives – 2 

hours and $200 or 2 years and $200,000

10. Admit mistakes and take responsibility

27
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www.chandlermoorelaw.com

Any Questions?

Thank You!
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PART 1 – INTRODUCTION 
  
 Benjamin Franklin said it best when he stated, “an ounce of prevention is worth a 
pound of cure,” to express that it was better to prevent a problem from occurring than to 
fix it afterwards. Although this expression was actually fire-fighting advice, it is very 
much applicable to the practice of law, where we put out fires of a different kind. Indeed, 
a little preparation to keep one’s law practice from going astray ethically in the first 
place is better than having to do a lot of work to fix it once a problem occurs. The cost of 
prevention is miniscule compared to the financial cost, time lost, and opportunity cost of 
defending a claim or grievance.  
 

Many lawyers think very little about ethical and professional liability dilemmas that 
may arise in their daily practice and invest little in cost-effective risk prevention 
programs. Consequently, one in twenty-three lawyers will face a potential malpractice 
claim each year. Moreover, nearly eighty percent (80%) of all legal-malpractice claims 
arise out of communication issues. This paper provides strong evidence that investing in 
our professional health, by being prevention minded, will yield huge payoffs in the 
future. 

 
At the core of risk management for attorneys in Georgia are the Georgia Rules of 

Professional Conduct (“Rules”). The Rules may be found here: 
 www.gabar.org/barrules/georgia-rules-of-professional-conduct.cfm.  

 
As one of the few professions that are given the power to self-govern, much is 

expected of its members: competence (a combination of knowledge and skills); 
professional conduct (confidentiality, fairness); commitment to duty above self-interest 
or personal gain (conflict of interest); and an independence from external interference. 
The primary purpose of lawyer self-regulation is to protect the public from harm.  
 
 The remaining parts of this paper demonstrate that a sound understanding of the 
Rules is a prerequisite to successfully managing one’s risks and reaching the ethical 
ideals of our profession. To that end, this paper provides in Part 2, highlights of the 
most common issues experienced by lawyers as a means to preventing ethical and 
liability problems.  Part 3 then recommends ways to address ethical and liability 
problems that may arise and discusses the basics of professional liability insurance. 
Finally, this paper concludes, in Part 4, with a list of Top Ten Tips for preventing 
problems for lawyers as a means to consolidate the issues discussed throughout the 
paper. 
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PART 2 – PREVENTING ETHICAL PROBLEMS, THE FUNDAMENTALS 
 
 In order to know how to prevent ethical problems from arising, one must first 
understand and internalize both the Rules and the context in which potential problems 
generally appear. 
 
 Prosecuting and defending other lawyers over the past 17 years, the most frequently 
observed issues fall into what can be referred to as the 4 Cs:  

 Communication 

 Confidentiality 

 Conflicts of interest 

 Control of client file management and maintenance (i.e. law practice 
management) 

 
 This section will discuss ways to minimize your risk and liability as you initiate, 
build, and complete your client relationships.  
 
 
A. Communication – The Foundation of Every Relationship 

 Effective communication with a client at all stages of an attorney-client relationship 
minimizes the chances of ethical and professional liability problems, in turn, best serves 
the client’s interests. An attorney’s duty to communicate with his client serves as a 
cornerstone in building a rewarding attorney-client relationship, and is a prerequisite 
for all other Rules (duty to inform, diligence, confidentiality, fees/billing, record 
keeping, etc.). The rest of Section A will highlight important types of communications, 
perhaps more importantly, setting client expectations. 
 
 In November 2011, the Georgia Bar adopted something closer to the ABA model 
rules of professional conduct. Now Rule 1.4 more clearly defines what, when, and how 
you should communicate. Following their own Rules, the Georgia Bar even created Rule 
1.0 (Terminology) which defines terms like confirmed in writing, informed consent, and 
writing/written.  
 
 Although Rule 1.4 deals with how we communicate with clients, don’t lose sight of 
the fact that good communication also involves active listening. As my good friend, 
Senior Judge Ralph Hill from the Lookout Mountain Circuit  reminded me, 
communication, involves listening to clients more than we speak to them. 
 
 Here are five things you can do to help avoid conflict and improve the quality of 
your client communications:  

1. Set objectives. Just like any other business initiative, you need to have a 
defined beginning and ending point in order to be successful. Discuss each 
client’s goals and expected outcomes. After carefully listening to a client, set 
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realistic objectives, including the projected financial investment and strategy 
required to achieve them. Then manage to those objectives. If anything changes 
(doesn’t it always) related to the case or client demands, change the objectives to 
document the course adjustment.  

2. Communicate early and often. Keep oral and written communications clear, 
concise, congenial, and timely to the circumstances. Also, keep it factual, but not 
too technical. You don’t want to impede the client’s ability to make an informed 
decision and give their informed consent by communicating in legalese. Explain 
and give examples, but state that you are explaining. Express opinions, but 
specifically state that as well, and make clear that opinions may vary. Provide 
equal priority, emphasis and energy to good news and bad news. You don’t want 
a client later saying you left out an important element or failed to communicate in 
a timely manner, thereby preventing her from giving her informed consent or 
making an important decision. 

3. Copy your clients on everything. Why not operate in a fully transparent 
environment? Your clients will be able to see everything that you’re doing, 
helping justify those fees and expenses. By sending clients a copy of what you 
send out as well as what you receive from the other side, it automatically keeps 
clients up to date, providing a roadmap and helping them see progress toward 
clearly defined objectives. It’s also easier than producing separate summaries. No 
letter of explanation is necessarily required when you copy a client on a 
communication, although a sentence or two of explanation may be helpful, and 
always invite follow up questions from the client. 

4. Utilize engagement letters with every client. Define a beginning point, 
objectives, scope of work, payment terms, and an end point (disengagement 
letter) for each client. If the “beginning” never occurs, then send a non-
engagement letter clarifying that no representation was undertaken and no duties 
are owed by you to the client. Every relevant consultation ought to have some go 
or no-go documentation. Periodically review your prospect file and issue 
appropriate letters to avoid getting burned by an implied relationship. 

5. Assume all communication is client communication. Anything you write 
about a client (paper or electronic) may be seen by that client at a later time, 
whether on purpose or by accident. Don’t ever write something that you don’t 
want to be cross-examined about under oath on the stand. 

 
 Finally, if a client asks you to do something you ethically, morally, or legally can’t 
do, immediately communicate that and let her know specifically why you can’t. For 
example, if a client reveals she is going to lie during her deposition, advise her that 
doing so would create a conflict because you cannot condone such actions under the 
Georgia Rules of Professional Conduct. 
 

If the client persists on the improper behavior, then promptly send a disengagement 
letter. 
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B. Client Screening & Intake 

 A primary goal of screening clients, in the context of minimizing risks and 
preventing ethical problems, is to identify potentially problematic clients at the very 
outset. Then, an attorney may assess the identified risks with any potential benefits in 
deciding whether to undertake the representation. It is much easier to decline to 
represent a potentially problematic client than to extricate yourself later from an actual 
problem during representation. 
 
General factors involved in consideration of potential clients are:  

 The potential client’s character, demeanor, or motivation. 

 The case subject matter. 

 The attorney’s available resources and expertise. 

 The number of prior attorneys consulted.  
 
These will be discussed in turn below. 
 
 Generally, it is ideal to screen every client in person before agreeing to undertake 
representation.  Discussing facts (without violating confidentiality) with colleagues 
before undertaking representation is also recommended. 
 
 Subsequent to the client screening process and prior to undertaking representation, 
an attorney must have a thorough understanding of the prospective client’s background 
and motivation. Listen closely to the responses to the questions presented and watch for 
the warning signs, or “red-flags,” like an improper purpose for hiring counsel, financial 
inability to retain legal counsel, or questionable business ethics. Trust your gut and act 
on your instincts. 
 
 If there is not enough time to properly screen a potential client, then enter into a 
limited engagement for review and investigation only. Do think twice when 
contemplating a potential case close to a statute of limitations deadline. After 
undertaking a limited representation for investigation and screening purposes, if you 
decide to pass on a case, you should send a disengagement letter in plenty of time for the 
now former client to find alternative counsel.  
 
 Next, be wary of taking cases outside your area of expertise, as defined by Rule 1.1. 
There are many cautionary tales for attorneys on this and a new attorney should seek 
advice from a supervising attorney, lest he become a statistic on what not to do. 
Nevertheless, there is no need to live in constant fear of taking on cases or new areas of 
law. Think about associating co-counsel on a matter when you are not 100% comfortable 
going alone. 
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 Finally, if following a meeting with the potential client you decide NOT to undertake 
representation, then a non-engagement letter should be sent promptly. In particular, 
consider noting any near-term statutes and urge the potential client to seek other 
counsel, as time is of the essence.  You do not ever want someone claiming that you 
caused them to delay and thereby compromised the viability of their legal matter. 
 
 Here are some factors and potential red flags to consider when evaluating a 
potential client - the person - and not his legal matter: 

1. Individual – Potential client’s emotional behavior and tendencies (irrational, 
confrontational, volatile, too needy, improper motive) or family/friends (you may 
have your ethical guard down). 

2. Legal Matter – Matter is in/outside your area of expertise versus having  
co-counsel. 

3. Timing – Is it a late 9th-inning matter? Avoid rushing and making errors, unless 
you enjoy interacting with the State Bar Grievance Counsel or Investigative Panel 
committee members. 

4. Resources – Availability of resources (time, money) and talent for handling the 
matter compared to the case worth and potential cost. 

5. Number of Prior Consultations – How many attorneys were contacted prior 
to you, and why did those attorneys not undertake representation? 

 
   Remember that your client relationships may impact your entire firm. Under Rule 
1.10 (Imputed Disqualification) in conjunction with any of the Rules on conflicts, the 
attorney could prevent his law firm from representing a big client (i.e. XYZ Corporation) 
because a claim is brought by this other “client” against the corporation. 
 
 When dealing with prospective clients, improper communication can give rise to an 
unintentional or implied attorney-client relationship. Whether an actual relationship is 
formed or not depends on the circumstances. While details are found in case law rather 
than Rules or statutes, the following is an incomplete list of circumstances where 
someone could more strongly argue you owe duties to the person: 

 A person sends money. 

 Confidential information is shared and questions asked within your practice area. 

 Specific advice is given to an individual’s fact pattern and you practice in that 
area of law (ex. Your customer… as opposed to: A customer…). 

 Prior representation of the same potential client in a different matter. 

 You agree to do a “favor” for the potential client. 

 It is reasonable for a “client” to believe you are his lawyer. The reasonableness of 
the attorney’s opinion of relationship is not relevant. 
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C. Engagement Letters 

 A primary purpose in the use of engagement letters is to establish an overall 
framework for your relationship with your clients. Clear engagement letters should 
define: 

1. The beginning point of the representation. 

2. Objectives. 

3. Scope of work – What you agree and do NOT agree to do for the client. 

4. Payment terms. 

5. Dispute provisions. 

6. End point – Followed by a separate disengagement letter. 
 
 In all matters, sending engagement letters may be good law practice, despite the fact 
that they may not be required. After all, consistency in this regard can be a good thing. 
 
 If the “beginning” never occurs, avoid the uncertainty or risk of having an attorney-
client relationship imputed by sending a non-engagement letter. Every relevant 
consultation ought to have some go or no-go documentation. Remember, some people 
consider one visit to an attorney’s office enough to establish an attorney-client 
relationship. In addition, others will believe that your duties to them continue beyond 
the conclusion of the case or engagement. Even if the client is a repeat business client, 
send a matter conclusion confirmation letter, which welcomes the client’s retaining you 
for future work. 
 
 In the case where one has a long-standing client, do clarify the scope of each matter 
undertaken and open up a new matter in your filing or practice management system. Do 
be wary of the Newell Recycling case,2 however, and consider using engagement letter 
language supplied by Kim Jackson, Esq. (see Appendix 3) in response to the Newell 
Recycling decision extending the limitations period for legal malpractice claims under 
certain circumstances. The State Bar of Georgia has a Law Practice Management 
division which provides examples of engagement letters, or consult with your mentor 
and/or other colleagues for examples to fit a particular attorney-client engagement.  
 

Simply put, document everything! Document religiously each and every client intake 
process, every engagement, major client decisions, and the work completed on the case. 

                                                      
 
2 See Newell Recycling of Atlanta, Inc. v. Jordon Jones and Goulding, Inc., 317 Ga.App. 464 (2012) (cert. 

denied Jan. 2013)  
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Clients are often elated when you win a case for them or successfully represent their 
interests. The inverse is true when a case or transaction does not end favorably for a 
client. The disappointment and discouragement associated with a negative outcome can 
reach a level of anger and aggressiveness where the client may claim one of a number of 
transgressions, including: 

 You did not do your job. 

 You did not earn your money. 

 You did not object when you should have. 

 You did not present all available evidence. 

 You abandoned me. 

 You did not meet the required level of skill and care practiced by other attorneys 
in the State of Georgia on a day-to-day basis.   

 
 This may be a genuine feeling, or it may be a scare tactic to avoid paying you money 
owed in addition to the paid retainer. Regardless of the merit or the reasons, this is 
where a bar complaint or a malpractice claim can easily stir things up and cause you a 
lot of trouble. 
 

Clear and concise documentation can work in your favor on many levels. First, your 
documentation may decrease any chance of a grievance or claim gaining any traction. 
Often the former client’s complaints will simply be perceived as the release of pent up 
emotions, and you can be released on a dispositive motion. 

 
Second, superior documentation may decrease the time you will need to devote to 

the threat of a Bar grievance or malpractice claim. Would you rather be spending 40-80 
hours or more attempting to defend yourself, or use that time to work on billable, 
productive client matters?  
 

Finally, detailed documentation utilized throughout the representation also 
decreases the likelihood that your insurance company will penalize you for any matters 
brought against you. Penalties include denial of coverage, denial of defense costs, 
premium increases, non-renewal, or outright policy cancellation.   

 
 
D. Confidentiality 

 Whenever there is communication with a client or even a potential client, a duty of 
confidentiality attaches to the matter discussed or information obtained in the course of 
the conversation or representation.  Confidentiality survives the ending of the attorney-
client relationship. 
 
 Confidentiality must be respected for prospective clients, current clients, and former 
clients. It is worth noting here that confidentiality can be more restrictive than even the 
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requirements of the attorney-client privilege. In other words, a client’s desire not to 
waive confidentiality can cause a conflict which could prevent the lawyer’s undertaking 
representation or continuing representation. For example, one client’s insistence that 
certain information be kept confidential from another client in the same matter usually 
leads to a lawyer being forced to withdraw from representation of both, as duty of 
confidence is in conflict with duty to inform. Some authorities even take the position 
that the identity of potential clients and actual clients is confidential and may not be 
shared. 
 

With an increase in the use of cloud-based computing and mobile devices, the 
likelihood of a law firm’s computer systems being hacked is not as uncommon as one 
may expect. A recent article by the ABA mentioned that several large US law firms 
reported experiencing hacker attacks on their servers. Data breach coverage is not 
clearly addressed on many Lawyers Professional Liability (“LPL”) policies. Some 
contend that LPL coverage already exists for 3rd party liability claims, as the lawyer/law 
firm has breached its fiduciary duties owed to the client. While this is a likely scenario 
with many LPL policies, you should verify with your carrier. 
 

Some LPL policies now expressly provide (and limit) coverage for data breaches. 
Other policies specifically exclude any type of data breach or related financial harm 
language in order avoid covering this type of exposure to loss. If your policy does not 
specifically mention data breaches, ask whether the coverage form or insurance contract 
includes coverage for a fiduciary relationship beyond the dispensing of legal advice. 
Some policies will clearly define this relationship as covered whereas other policies will 
be silent. One thing is certain –the Lawyers Professional Liability policy will NOT 
provide coverage for 1st party claims, i.e. statutory compliance with notification 
requirements to the law firms. 
 
 
E. Billing Procedures 

 The process of preparing, dispatching, and maintaining billing records, however 
mundane, triggers very important Rules for reasonable fees and expenses, and 
mandatory record keeping.  
  
 While preparing billing records, an attorney must do so with an eye toward Rule 1.5 
as fees and expenses must be reasonable. Rule 1.5 lists 6-8 factors which should be 
considered when determining whether a lawyer’s fees and expenses are reasonable. 
 
 With respect to settlement statements, Rule 1.5 also provides that a written 
settlement statement is required for contingency cases to be sent to and approved by the 
client. A good practice pointer is to get the client signature and have the client’s 
signature notarized on every settlement statement. 
 
 For those attorneys handling Interest On Lawyer Trust Accounts (IOLTA), Rules 
1.15(II) and 1.15(III) govern how unearned client money is maintained in trust by an 
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attorney or a firm. An attorney is required to produce IOLTA account records to the Bar 
when requested. And together with the maximum statute of limitation of 6 years for 
attorney’s professional liability, the retention period for IOLTA related files should be 
for 6 years. This includes bank account records and client file materials. It is important 
to emphasize that comingling operating account funds with escrow or trust account 
(IOLTA) funds is a violation of the Bar Rules governing fees. Moreover, the principle 
underlying the prohibition on commingling of funds also covers commingling personal 
funds. 
 
 When time is kept to bill against an IOLTA account, the time should be kept in the 
ordinary course of business so as to become an exception to the hearsay rule. This is 
very important when trying to prove fees in litigation. 
 

In recent months, there have been reports of lawyer and non-lawyer staff members 
stealing firm and client monies. In fact, employee dishonesty is one of the fastest 
growing white collar crimes in the United States. A quick online search of the Fulton 
County Daily Report for “employee dishonesty” will show multiple stories of how law 
firms, as well as solo practitioners, have been put in very poor positions after 
discovering that long-term employees have been pilfering hundreds of thousands of 
dollars over a period of years. Insurance coverage for employee dishonesty, fraud, and 
crime does exist. Often however, lawyers shun coverage stating “This would never 
happen to us.”  

 
 Control measures should be implemented so that no individual can deposit money, 
reconcile accounts, write checks, or process client credit card payments. An added risk is 
presented when there is a lack of vigilance in supervising control over credit card 
merchant accounts associated with an attorney’s or firm’s IOLTA or operating accounts. 
It is a best practice to have at least 3 separate individuals carrying out banking duties. 
While solo practitioners may not have the personnel to implement full controls, they can 
hire outside services to alleviate some of the burden. 
 
 Time entries should also ideally be kept for contingency cases for two reasons: (1) to 
prove your fees for segments of the litigation and overall in the case; and (2) if the 
attorney-client relationship is terminated, then time entry statements will be necessary 
to prove a quantum meruit hourly claim against the former client. 
 
 
F. Avoiding Client Conflicts 

 Conflict may arise at any point during the representation – even at the very 
beginning – prior to substantive representation of the client’s matter. As such, one must 
be vigilant in both recognizing and addressing conflicts.  

 
 The general underpinning of Rules on conflicts is the fact that a lawyer cannot serve 
two masters. Findings of a conflict may lead a court to conclude that the lawyer 
breached one or more of these fiduciary duties:  
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 Duty of candor to his client. 

 Duty to exercise zeal. 

 Duty to exercise undivided loyalty to client.  
 
The finding of a conflict by the Bar can lead to disbarment. 
 
 The Rules as modified in November 2011 require “informed consent” by the clients 
and/or former clients affected by the potential conflict, and require written waiver of a 
conflict ONLY IF waiver is appropriate. There are some occasions pointed out in Rules 
1.7, 1.8, and 1.9 where informed consent waivers to conflicts are NOT allowed. 
 
 Keeping accurate records of all contacts between the firm and clients, witnesses, 
opposing counsel, etc. is truly the only way to run an accurate conflict check. Conflict 
checks should be made before undertaking an interview with a prospective client so as 
to avoid the later inference that confidences were disclosed. Even if there is no potential 
or actual “legal” conflict preventing the undertaking of new representation, ask yourself 
whether there are any potential or actual “relational” conflicts which would prevent you 
from exercising your independent good faith professional judgment as required by the 
conflict Rules. 
 
 If a conflict is proved in a professional liability case, such a finding could lead to the 
following damages: 

1. General damages. 

2. Attorneys’ fees and litigation expenses. 

3. Punitive damages – capped at $250,000 unless specific intent is found whereby 
the cap is removed. 

4. Disgorgement of attorney fees and expenses paid by the client to the lawyer who 
engaged in a conflict and thereby breached fiduciary duties owed to the client. 

 
 

G. File Management and Maintenance 

 While a strong argument certainly could be made for individual approaches to case 
management utilizing a personal system with or without case management software, 
having a standard is a sine qua non in achieving a successful law practice while staying 
clear of ethical dilemmas and managing risk. 
  
File Intake, Closing, and Retention Storage 

 Many of us have been in the situation where either a particular file cannot be found 
or it is incomplete – missing critical information that should be there. Such a scenario is 
perhaps most damaging in the event of a Georgia Bar complaint or even a malpractice 
claim. Please see Appendix 2 for a checklist of things to consider when creating, 
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maintaining, and closing out a case/matter file for your client. Your checklist should 
reflect your type of practice. 
 
 It is considered a best practice to communicate your file retention policy in the 
engagement letter or fee agreement, again at the end of the representation, and again 
just prior to disposing of any file materials.   
 
Client Request for Files 

 Many of us have been in the situation where we undertake representation, legal 
work is in process, and then the client has a change of heart and wants to get her file 
back. Regardless of the reason, there is a fairly clear set of guidelines that you must 
follow in order to steer clear of trouble. 
 
 Client file requests are a fairly common occurrence, but have generated a number of 
GA Bar ethics hotline calls and even Bar complaints. The motivation for requesting the 
file’s return is usually clear: 

 During – not happy with the representation. 

 After – just wants the information for posterity, or wants to file a malpractice 
claim or Bar grievance. 

 
 When a client asks for the file, it’s probably not good news. Knowing this, lawyers 
tend to go on the defensive. Sometimes lawyers try to hold the file hostage for the 
following reasons: 

 As collateral to secure payment of unpaid fees and expenses. 

 Information may be intermingled and the lawyer wants to review and “scrub” the 
files to remove those Post-It notes that say what they really think about the client 
or their case. 

 
 By holding the file you could be putting yourself at risk. Both Rule 1.16(d) and 
Formal advisory opinion (FAO) 87-5 declare that you cannot hold a client’s file hostage 
for any reason, even to secure payment. As a general rule, you are required to hold the 
client’s interests paramount to your own and not prejudice the client’s interests by 
unnecessarily delaying return of the file. In addition, it is imperative that you take all 
reasonable steps to mitigate foreseeable negative consequences to the client by holding 
the file. As a result, you must respond to the client’s request. However, you need not 
respond to all requests immediately, even the ones where you detect a forthcoming 
problem. 
 
 Sometimes an attorney may want to copy the file, especially if she detects a potential 
Bar complaint or lawsuit. Thus, the attorney may request that the client incur the 
expense of the cost to copy. While you can certainly ask for the payment (the best place 
is in the fee agreement), you can’t ultimately require this payment. 
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 A case involving a reputable Atlanta law firm caught considerable attention several 
years ago when the firm refused to return a memorandum to a client. The firm resisted 
claiming work product protection over the document. The Georgia Supreme Court (276 
Ga 571) held that if the document is prepared during the representation, then it belongs 
to the client. Specially concurring, Justice Norman Fletcher pointed out that if the 
lawyer charges for the paper generated, then it is the client’s property.  
 

Generally, the State Bar will tell you that the entire file is client property. However, 
Formal Advisory Opinion 87-5 points out some exceptions. Essentially, you should ask 
yourself whether you charged for the document’s preparation or your thoughts 
memorialized in your notes. If so, you should give it up. Similarly, did you collect or 
create the paper in furtherance of the representation? If so, once again you should 
probably give it up. If, however, you have a well-reasoned objection to producing a 
particular document, a proper objection should be memorialized. During litigation, you 
should object and an in camera inspection should be conducted. 
 
 Upon a client request for files, review your E&O policy definition of a “Claim,” an 
“Incident,” and “Potential Claim” which may trigger an obligation to report the request 
to your E&O carrier. 
 
 Here is something else to consider. A recent Federal Court opinion (770 F.Supp.2d 
1351) reasoned that a malpractice client’s request for the client’s file from the former 
lawyer required the lawyer to put his E&O insurance carrier “on notice” because under 
the lawyer’s malpractice policy the client’s request for the file was interpreted to be a 
“claim” under the policy's definition of “claim.” In the end, the client brought a 
malpractice claim and the Court allowed the E&O carrier to escape coverage. 
 
 Here is a list of general rules of thumb for client file requests: 

 Keep your files clean. Never write anything you would not want to be 
questioned about later under oath. 

 Keep your practice procedures clean and efficient. Run your business as 
if all your clients will request their files. 

 Don’t hold files hostage. Turn them over without additional charges and in a 
timely fashion. 

 Have your clients sign a receipt when they pick up their file materials or 
send clients a transmittal letter with the file for delivery by courier, certified post 
or delivery requiring signature.  How much or how little you put in the file 
transfer letter depends upon the circumstances. 

 Check your E&O policy language. Ensure that you’re providing adequate 
notice of a “potential claim,” “claim” or “incident” to your carrier under the 
specific language of your policy. 

 
 

Chapter 3 
25 of 45



 

H. Responsibility for Non-Lawyer Employees – Your Weakest Link? 

 Consider the following situation. An attorney receives a Georgia Bar complaint, and 
discusses the matter with his counsel by saying, “I didn’t even know that my secretary 
did it. They can’t blame me!”  
 
 What if this had been you? You delegate some fairly routine case work to an 
assistant or paralegal. The assignment then gets lost or sent on your behalf without your 
approval. A deadline is missed or a case goes south. Then your client comes after you 
with a Bar grievance or legal malpractice claim. 
 
 You think, “How can the client (or the GA State Bar) blame me if my assistant made 
the mistake?” We blame others for a living, but it doesn’t work here. The client has every 
right to blame you, and the Bar agrees. As the lawyer, you are the captain of the ship. 
 
 There are three places where this topic is mentioned in the Bar Rules. Rule 5.3 
outlines our responsibilities regarding non-lawyer staff associated with our firms. We 
are expected to have reasonable policies and procedures in place to ensure that our staff 
conforms to the Rules. We need to supervise the staff, monitor activity, and implement 
corrective action when necessary. The same holds true with new attorneys as well. 
 
 This is also discussed in Formal Advisory Opinion (FAO) 21 as well as Formal 
Advisory Opinion 00-2. Of the two opinions, FAO 21 offers guidelines for what the non-
lawyer staff can and can’t do, where FAO 00-2 specifically states that a non-lawyer can’t 
prepare correspondence that threatens legal action or provides legal advice. Both warn 
us not to “assist in the unauthorized practice of law.” 
 
 Here are seven tips for better managing your staff to avoid issues like the one 
mentioned above: 

1. Don’t allow anyone to sign your name other than on a transmittal letter. 

2. Make sure clients, judges, etc. know each employee’s status (i.e., “Law Clerk” in 
signature line). 

3. Have an employee handbook. If you don’t, write something down. The ABA offers 
a publication on handbooks for $13, or call the Georgia Bar Law Practice 
Management Program at 800-334-6865. This not only helps guide employees 
when you are not available for a question, but it also brings continuity to the firm 
when someone is absent. 

4. Train new hires on your policies, even if someone has experience at another firm. 
Sometimes support staff develops bad habits at former employers which can 
haunt you if not addressed. 

5. If there is a questionable action, correct immediately and share with your team. 

6. Set guidelines for communicating confidential information outside of the firm, 
and also within publicly accessed space at your firm. This includes something as 
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innocent as checking in at a confidential client site on four-square or mentioning 
client information in the reception area or public spaces. 

7. Self-assess. Get a Law Practice Management Audit. Do it yourself (the ABA has 
guidelines), or hire a neutral third party. 

 
 Your secretary may have been preparing your legal documents for 25 years and that 
may work today, but if something in a case goes wrong, your client (or the GA Bar) will 
scrutinize your behavior looking for any mistakes. At a minimum, you and other 
supervising attorneys in your firm need to at least be reviewing and rendering the legal 
information and advice, and then signing your own documents. 
 

Employees are typically covered in the definition of "Insured" in the Lawyers 
Professional Liability insurance policy. However, there may be exceptions to note, 
including part-time or moonlighting employees. Policy language often states that the 
only individual doing work an attorney is that attorney exclusively. 
 
 So take responsibility for your employees. Set up a lunch and learn meeting to 
discuss your policies and guidelines. Host a lunch and learn with a quest speaker 
familiar with the topics.  Document the questions and maintain a living document and 
FAQ. Review quarterly or as issues arise. Build a culture where employees are 
comfortable reporting potential issues to their supervising attorneys. As long as the 
mistake doesn’t demonstrate deception or ill-intent, use the situation as a learning 
experience for the staff and move on. 
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PART 3 – ADDRESSING ETHICAL PROBLEMS, THE HOW-TOS 
 
 Part 3 discusses ways to avoid potential ethical problems that may arise, and 
reviews the various features of professional liability insurance (E&O coverage). 
 
 As an attorney, you must know the Georgia Bar Rules and be aware of any changes. 
Then you must tailor your conduct accordingly after assessing the impact of the changes 
to your law practice. Below are the Rules which tend to routinely create problems for 
some lawyers, plus some important Rule and law updates. 
 
A. Georgia Bar Rule Highlights 

This section includes summary information. Please refer to the State Bar of Georgia 
website for the complete text of each Rule. 
 
Rule 1.4 Communication  

Rule 1.4 covers lawyer-client communication in these general areas: 

 Expectation setting and management 

 Decision-making 

 Status updates and information requests 

 Limitation of representation.  
 
 Bar Rule 1.4 confirms “early and often” is the best way to effectively communicate 
with clients. Each lawyer should form reasonable goals, and then maintain an open 
dialog, copying clients on all case-related communications to maintain full 
transparency. This includes the use of engagement as well as non-engagement or 
disengagement letters as circumstances dictate. 
 
 Here are eight tips to improve the effectiveness and efficiency of client 
communication. If everyone followed these guidelines, many client issues (and State Bar 
grievance filings) could be avoided. 

1. Talk to your clients. No one knows the client/case better than you, and it's 
much more efficient to control communication rather than waiting for questions 
to trickle in. Support staff members have their rightful non-lawyer 
responsibilities, but when it comes to discussing the case, the best person for that 
job the lawyer. 

2. Set objectives. Just like any other business initiative, you need to have a 
defined end point in order to be successful. Discuss each client’s goals and 
expected outcomes. Set realistic objectives, including the projected financial 
investment and strategy required to achieve them. Then manage to those 
objectives. If anything changes related to the case or client demands, change the 
objectives to document the course adjustment. 
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3. Communicate early and often. Keep oral and written communications clear, 
concise, congenial, and timely to the circumstances.  Also, keep it factual, but not 
too technical so as to impede the client’s ability to make informed decisions. 
Explain and express opinions, but state that you are doing that.  

4. Treat good news and bad news with equal enthusiasm. Devote equal 
time, energy, and detail to all client communication, regardless of whether the 
client will perceive the information as positive or negative. No case is perfect, so 
set the realistic expectation that each case is an adversarial situation. You'll 
develop a more productive client relationship with fewer surprises during the 
representation (and billing).  

5. Copy your clients on everything. Send a copy of everything received and 
generated on behalf of a client to that client. Many items don't need an involved 
cover message, just a summary such as, "I wanted to keep you updated on your 
case. Please review this motion and let me know by Wednesday if you have any 
questions." If the client later claims you are not communicating, being able to 
show transmittal letters or emails will be helpful in your defense.  

6. Don't surprise your clients. At least in business environments, no one likes 
surprises. Negative surprises, of course, can hurt relationships and generate 
complaints and Bar grievances. Even when the surprise is good news, the effect of 
no advanced warning may diminish the positive impact.  By adequately 
documenting the delivery of communication and news in your time/billing files, 
you can then point clients to the exact date and circumstances by which you 
provided the information. 

7. Utilize engagement letters with every client. Define the beginning point, 
objectives, scope of work, payment terms, and end point (disengagement letter). 
If the “beginning” never occurs, issue non-engagement letters. Every relevant 
consultation ought to have some go or no-go documentation. Periodically review 
your prospect file and issue appropriate letters to avoid getting burned by an 
implied relationship. 

8. Assume all communication is client communication. Anything you write 
about a client (paper or electronic) may be seen at some point by that client, 
whether on purpose or by accident. Don’t ever write something that you don’t 
want to be cross examined about under oath on the stand. 

 
Rule 1.6 Confidentiality 

 Rule 1.6 provides requires a lawyer to keep confidential all information gained in the 
professional relationship with a client, unless the client gives informed consent or the 
Court requires disclosure. That disclosure may also be required to prevent future harm 
or serious injury, or if the lawyer needs to respond to allegations of wrongdoing.  
  
 Comment 4A clarifies Rule 1.6 to include prospective clients. This change should 
serve as an additional incentive to create a confidential file and document all 
prospective client consultations. 
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Rule 1.7 Conflict of Interest: General Rule 

 Rule 1.7 provides that a lawyer cannot represent (or continue to represent) a client 
when a conflict exists with the lawyers own interests or those of another current or 
former client.  
 
 The most common example of a failure to observe conflicts of interest is talking to 
one party involved in a legal action, however innocently, prior to being engaged by the 
opposing party. A systematic firm-wide conflict check (don’t rely on memory) should be 
conducted prior to discussing any new matter. If there is even a hint of conflict, 
additional investigation and disclosures may be prior to beginning or continuing 
representation. 
 
 Informed consent may be obtained in certain situations in order to continue 
representation. Under Rules 1.7 (General Conflict Rule), 1.8 (Prohibited Transactions), 
and 1.9 (Conflict with Former Clients), lawyers must now obtain written informed 
consent.  The real question is whether you have given enough information so that the 
client and/or former client can give their informed consent as defined by the State Bar.  
 
 “Blanket” conflict waivers may no longer be enough to fulfill ethical obligations and 
avoid an allegation of conflicting interests. New and updated Comments help lawyers 
identify which types of conflicts are prohibited. 
 
 Here are some ideas for complying with the new Rules and limiting chances of a 
conflict claim: 

 Conduct conflict checks prior to discussing a new matter. Avoid instant 
consults where possible. 

 Put it in writing. When seeking informed consent, make sure that you supply 
adequate information about risks and alternatives, and offer the opportunity to 
seek a second opinion. 

 Get it in writing. Make each affected client and former client sign the 
disclosure. 

 Prevent unintended imputed conflicts. Keep your associates from offering 
free legal advice to friends. You never know where they work or who they know. 

 Understand the nuances of the term “good faith professional 
judgment.” See Comment [2] in the Rules for some guidance. 

 Stop using human memory as a conflict checking tool. Update your 
database to include witnesses, counsel, judges, and even vendors. If you don’t 
have a database, implement one. 
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Rule 1.15(II) Safekeeping Property - Trust/IOLTA Account 

 Rule 1.15(II) discusses the requirements for use and maintenance of client trust 
accounts. Even well intentioned lawyers are not immune potential issues. For example, 
a narrow window of time between the deposit of client funds and the lawyer’s fee 
withdrawal may trigger scrutiny from the State Bar.  
 
 As fiduciaries, lawyers must ensure that deposited funds are cleared on the amounts 
prior to drafting checks against them. Don’t “roll the dice” by writing trust account 
checks before deposited funds are cleared and available in the hopes that the needed 
funds will be there by the time those checks are presented for payment.  
 
Rule 1.16 Declining or Terminating Representation 

 The best practice is to treat case withdrawals like new engagements. Contact the 
client, set up a meeting, present reasonable rationale for the change, and then follow up 
with a written confirmation. Clear communication builds trust and respect, which could 
result in future business or referrals. 
 
 Part of the termination process may involve a client file request. Incorrect responses 
to client file requests have generated a number of GA Bar ethics hotline calls and 
sometimes even Bar complaints. The client motivation may involve lack of satisfaction 
in their representation, or simply the interest in retaining the information for posterity.  
 
 Both the Rule 1.16(d) and FAO 87-5 confirm that lawyers cannot hold a file 
“hostage” for any reason, even to secure payment. As a general rule, lawyers are 
required to hold client interests paramount to their own and to not prejudice those 
interests. It is acceptable to copy the file, especially if the lawyer is concerned about a 
potential Bar complaint or lawsuit. Some general file maintenance tips are listed above 
in Part 2, Section G.  
 

Rule 8.4 Misconduct 

 Rule 8.4 prohibits lawyers from “engaging in professional conduct involving 
dishonesty, fraud, deceit or misrepresentation.” Lawyers make mistakes. When you do, 
admit it, take responsibility, get competent advice, and work with clients and your 
carrier to resolve any potential issues.  
 
 
B. Georgia Law & Bar Rule Updates 

Rule 7.2 Advertising  

 The core of Rule 7.2 has not changed, and attorneys can still advertise through a 
wide variety of media. The amended Rule now incorporates requirements for disclosing 
additional details about the lawyer or law firm and business practices, including 
identity, location, referral practices, spokespersons, and fees. Gone are the days of 
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microscopic text, as disclosures must now be legible and intelligible by an average 
person. This includes verbal disclosures, like in radio and TV ads, as well. 
 
  
Here is a brief summary of the Rule 7.2 disclosure updates: 

 Identity and location. Ads must include the name, address, and phone 
number of the attorney or firm that purchased the ads. This includes the physical 
location of the "principal bona fide office," or if there is no office, the address 
listed with the Georgia Bar. Referral services also must disclose this information. 

 Referral practice. The lawyer or firm must disclose if the majority of cases will 
be referred to other attorneys. TV lawyers take note... 

 Spokespersons. Any portrayal of a lawyer or a client by someone other than the 
actual lawyer or client must be disclosed. This includes non-attorney 
spokespersons and paid endorsements. 

 Fees. Attorneys advertising fixed-fee services must make available to the public a 
document that clearly describes the scope of each advertised service. 

 Appearance. Advertisements that appear to be legal documents, notices, or 
contracts must include a prominent disclosure that they are only advertisements. 

 
O.C.G.A. § 33-24-53 - Prohibition Against Running”  

 A new Georgia law, O.C.G.A. § 33-24-53, was passed better defining and penalizing 
the illegal practice known as "running" –  paying a non-lawyer to solicit business for a 
law firm or health care provider. The law provides for tough penalties for associating 
with runner schemes. 
 
 The penalties defined in O.C.G.A. § 33-24-53, are specific, severe, and cover all 
participants in the criminal activity, including the practitioners, runners, staff, etc.: 

 First offense. Misdemeanor conviction, at least 30 days in jail, up to $1,000 
fine. 

 Subsequent offenses. Felony conviction, up to 10 years in jail, up to $100,000 
fine per violation. 

 
 Before O.C.G.A. § 33-24-53, the only recourse was to file a Bar complaint based on 
Rule 7.3(c) Direct Contact With Prospective Clients. Now, a District Attorney or Solicitor 
can pursue any lead, open a case, find witnesses, and go after the violators in quick 
fashion. 
 
 With O.C.G.A. § 33-24-53, the Bar now has a better opportunity to expedite 
disciplinary action against attorneys that are in violation of this law. Please view the 
Georgia General Assembly website for full details. 
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C. Insurance Coverage 

There are in excess of 15 insurance companies providing some type of legal 
malpractice coverage in the state of Georgia. Some carriers offer coverage to a broad set 
of firms and practice areas, while other carriers are very restrictive. When purchasing 
professional liability insurance, lawyers pay in advance for a promise. The insurance 
company makes a promise that it will provide for a covered lawyer’s defense against the 
allegation of an act, error or omission that could lead to a claim of malpractice. 
Additionally, the insurance company will make a disbursement to a policy holder or on 
the holder’s behalf under certain well-defined circumstances that are written in to the 
policy.  
 
Admitted and Non-Admitted Insurance Companies 

Insurance companies generally fall into two categories, admitted and non-admitted. 
Admitted insurance carriers are closely regulated by the state of Georgia as well as the 
state of domicile. Rates, policy language and distribution systems are regulated or at 
least influenced by the State of Georgia Insurance Commissioner’s Office. Complaints 
can be made to the Commissioner’s office if policyholder services, claims handling, or 
claims defense costs become such an issue that a regulator’s involvement is required. 
 

Non-admitted insurance carriers are an integral part of the marketplace, as they 
often provide coverage not available through admitted carriers. Admitted companies 
may limit certain coverage due the inability to make a profit after state regulations and 
mandates, or they may lack underwriting expertise available in the standard insurance 
companies.  Non-admitted carriers may provide coverage options for hard-to-place 
firms that experience high claims activity or have unique circumstances.  Non-admitted 
insurance companies are regulated ONLY by the state in which they are domiciled. The 
most well-known non-admitted insurance provider is Lloyds of London.   
 

Underwriting considerations, guidelines, and variables impacting the availability 
and cost of a policy include: 

1. Attorney experience. 

2. Area of practice. Frequency and severity of claims experience in the aggregate. 

3. Claims/Bar complaint history. 

4. Extra coverage. For example, DEOL, first dollar defense, aggregate versus per-
claim deductibles, controlling interest percentage ceiling, EPLI, etc. 

5. Insurance marketplace and the general economy. 
 

The type of policies offered and sold to attorneys is also commonly referred to as 
Lawyers Professional Liability (LPL) Insurance but it is also known as Malpractice or 
Errors and Omissions (E&O). Protection gained from an E&O/LPL policy is especially 
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important in today’s litigious culture. An E&O/LPL policy will defend the covered 
attorney(s) against litigation and in the event of a loss (i.e. court judgment awarded 
against the holder), for claims up to the stated amount of the policy limit.   
 

All E&O/LPL policies are carefully limited to a stated policy upper limit that the 
insurance provider may be obligated to pay. In most E&O/LPL policies today, the 
defense costs are charged against the policy and thereby reduce the policy amount 
available to pay the claim following litigation. Typically, the policy states that the 
insurance provider's maximum liability arising out of a single claim is a certain sum.  
However, you should know that defense expenses in addition to the limits of liability 
coverage available are available in many situations for solo attorneys and small firms. 
 

For example, a $1,000,000/$3,000,000 policy limits denotes a $1,000,000 limit 
per claim with a total policy period limit of $3,000,000 (for multiple claims). Under this 
example, there is $1,000,000 available from the insurance provider against which a 
single claim may be settled. If there is no settlement, and a final judgment is awarded 
against the insured attorney for $1, 500,000, the provider is obligated by the policy to 
pay only the $1,000,000 policy limit, less defense expenses. In this example, the insured 
is left with $500,000 or more of the judgment unsatisfied.  
 

The consequences of such an unsatisfied judgment for the insured attorney are 
rather grim. His personal non-exempt assets may be seized and his bank account may 
be subject to garnishment. His credit rating will take a hit for the worse. Eventually, he 
may be forced to declare bankruptcy to seek protection against the debt. 
 
Difference Between “Occurrence” and “Claims-Made” Policies 

 Depending on the type of insuring clauses used, an E&O policy may be an 
occurrence policy or a claims-made policy. Under an occurrence policy, a holder is 
protected for an extended period of time (with the exception of insurance carrier 
insolvency) against any claim arising out of an occurrence or loss event that takes place 
during the period of the policy.  
 
 In contrast, a claims-made policy covers claims first made during the coverage 
period while the policy is in effect, provided that the date of the misconduct that gave 
rise to the claim occurred on or after a retroactive date or the policy start date. 
Currently, insurance policies for legal professional liability seem to be offered more 
often on a claims-made basis. In order for a claim to be covered, the notice of claim 
must be presented to the E&O carrier while the policy is in force or during a grace 
period following policy expiration, typically 30-60 days. 
 
Difference Between “Prior-Acts” and “Tail” Coverage 

 Prior Acts (a.k.a. Retroactive) coverage is usually available to individual attorneys or 
law firms who have maintained a continuous claims-made E&O policy.  
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 Tail (a.k.a. Extended Reporting Period-ERP) coverage offers protection against 
claims made after a claims-made policy is no longer in force by extending the reporting 
period, but the coverage period itself is not extended. Thus, the extended reporting 
period must be distinguished from policy period. Tail coverage will be provided only for 
claims made during the extended reporting period for acts of misconduct committed 
during the policy period. New acts committed during the extended reporting period 
(outside the policy period) are not covered.  . Duration of Tail coverage may vary from 
one insurance carrier to another. For example, the extended reporting period can be 12, 
24, or 48 months long as well as be unlimited (indefinite months) in duration. 
 

ERP coverage may save an attorney in a catastrophic situation. Coverage may 
unexpectedly end due to an adverse claims experience or the dissolution of the firm.  
The ERP can buy additional time to report matters AFTER the policy expires for claims 
that are not yet known.  
 

Complications, Denials, and Cancellations 

 Read and understand your application and your policy. You absolutely must offer 
full disclosure on all applications for E&O. Failure to be transparent can lead to coverage 
denial and cancellation. You also need to offer timely reporting of “incidents” and/or 
“claims” depending upon the language of your specific policy to avoid a denial, 
cancellation or coverage under a reservation of rights letter by the insurance carrier. 
Failure to fully and timely disclose on an application or when a claim arises could force 
an insured to undertake a separate declaratory judgment action in an attempt to force 
coverage.  Also, if a problem arises, avoid admitting liability as admitting liability may 
lead to a lack of insurance coverage. 
 
 It is also wise to review your policies when going through major changes. Here are 
some examples: 

 When you change practice areas. 

 When you add new employees. Overall risk change results in premium changes. 

 When the value of your engagements increase. Reset policy limits. 
 
 The bottom line is that you should endeavor to protect your assets with sufficient 
insurance, wills, trusts and estate plans. Consult a lawyer or other firm with a practice 
focused on asset protection for the legal professional.  Moreover, consult an insurance 
professional to discuss the right coverage for you and your firm. 
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PART 4 – CONCLUSION 
 
 While an E&O/LPL policy is an additional tool for protection against malpractice 
claims, prevention of ethical and professional liability problems is the key in 
maintaining professional health. Proper attention to your conduct will help you manage 
risks, conduct yourself in an ethical manner, and prevent professional liability and 
disciplinary action. 
  
 Here is a list of ten tips for attorneys, with detail around why you should keep this 
on the forefront while working with clients and running your practice. 

1. Know the Rules. The Georgia Supreme Court revised 28 of the 61 Georgia 
Rules of Professional Conduct in November 2011. Many of these changes affect 
your everyday practice, such as Rule 1.15(I) Safekeeping of Property and Rule 4.3 
Dealing with Unrepresented Persons. The most recent changes to the Bar rules 
are located at: 
http://www.gabar.org/barrules/ethicsandprofessionalism/upload/Execsumm2.pdf. 

2. Plan for the worst and hope for the best. Protect your assets with sufficient 
insurance, wills, trusts and estate plans.  Have your personal and professional 
policies reviewed: 

 When you change practice areas. 

 When you add new employees. 

 When the value of your engagements increase. 

Consult a lawyer or other firm with a practice focused on asset protection for the 
legal professional. 

3. Know thy clients. Before you take on a new client, make sure you have a 
thorough understanding of who that client really is. Meet them prior to 
undertaking representation, find out their motivation for hiring counsel, and 
listen closely to their responses. Watch for the warning signs and red-flags, like 
an improper purpose for hiring counsel, financial inability to retain legal counsel, 
or questionable business ethics. Trust your gut and act on your instincts. 

4. Copy thy clients. Send your client a copy of what you receive and a copy of 
what you send out. When you do this for every communication, no commentary 
is necessarily required for the transmittal. Timeliness is critical so your client can 
make timely and informed decisions. Remember that you can always follow up 
with an explanation letter or phone call after the client has had time to review the 
communication. For important decisions that are based on a document sent to 
the client, follow up with a decision confirming letter or e-mail memorializing 
that decision. This minimizes the chances of “buyer’s remorse.” 

5. Communicate early and often. ALWAYS put it in writing. This is especially 
important when developing, declining, or ending client engagements. Clear 
engagement letters should define the beginning point, objectives, scope of work, 
payment terms, dispute provisions, and the end point (disengagement letter). If 
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the “beginning” never occurs, issue non-engagement letters. Remember some 
people consider one visit to an attorney’s office enough to establish an attorney-
client relationship. Others will believe that your duties to them continue beyond 
the conclusion of the case or engagement. Even if the client is a repeat business 
client, send a matter conclusion confirmation letter, which welcomes the client’s 
retaining you for future matters. 

6. Track everything. This includes documenting all events, to-dos and deadlines 
with a proper calendaring tool. Not only is this a good general business practice, 
but in the event of a problem this documentation will help confirm that you met 
your professional obligations. Be aware that most E&O policies require 
calendaring systems with backup functionality. Technology is great, but the 
solution may not be enough unless your data is adequately backed up and 
retrievable. 

7. Don’t try to please everyone. Most lawyers have an innate desire to help all 
potential clients who seek their legal advice. Beware of all legal, business and 
personal conflicts – yours and others. Give your potential, current and former 
client relationships a fiduciary “sniff test” to ensure that you are able to place 
their needs and interests above all others. Practice management software can be 
helpful in performing conflict checks. When confronted with a potential conflict 
situation, consult the revised Georgia Rules of Professional Conduct 1.7 – 1.9, and 
the Comments to those Rules. If you are still confused, call the Ethics Hotline (1-
800-682-9806) and/or seek an opinion from practice-focused counsel. 

8. Report every incident and claim. Meaning to your E&O carrier, no matter 
how trivial or meritless you believe it is, or risk being completely exposed. Some 
carriers say that merely reporting a potential claim will not affect premiums, 
while other carriers see the reporting of a claim or incident as being a material 
change in risk which may affect your future premiums. It really doesn’t matter 
though, as you will either have to report it now or report it later on your renewal 
application. Your carrier can also be a resource to provide valuable insight on 
methods to mitigate the risk of potential claims and grievances. Review your 
policy and pay particular attention to the time frame you have to report an 
incident or claim. 

9. When in doubt seek out professional advice. It’s your choice – two hours 
of upfront professional advice now, or potentially two or more years of time 
consuming litigation later. Which do you prefer? You’re only as good as your last 
verdict. Treat every case as if it is your first case. Never cut corners, no matter 
how trivial they may seem. Apathy, procrastination and laziness will only bring 
professional trouble, as many of my clients will attest. 

10. Do not try to hide your mistakes.  This applies to your clients as well as your 
insurance carrier. Think about reporting to your carrier first and then seeking 
guidance on client disclosure. Don’t compromise your coverage by making 
improper disclosures.  If your carrier cannot be notified of a problem before 
notifying your client, then notify the client of the possible error without admitting 
liability.  Also, identify your legal malpractice carrier, advise the client to obtain 
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independent counsel, and then notify your carrier without further delay. Playing 
ostrich by sticking your head in the sand and avoiding the inevitable will only 
increase your anxiety, your risk and your potential for exposure. It is better to 
take the hit now and move on with your career, rather than waiting and risking 
everything. Finally, blame-shifting by pointing the finger at your secretary or 
associate always seems convenient, but you are the captain of the ship and 
ultimately responsible. 

 
Finally, when balancing the risks associated with any course of action against its 

benefits, you should consider the substantial impact of a Bar complaint or malpractice 
claim, with their associated negative publicity and litigation expense have on your law 
practice, and resulting harm to the public’s confidence on our profession. Moreover, 
certainty of protection under an E&O policy depends on the strict adherence to the 
claims process outlined in that policy. Read it and know your obligations. 
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APPENDIX 1 – LEGAL DISCLAIMERS 
 
 
 All design elements and content are copyright of Chandler & Moore Law LLC, unless 
otherwise noted. * The Institute of Continuing Legal Education in Georgia (ICLE-GA) is 
expressly given permission and is granted unrestricted license to publish and sell the 
contents on this paper.* 
 
 Other than ICLE-GA, no part of this publication may be reproduced, stored in a 
retrieval system, or transmitted in any form or by any means, electronic, mechanical, 
photocopying, recording, scanning, or otherwise, by any person or entity except as 
permitted under § 107 or 108 of the 1976 United States Copyright Act, without the prior 
written permission of the copyright holder. 
 
Limit of Liability/Disclaimer of Warranty 

 While the copyright holders, publishers, and authors (Providers) have used their 
best efforts in preparing this work and make these materials as accurate as possible, the 
matters discussed herein are complex and these materials are - by design - necessarily 
simplistic and incomplete due to its introductory nature. Accordingly, no attempt is 
made to cover all the laws on risk management, ethics, and professional liability subject 
matters. Rather, it is the purpose of this primer to provide the new attorneys with 
grounding in legal concepts and principles that govern throughout the State of Georgia, 
as well as an explanation of professional liability insurance policies and products 
available. The Providers make no representations or warranties with respect to the 
accuracy or completeness of the contents of this paper and specifically disclaim any 
implied warranties of merchantability or fitness for a particular purpose. No warranty 
may be created or extended by anyone or their written materials. The advice and 
strategies contained herein may not be usable for your situation, as each situation is 
different. This paper is not legal advice and is not a substitute for professional legal, risk 
management, or insurance advice tailored to the particulars of your situation. You 
should consult with a professional where appropriate in order to obtain competent legal, 
risk management, and insurance advice for your particular situation and not rely upon 
the explanations of the law, risk management, and insurance information set out in this 
paper. The Providers shall not be liable for any loss of profit or any other commercial 
damages, including, but not limited to, special, incidental, consequential, or other 
damages. 

 
All trademarks cited herein are the property of their respective owners/holders. 
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APPENDIX 2 – SUGGESTED FILE MAINTENANCE CHECKLIST 
 
 

New Client Files 
__ Consistent file numbering scheme 
__ Separates multiple legal matters from same client 
__ Allows showing of age and subject of matter that supports easy record retention. 
__ File locations and access of open and close files 

 
Client Administrative Files 

1. Fee agreements 
2. File opening checklist (signed off by assigned attorney) 

__ Letter of engagement 
__ Client intake activity 
__ List of needed records/docs (police report, credit report, medical release, etc.) 
__ Conflicts check 

3. File Closing Checklist (signed off by closing attorney) 
__ Letter of disengagement 
__ List of original docs to be forwarded to client 
__ Original scanned docs with scan date and initials of person who scanned them 
__ Record purge/destruction date (6 to 10 years from disengagement date, also 

check E&O) 
__ Client notice of pending destruction of files 
__ List of docs that were purged/destroyed 

4. Trust account ledger card (closed file only) 
5. Associated counsel agreement 
6. Medical records releases 
7. Expenses (miles, hotel, background search fees, UCC, etc.) 
8. Client intake form 
9. Conflict of interest check form 
10. Credit report 
11. Attorney assigned to client, office assigned to handle case (large firms) 

 
Client’s Substantive Files 

1. File log of all contents 
2. Correspondence (out – emails, letters, and phone) 
3. Correspondence (in – emails, letters, and phone) 
4. Court docs 
5. Evidence 
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APPENDIX 3 – RECOMMENDED LANGUAGE FOR RETAINER AGREEMENTS 
 
 
 

"While this letter is intended to completely outline the scope of representation 
and fees, the attorney-client relationship is supplemented by both the 
professional rules of responsibility and other outside sources. Thus, this 
agreement may not consist of all of the relevant duties and matters that may be 
covered by the attorney-client relationship. Whenever possible, however, any 
change of understanding about any issue covered by this agreement must be in 
writing." 
 

 
Prepared by attorney Kim M. Jackson/ Bovis, Kyle, Burch & Medlin, LLC. 
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APPENDIX 4 – PRESENTATION OUTLINE 
Professional Liability and Bar Complaints 
Preventing, Covering and Resolving Issues 

 
ICLE Group Mentoring PowerPoint Presentation Outline, August, 2018 
Here’s What Your Clients are Thinking 

 If they win 

 If they lose 
 
Preventing Issues from Occurring 

 Client screening and intake 

 Engagement letters 

 Communication and confidentiality 

 Billing  

 File management 
 
Prevention – Intake and Screening 

 Conflict checks 

 Meet the client 

 Look for red flags along with opportunities 

 Decide 
 

Prevention – Engagement Letters 

 When is a client a client? Circumstance check 

 Documentation required – for each matter 

 Disengagement and non-engagement letters 
 
Prevention – Communication 

 Speak the client’s language 

 Set objectives 

 Utilize engagement letters 

 Communicate early and often 

 Copy your clients on everything 

 Assume all communication is client communication 
 
Prevention – Billing 

 Agree in advance – with signature 

 Time entries 

 Handling trust accounts 
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 Fee splitting 

 Document retention 
 
Prevention – File Management 

 Technical  

 File numbering 

 Opening and closing checklists – samples 

 Other critical file components 

 Handling client requests for files 

 “You’re going to be hacked, so take precautions.” 
 
Sample File Opening Checklist 
 
Sample File Closing Checklist 
 
Professional Liability and Privacy Liability 

 Errors and Omissions applications and policies 

 Understanding key terminology 

 Are you really covered? 

 Importance of disclosure and notification 

 Coverage – complications, denial, cancellation 

 Best times to review 
 
The Claims-Made Policy – Language  

 Pays or indemnifies for damages the insured is legally obligated to pay  

 Mandatory elements to trigger coverage 

 Terms and conditions 

 Defense costs included within the limits of liability (inclusive), or in addition to 
the limits of liability 

 
Cyber Security and Cyber Liability 

 Management vs. Prevention 

 Creation of a solid information security program 

 Use of third party vendors/Cloud services 

 Accessibility 

 Incident response plan 
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Part-time, Moonlighting, Contractor, and of Counsel Policies 

 Is this a coverage option for you? 

 Your LPL policy covers you for work performed by your firm.  

 Limitations in regards to Areas of Practice, Limits of Liability, scope of coverage, 
Extended Reporting Period options 

 Private Practice vs. General Counsel Moonlighting Coverage considerations 

 Initial, continuing and termination costs of an LPL Policy 
 
Best times to review 

 Now 

 Renewal-Annually 

 Change to practice or practice areas 

 Change to engagement value 
 
What if a Claim or Complaint is Filed?  Don’t Panic!  

 Appropriate, timely response to carrier and client is critical 

 Communication is critical, but not necessarily from you 

 For Bar grievances 

 Every mistake does not make a viable malpractice claim 
 
Traps and Pitfalls 

 Cyber-Specific Coverage Forms  
 Lack of standardization 
 Applications. Metrics  
 Depth of technical expertise required 
 The “other insurance" clause 
 Warranty or representative application 

 
Response Team: Your QRF! 

 Quick Reactionary Force 
 Team identified prior to breach or incident 
 Law firm as strategic partner, coordinator, and facilitator 
 Maintain attorney/client privilege for all communications 
 Forensics team 
 Crisis management team 

 
Underwriting Review – Best Practices 

 Docket Control/Calendaring 

 Engagement AND Disengagement Letters 
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 IOLTA Account - Written procedures for maintenance and review of funds 

 Diversity of client base including any Controlling Interests 

 Conflicts of Interest - Identification and resolving as required 

 Billing Practices and collection of past due/unpaid fees 
 
Chandler’s Top 10 Tips - Minimizing personal and professional liability 

1. Know the rules 
2. Plan for the worst and hope for the best – have your personal and professional 

policies reviewed 
3. Know thy clients – meet them, trust  your gut instincts 
4. Copy thy clients – whatever you send or receive 
5. Communicate early and often – put it in writing, don’t  “ASS-U-ME” anything 
6. Minimizing your personal/professional liability 
7. Track everything – proper calendaring 
8. Report every incident and claim no matter how trivial or meritless 
9. You can’t please everyone – beware of business conflicts, yours and others – 

fiduciary sniff test 
10. Do not try to hide from your mistakes 
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Working Effectively With Legal Professionals
Presented By:

Moderator: Carlos R. Vilela
Cobb County State Court
Marietta, GA

 Daniel M. Gershwin
Regency-Brentano, Inc.
Atlanta, GA

R. Javoyne Hicks
DeKalb State and Magistrate Courts
Decatur, GA

 Grace C. Holloway
Homer M. Stark Law Library
Gwinnett, GA

 Sarah K.C. Mauldin
Smith, Gambrell & Russell, LLP
Atlanta, GA
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Carlos Vilela 
Staff Attorney, State Court of Cobb County, GA 

WORKING EFFECTIVELY WITH LEGAL PROFESSIONALS 
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20 PROFESSIONALISM TIPS FOR MILLENNIAL ATTORNEYS 

Posted on January 27, 2015July 17, 2015 by Michelle Silverthorn 

In my job, I often get asked what “professionalism” means. The word is lengthy and so is the 
range of what it connotes. Professionalism as it relates to lawyers means being a competent, 
effective, respectful advocate for your client and the justice system. As we explain in 
our Professional Responsibility Education Guide, professionalism “calls us to be mindful of the 
lawyer’s roles as officer of the legal system, advocate, counselor, negotiator, and problem 
solver.” That involves respect, civility, proficiency and a recognition that the life of a lawyer is a 
life of continuous learning. 

However as I travel the city and the state, I meet many young attorneys who want more specific, 
day-to-day professionalism advice. Their requests often boil down to this single question: how 
should I act in the workplace as a new lawyer not accustomed to the norms of the legal 
profession? In my years as a practicing lawyer and professional, I have learned many tips and 
tricks about how to succeed in this profession. I’ve also learned that when you need advice for an 
advice column, the best people to ask are your friends. So here, from myself and others, 
are 20 tips on how to be a professional young professional in today’s workplace: 

1. Remember that you are the newest person on the team. Millennials are well-
known for their team-oriented approach to projects. This may not be an approach 
with which older attorneys are familiar. While you may be eager to speak and 
contribute, remember that for many older Xers and Boomers, deference is the first 
sign of respect. 

2. Listen first. Attorneys talk for a living. Therefore your most important job as a 
new attorney is to listen to what senior attorneys are telling you. Being a good 
listener demonstrates respect to those speaking to you, a crucial skill as you move 
forward in your career. To quote the Greek philosopher, Epictetus: “We have two 
ears and one mouth so that we can listen twice as much as we speak.” 

3. Incorporate feedback into your work. Many people, of all ages, respond to 
criticism defensively. However, for new attorneys, it is essential that you accept 
criticism and use it positively to create a changed work product or behavioral 
style. Doing so shows senior lawyers maturity, growth and respect. At the same 
time . . . 

4. Project confidence, not arrogance. Companies want to hire people who can 
offer their own opinions, who demonstrate enthusiasm, and who take pride and 
ownership in their work. That said, there is a fine line between a confident new 
lawyer and an arrogant one – walk it carefully. 

5. Triple spell- and grammar-check everything. There is no excuse for poor 
spelling and grammar. Print out and proofread your work before submitting it. 

6. Be aware of your professional dress. Err on the side of conservatism when it 
comes to your professional dress, especially in your early days at the job. Older 
attorneys, in particular, may have certain unspoken expectations as to office wear. 
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Learn what those expectations are. And as the saying goes, “Don’t dress for the 
job you have; dress for the job you want.” If you want to be a partner, start 
dressing like one. 

7. Limit your personal screen time. The hours you work and bill belong to your 
firm and your client. Do not spend those hours on personal blogs, social media 
accounts, shopping websites, etc. And remember, your company is well within its 
rights to track any personal use you make of company-provided devices. 

8. Know your audience. This applies to both office etiquette and work product. A 
senior partner often wants important highlights quickly, while a more junior 
associate might want more details in your report. Always understand the needs of 
the person to whom you are reporting, and anticipate any future needs down the 
road. 

9. Respond to communications promptly, respectfully and in the same medium 
you received them. In other words, do not email in response to a voicemail, and 
unless text messaging is specifically initiated by your partner or client, do not use 
text messages as your communication medium. 

10. Learn to navigate the organization’s culture. Every office, company and law 
firm has an organizational culture. You will benefit greatly from spending your 
first months listening, observing and learning those cultural norms so you can 
modulate your behavior accordingly. 

11. Create to-do lists to maximize efficiency. You will have multiple demands on 
your limited time. To-do lists will allow you to schedule responsibilities and 
handle various commitments effectively. 

12. Make sure you manage expectations. Do not over-commit yourself. You will 
end up producing sub-standard work product for attorneys who expect superior 
work product. Better to under-promise and over-deliver than do the opposite. 

13. If you don’t know, ask. While asking too many questions is one of the major 
criticisms of the Millennial generation, it is also essential that you understand the 
scope of your assignment before tackling it. Get as much information as you can 
at the very beginning of an assignment and check-in with the assigning attorney 
when necessary. 

14. Treat all staff with respect and courtesy. Everyone in your office deserves the 
same respect and courtesy you would like them to show to you. 

15. Always follow the ethical path. There are many ethical rules that apply to 
lawyers, some of which are common sense, others of which are not. Learn and 
apply these ethical rules to your daily practice. 

16. Engage in your legal community. The legal community is very welcoming to 
new lawyers. Take advantage of the many bar associations, alumni groups and 
community organizations outside of your school and immerse yourself in your 
greater legal community. 

17. Manage your finances. Much of the advice you receive in law school focuses on 
student debt, but remember, your student debt is just one part of your larger 
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financial plan. Learn about savings, retirement funds, investment portfolios, 
mortgages, and, if applicable, childcare costs and college tuition plans. All of 
these, and more, will play a crucial role in your lifetime financial picture. 

18. Keep track of your accomplishments. You are your single best advocate. 
Throughout your career, keep track of memoranda, projects, reviews, 
recommendations, and anything that demonstrates how you have positively 
developed as a professional. 

19. Challenge yourself. Do not be content with doing a passable job. Be creative and 
innovative. Learn about your company or firm and always be willing to offer new 
ideas and tackle new projects. 

20. Find a mentor. I’ve said it before so I will repeat it here. Find a mentor, someone who 
can offer you career advice, sponsor your success and stay a friend and guide throughout 
your career. It will take some time to find your match, but the pay-off is worth it. 

So there you have it. Our 20 tips for young attorneys on being a professional in the workplace. 
Do you have some other advice? Feel free to share in the comments; you can start your 
mentoring of a newer attorney right now. 

Michelle Silverthorn 
Diversity & Education Director, 
Illinois Supreme Court Commission on Professionalism 

After spending seventeen years living in the Caribbean, Michelle undertook a number of around-the-
world detours before ending up at the doorstep of the Commission, including four years as a general 
litigator in New York and Chicago. She remembers pretty much everyone she’s met in her travels but 
she would especially like to meet again the passengers on a January 2001 flight from Miami to JFK. At 
the pilot’s request, they donated enough money for Michelle, who had her wallet stolen, to get back to 
college safely. She would very much like to tell them all thanks. 
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Additional Resources 
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NEW LAWYERS 

17 Things I Wish I Knew as a First-
Year Associate 
By Jay Harrington 

A family friend will be graduating from law school this spring and starting his career at a large law 

firm next fall. Asked to provide some advice, I started compiling tips and recommendations — things 

to do and not to do. As I considered my own experiences as a first-year associate at a big firm, and 

subsequent experiences as a more senior attorney, I quickly formulated a list that required a scroll 

rather than a Post-it. 

There are so many things not taught in law school that are only learned by young lawyers through 

the hard-knocks school. These tips are intended to help young lawyers develop the attribute that is 

the single-most important building block for future marketing and business development efforts — 

namely, becoming an excellent attorney. 

Here’s What You Need to Know 

For what it’s worth, and in no particular order: 

1. Being busy is no substitute for being productive. Billable hours are important, but the most

valued associates are those who not only bill, but get the job done. Be a finisher.

2. Stop making excuses. You may get an occasional unfair review, or you may not get along with

a particular partner, but law firms are, by and large, meritocracies. You must own up to your

shortcomings, failures and disappointments. Learn from them.

3. Work on your writing skills. This will serve you well wherever your career takes you. Identify

the skilled writers in your firm and emulate their writing style.

4. Learn how to use a calendar. You’ll soon be busier than you can imagine and you don’t want to

miss a conference call or blow a deadline.

5. You have no idea how much partners value good associates. This may not be clear to you

at first, but it will be after a couple of years.

6. You have no idea how much partners detest bad associates. Did you really think they

wouldn’t notice subpar work or a bad attitude?
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7. Understand business and learn from clients. Just because you went to Harvard doesn’t mean 

you’re smarter than your client that went to State U. After all, who built the $100 million 

company? 

8. You’ll never develop clients sitting behind your desk. You may not consider yourself a 

“schmoozer” or think that networking is important. Get over it. So you were told that generating 

business is not important as an associate? How do you think you’re going to stack up when 

being reviewed against your colleague with a book of business? 

9. Eight years will go by faster than you think. Study the attributes, skills and approaches of the 

associates that make partner at your firm. Model yourself after them. 

10. Be serious, but please don’t take yourself too seriously. You are a first year. You have a lot 

to learn. 

11. Treat your colleagues with respect. Be respectful and courteous to paralegals, marketing staff 

and assistants at your firm. You are going to need them to bail you out of a jam soon. 

12. Take vacations. Enjoy your time off. Recharge your batteries. Reconnect with family and 

friends. Just kick butt when you get back. 

13. Don’t be afraid to say no. If you’re too busy to take on that new client matter, or non-billable 

project, say so. The implications of taking on something you can’t follow through on will be 

exponentially worse than any impression created by saying no. (Note: this presumes you are, in 

fact, too busy.) 

14. Don’t hide from that notorious partner. There’s at least one, usually many, in every firm: the 

attorney who has a reputation for being brutal to work for. There’s a big difference, however, in 

having high expectations and being rude, condescending or unfair. Attorneys with high 

expectations for associates are usually top performers (i.e., the ones you want to hitch your cart 

to). 

15. Get out of your silo. Large firms have experts in almost every conceivable skill set and practice 

area. If you’re a bankruptcy lawyer, you can always tap a litigator to take that deposition or put 

on that witness. But you’ll become a much stronger, well-rounded lawyer by getting out of your 

comfort zone and learning to do it yourself. 

16. Prep your family/significant other. Practicing law at the highest levels is demanding, stressful, 

at times unreasonable and occasionally outright unfair. It will put strains on your personal 

relationships. Prepare for it. 
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Exploring The Ins & Outs Of Transactional Practice
Presented By:

Moderator: Robin Sangston
Cox Communications, Inc.
Atlanta, GA

 Robert J. “Bob” Kauffman
 Hartley Rowe & Fowler PC
Douglasville, GA

Cynthia R. Parks
Parks IP Law LLC
Atlanta, GA

 Margaret Geer Wood
McKesson Corporation, Inc.
Atlanta, GA
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Robert J. Kauffman 
Hartley Rowe & Fowler PC 

EXPLORING THE INS & OUTS 
OF TRANSACTIONAL PRACTICE 

Chapter 5 
1 of 4



462107.1 

 

 HELPFUL HINTS TO ALL NEW LAWYERS 
 
 
 

1) Sign up for a section with the State Bar of Georgia for your practice area(s). 
2) Attend the annual seminar for that section and don’t hesitate to introduce yourself to other 

lawyers 
3) Get involved with your local community.    Many churches, charitable organizations,  and citizens 

groups will always welcome a lawyer to their group and it there are great networking benefits 
4) Get involved with your local Bar Association and the Young Lawyers Division of the State Bar 
5) Never hesitate to strike up a conversation with a local lawyer, their help one day may bail you 

out of a tough situation. 
6) It is imperative that you take care of your mind and your body.    The profession and stress and 

go hand and hand; however, with proper diet, exercise and other methods, the stress level can 
be reduced and you will find more success and happiness in your career. 

7) There will be some times when your clients will push you, either to rush or even to go across the 
line.    Always trust your instincts and the “smell test”.    If in doubt, call another attorney and 
get another opinion or perhaps the State Bar General Counsel office to make sure you will stay 
clear of any ethical violation.   Another dollar in your wallet is just not worth breaking a rule. 
 
 
                    HELPFUL HINTS TO NEW TRANSACTIONAL LAWYERS 
 
 

1)  Go to the local courthouse and meet the Clerk of Court and his/her assistants.   It also doesn’t 
hurt to meet the tax commissioner.     The people in these two offices can be of immense help. 

2)  Always continue to train your legal assistant.   If you have a good one, pay them well and be 
conscious of their family obligations.      

3) When sending money out via wire, which is the case now in about every transaction, verify wire 
instructions and have double and triple protocols in place for security.   Always call the recipient 
and verify the wire instructions over the phone before sending the wire!   (my firm has had 2 
attempts by thieves who intercepted wire instructions and swapped out the instructions) 

4)  Always make an effort to market to other lawyers.   You will be amazed as the amount of 
business that will come from other lawyers.  Of course, always give them a “thank you”. 

5) Take the time to prepare a memo to a file for anything unusual about a deal.   This came in 
handy for me over the years when a deal later goes South and people are playing Monday 
Morning Quarterback. 

6) Whenever you have a complex deal or document, prepare it then set it down and do something 
else.   You will find your fresh eyes will find needed changes. 

7) Never assume your client is informed of all changes in the deal, always disclose to your client 
any changes. 

8) Always work ahead on the deals since things come up. 
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Margaret Geer Wood 
McKesson Corporation, Inc. 

EXPLORING THE INS & OUTS 
OF TRANSACTIONAL PRACTICE 
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SAMPLE SETTLEMENT LETTER 

[Date] 
[Addressee] 
[Address] 

Dear [Addressee], 

This letter will confirm our understanding regarding ______________________. 
Whereas, ABC Company (“Company”) and [Client] entered into that certain 
[NAME OF AGREEMENT] dated [Date of Agreement] (the “Agreement”).  
Whereas certain disputes have arisen under the Agreement and the parties have 
agreed to settle such dispute as follows: 

[TEXT OF LETTER] 

Please confirm your acknowledgment of, and agreement to, the foregoing on 
behalf of [Company] by signing and dating both enclosed originals of this letter, 
and please return one fully executed original to me for Company’s files. 

Sincerely, 

[Company] 
[Drafter’s Name] 

cc: 

ACKNOWLEDGED AND AGREED, ON BEHALF OF __________________, BY: 

__________________________ 
[Addressee] 
[Addressee’s Title] 
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 Impactful Associations
Presented By:

Melissa B. Capotosto
Kilpatrick Townsend & Stockton LLP
Atlanta, GA

 Amy B. Cheng
Nelson Mullins Riley & Scarborough LLP
Atlanta, GA

 Celeste N. Gaines
Caiola & Rose LLC
Decatur, GA

 Anamaria Hazard
City of Atlanta Department of Law
Atlanta, GA

 Sana R. Rupani
Georgia Family Law Project, LLC
Atlanta, GA

 B. Quynh P. Truong-Johnson
Cruz & Associates PC
Atlanta, GA
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Impactful Associations 

GATE CITY BAR ASSOCIATION 

GEORGIA ASSOCIATION OF BLACK WOMEN ATTORNEYS 

GEORGIA ASSOCIATION FOR WOMEN LAWYERS 

GEORGIA TRIAL LAWYERS ASSOCIATION 

SOUTH ASIAN BAR ASSOCIATION 
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GATE CITY BAR ASSOCIATION 
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Rev 11.16.09 

2018 THE GATE CITY BAR ASSOCIATION 
MEMBERSHIP APPLICATION  

Name GA Bar No. 

Home Address 

Office Address 

Home Phone Office Phone Fax Number 

E-Mail Address PLEASE PRINT CLEARLY 

Law School Graduation Year Degree 

Other Post-Secondary Schools

Date Admitted to Georgia Bar Other states admitted to 

Nature of Legal Practice: ( ) Private ( ) Public Interest ( ) Real Estate 
( ) Bankruptcy ( ) Criminal Law ( ) Domestic Relations 
( ) General Corporate ( ) Estate and Probate ( ) Workman's Compensation 
( ) PI/Malpractice ( ) Employment ( ) Sports and Entertainment Law 
( ) Government ( ) Municipal finance/Bonds 
( ) Other: Please specify 

Please forward Gate City correspondence to: ( ) Home ( ) Office 

___$100.00 Regular Bar Admission    ___$50 Associate (Law Grad) _____$20 Law Student _____$60 Affiliate 

 ___$150  Judicial Section (Judges only) includes $50 Section Fee (www.gatecityjudges.org) 
__________ $40.00 Paralegal 

Contribution to the Gate City Bar Association Foundation 
$50 Public Interest Lawyers and Lawyers Admitted to their First Bar for Three Years or Less 
Other contributions to Gate City Bar Association 

I AM INTERESTED IN SERVING ON THE FOLLOWING COMMITIEE(S) 

___CLE Programs __  Judicial Section (Judges only) ___ Community Service  
___Membership ___Long Term Planning ___Hall of Fame 
___Scholarship ___Judicial/Nominating/Legislative ___Young Lawyers Section 
___Finance/Sponsorship ___Social ___ Constitution & By-Laws (when needed) 
___Summer Intern Program ___ Benham Law Camp ___ Law School Outreach Retreat 

Send your application with a check payable to: Gate City Bar Association 
P.O. Box 16727 
Atlanta, Ga. 30321-0727 

Or pay online at: www.gatecitybar.org 

Date: ___________ Signature______________________________________ 
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GATE CITY BAR
ASSOCIATION

July 2018www.gatecitybar.org

GATE CITY BAR 
ASSOCIATION

EXECUTIVE BOARD

PRESIDENT

PRESIDENT-ELECT

VICE PRESIDENT

TREASURER

SECRETARY

ASSISTANT SECRETARY
 

HISTORIAN

IMMEDIATE PAST PRESIDENT

MEMBERS AT LARGE

EX-OFFICIO MEMBERS

EXECUTIVE DIRECTOR

The views expressed in the Gate City Bar Association Newsletter do not necessarily represent those of the Daily Report or ALM MEDIA, LLC. 

“Recommitting to our Mission, Engaging in our Community, Honoring Our Past”

Clyde E Mize Jr.

Cinque M. Axam

Damon E. Elmore

Andre’ Dennis

Dana Stith-Gray

Miguel A. Dominguez

Caren Cloud

Shawntel R. Hebert

Shyril E. Beck

Bisa F. Ajanaku
Kevin Coleman Jr.
Mawuli M. Davis

Jatrean M. Sanders
R. Gary Spencer

Honorable Ronald B. Ramsey Sr.
Christopher Baker

EARLY SPONSOR
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 YOU ARE ENOUGH!
By: Shawntel R. Hebert, Esq., Chair, Gate City Foundation, Inc.

Recently, we learned of the tragic suicides of two celebrities – fashion designer Kate Spade and celebrity chef and 
television star Anthony Bourdain.  By society’s standards, both Mrs. Spade and Mr. Bourdain had achieved success, fame, 
and wealth far beyond what the average person could hope for and, yet, they both felt the need to end their lives prematurely.  
We may never fully know or comprehend their individual struggles; however, the conversations about suicide, depression, 
and mental illness that their deaths have sparked may save someone else’s life.  And that someone might be a member of 
our legal community.

In October 2014, the State Bar of Georgia launched a Suicide Awareness Campaign in response to the growing number of 
suicides in our profession.  According to the Centers for Disease Control and Prevention, lawyers rank fourth in suicide by 
profession when compared to other professions – only following dentists, pharmacists, and physicians.  Further, according 
to one study, lawyers are 3.6 times more likely to suffer from depression than non-lawyers.  What that means is that as a 
legal community, we have to be more intentional about being there for one another.  We also have to stop putting unrealistic 
pressure on ourselves and remember that at the end of the day we are still only human.

A few weeks ago I watched the movie “A Wrinkle in Time.”  (Admittedly, I’ve never read the book.)  There were many 
great quotes, but this line from Mrs. Which (played by Oprah Winfrey) to Meg (played by Storm Reid) really stuck with me:

Do you realize how many events, choices, that had to occur since the birth of the universe leading up to the 
making of you?  Just exactly the way you are. 

This quote resonated with me because although I have not battled depression, I have at various times found myself unhappy or disappointed with things about myself 
or my life’s circumstances.  As attorneys, most of us have always been overachievers until the bottom drops out – we fail the bar exam on the ���(and second) try, 
we get laid off, we lose a big trial or client, we suffer loss within our family, we aren’t married with kids by a certain age (*raises hand*), we get married and having 
������conceiving, we get divorced, and/or we’re stuck dealing with some other life crisis.  On top of that, as African Americans, many of us are the ���lawyer or 
professional in our families, making the stakes feel even higher.  What I tell myself and am telling you is “This Too Shall Pass.”  REALLY!  You just need to hold on 
long enough for God (or whomever you believe in) to work it out.  You also need to surround yourself with awesome, encouraging people who may have traveled the 
path you’re traveling and can help you through the storm.  For me, that village has largely been the Gate City Bar Association.

As my partner Marc Taylor always says, “we’re all trying to ��10 lbs. of [stuff] in a 2 lb. bag!”  I encourage you all to ���mentors, sponsors, mentees, and friends 
within the legal community to help you unload some of that stuff and ����out how to carry the rest.  And, of course, seek professional help when and if needed.  Always 
remember that you – just exactly the way you are – are enough.  Don’t give up!  Gate City Bar is waiting with open arms!

BRUNCHIN’ WITH A CAUSE 
By: Jatrean Sanders, Esq.

On May 20, 2018,  the Gate City Bar Association’s Young Lawyer’s Division hosted “Brunchin’ with a Cause” for over 100  attorneys, professionals and law students.  
Guests  danced to the music of DJ Tron and enjoyed brunch delicacies and bottomless mimosas at the Fulton County Aviation Community Cultural Center.    Dressed in 
classic brunch attire, guests struck their silliest and best poses in the Bow Tie Photos’ photo booth.  Fulton County Clerk of Superior Court, Cathelene “Tina” Robinson, was 
�����������������������������������������������������

CALENDAR OF EVENTS

JULY AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMBER
NATIONAL BAR 
ASSOCIATION 
CONFERENCE
(27TH THRU 8-2)
NEW ORLEANS, LA

EXCELLENCE THROUGH 
EDUCATION (16TH)

 JUDICIAL RECEPTION 
(21ST)

BLSA RETREAT

HAPPY HOUR (6TH)

TRIP TO HAVANA, CUBA 
(12TH-16TH) 

FALL GARDEN PARTY

ANNUAL MEETING AND 
GCBA ELECTIONS

HALL OF FAME GALA 
(10TH)
GRAND HYATT ATLANTA

EXCELLENCE THROUGH 
EDUCTION (29TH

HOLIDAY PARTY
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The Newsletter for The Gate City Bar Association

3B

CONGRATULATIONS!

The Gate City Bar Association congratulates 
Fulton County Magistrate Court Judge and Past 
President Shukura Ingram Millender on her 
appointment by Governor Nathan Deal to the 
Fulton County Superior Court!
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The Newsletter for The Gate City Bar Association
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PHOTO GALLERY

The Justice Benham Law Camp
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GEORGIA ASSOCIATION OF 
BLACK WOMEN LAWYERS 
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25
TIP

S FOR 

THE N
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© ATTORNEY AT WORK. ALL RIGHTS RESERVED.

25 Tips for the New Lawyer

This is not going to be easy. But you knew that well before you passed the bar 

(Congratulations, by the way!). There are a lot of lessons you will need to learn 

the hard way. Still. It would be nice, wouldn’t it, to have a slight edge when 

starting out as a new lawyer? Perhaps an older, savvier friend to fill you in 

on subtler codes of conduct or to introduce you to the court clerk. Someone 

to grab you by the elbow and steer you away from trouble and toward better 

decisions. Or even a cranky old guy to “teach you a thing or two.” 

We think so, too. So consider this list of tips and truths your friendly kick to 

the shins under the conference table and, in some cases, a not-so-subtle kick 

in the pants. We compiled “25 Tips for the New Lawyer” to help you get out of 

the blocks with the best start possible. Whether you’re backed up by an army 

of support staff and senior partners or braving it solo, soak up some of this 

sound advice and see if it doesn’t help the hard lessons come a little easier. 

(Pssssst. You’ll find more than just 25 great tips here—there are also 50+ 

links to some of Attorney at Work’s most popular posts.)

–Merrilyn Astin Tarlton
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

The Importance of Being Trained

Startup Advice from Women Lawyers

Curmudgeon’s Perspective: Decisions, Decisions

01
There are people around yo

u who know more th
an 

you do. Let th
em help yo

u. C
ontra

ry t
o yo

ur every 

instin
ct, y

ou do not h
ave to

 know th
e answer to

 

everything. B
esides, nobody li

kes a smarty
 pants.
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Stupid Mistakes Lawyers Make with Their Computers

What Can a Marketing Assistant Do for You?

The Elephant in the Office

As a general ru
le, th

e abilit
y a

n individ
ual has to

 

screw everything up for yo
u is in dire

ct in
verse 

relatio
nship to

 th
eir p

ay g
rade.  

So keep yo
ur staff h

appy.

02
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:Your client is
 always rig

ht.  

(M
ost o

f th
e tim

e, th
at is

.)

03 Calming Down an Angry Client

Fire a Client
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:
The Art of We 

The answer should never b
e “N

o, yo
u can’t!”

  

Try
 “Yes, le

t’s figure out h
ow yo

u can.”

04

Chapter 6 
15 of 68



WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Fear of Phoning

Be the World’s Most Client Accessible LawyerReturn phone calls promptly.
 Really.

05
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

You’re Hired! Here’s How to Stay That Way

Managing Up

You are going to
 have to

 pay y
our d

ues. It
 may 

seem th
e work is beneath yo

u. You may n
ot  

enjoy it
. O

thers may ta
ke credit f

or it
. B

ut to
 get  

to th
e re

ally 
juicy s

tuff, 
you’re going to

 have to
  

carry
 someone else’s brie

f bag.

06
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Wiser Words

A Cynic's Guide to Pro Bono Work 

Four Things Your Assistant Can Do BetterTry
, in

 everything yo
u do, to

 te
ach as well a

s te
ll.

07

Chapter 6 
18 of 68



WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

When You Lose a Client

Ask Yourself the Moneyball Question

Before beginning th
e work, ask yo

ur client  

or supervis
or w

hat success will l
ook lik

e.  

Don’t j
ust g

uess. You’ll p
robably b

e wrong.

08
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:
10 Ways to Avoid a Malpractice Claim

09
You are re

sponsible for g
ettin

g all t
he facts.  

Even if p
eople don’t w

ant to
 give

 th
em to

 yo
u.
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

How to Behave at An Event

Big Ideas for Small Talk
While yo

ur client o
r colleague is in yo

ur la
w office, 

you are th
e host. A

ct li
ke one.

10
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Essential Cloud Apps for Lawyer

Surprise Your Client
Under-p

romise and over-d
elive

r.  

Never th
e other w

ay a
round.

11
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:
Curmudgeon’s Perspective: Late ... Again?

Always be just a
 lit

tle
 bit e

arly 
for a

n appointm
ent. 

If y
ou must b

e late, call a
head to

 warn th
em. It

 

shows th
at yo

u th
ink th

ey a
re im

porta
nt. E

veryo
ne 

likes to
 feel im

porta
nt.

12
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Organize Your Brain with Mindmapping

Now for Something Completely Different

It’s
 much easier to

 look at th
e big picture first a

nd 

figure out th
e lit

tle
 pieces th

an it 
is to

 fiddle with
 

the lit
tle

 pieces and th
en try

 to
 make a decent b

ig 

picture out o
f th

em.

13
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Curmudgeon’s Perspective: What Did You Call Me?

Don’t Negotiate, Collaborate!

There’s a diffe
rence between “tellin

g” s
omeone 

something and “c
ommunicatin

g” it
. In

 th
e first 

case, it
 left y

our lip
s. In

 th
e second, it

 left y
our  

lips, entered th
eir m

ind and was understood.  

You are re
sponsible for th

e entire
 cycle.

14
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Getting the Fee You Deserve

First Figure Out Your Fee

The Best Pricing Advice Ever

While people around yo
u may b

e worrie
d about 

their h
ourly 

rate in re
latio

nship to
 other la

wyers 

in yo
ur fi

rm
, yo

ur clients is worrie
d about it

 in 

relatio
nship to

 th
e va

lue th
e work has to

 th
em.  

Try
 to

 th
ink lik

e yo
ur client. A

lways.

15
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Choose One Thing

Take Charge of Your Destiny

Knockout Burnout

Maintain yo
ur in

stru
ment.  

It i
s at le

ast a
s im

porta
nt to

 re
st a

nd re
new as it 

is to
 work hard and do “im

porta
nt stuff.”

 In fact, 

if y
ou neglect va

catio
ns yo

u will s
oon lose th

e 

capacity 
to do th

e im
porta

nt stuff.

16 Supercharge Your Brain by Going Offline
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

The Cost of Switching Law Firms

Take It From the Wonder Pets

Sometim
es th

e best a
nswer is

 th
e one 

someone else th
ought o

f. A
cknowledge th

at 

and give
 th

em credit. 
The long-te

rm
 payoff w

ill 

far surpass th
e momentary g

lory o
f fe

eling yo
u 

were th
e smarte

st. B
rig

ht p
eople will c

ome 

back to
 work with

 yo
u again.

17
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Stop, Look and Listen

Can I Get a Little Help Here?

Your supervis
or, m

entor o
r senior p

artn
er is

n’t  

your m
other o

r yo
ur p

rofessor. S
he or h

e won’t t
ake 

responsibilit
y fo

r yo
ur p

ersonal or p
rofessional 

development. T
hat’s yo

ur jo
b.

18
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:
Afraid to Talk? Overcoming Social Anxiety

When yo
u complete a matte

r o
r a

 ta
sk, 

ask for fe
edback. B

e clear th
at yo

u’re not 

looking for fl
atte

ry—you want to
 know how 

to im
prove next ti

me.

19
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Shape Up Your Social Status Daily

Buff Up Your Bio

Business Development Marching Orders

It’s
 tim

e to
 clean up yo

ur a
ct o

nline.  

Potentia
l clients know how to

 use Google just 

like yo
u. So do employers, colleagues, re

porte
rs 

and everyo
ne else. M

ake sure yo
u look (m

ostly)
 

professional or yo
u’ll b

e yo
ur own worst e

nemy.

20 Today’s To-Do: Promote Self
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Being Kind

Take a Risk: Trust

Take Five Steps Up to LeadershipOffe
r to

 help.

21
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Back Off That Send Button, Buddy 

Stamp Out Snoozing

Ditch the “I Didn’t Get It Done Today” Blues
Other p

eople are busy, t
oo. Value and guard th

eir 

tim
e as well a

s yo
ur own.

22
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WWW.ATTORNEYATWORK.COM

25 TIPS FOR THE NEW LAWYER

Related Links:

Conference Call Etiquette

Make Meetings Count

Say What?

Take notes. It
 helps yo

u re
member, a

nd it 
shows 

people th
at yo

u believe what th
ey a

re sayin
g is 

importa
nt e

nough to
 write

 down.  

(Look th
em in th

e eye once in a while, to
o.)

23 Using the iPad in Meetings
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25 TIPS FOR THE NEW LAWYER

Related Links:

Say Thank You to Stand Out

Curmudgeon’s Perspective: Civil MattersSay p
lease and th

ank yo
u.

24
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25 TIPS FOR THE NEW LAWYER

Sign up for Attorney at Work and get good ideas like 

these delivered directly to your computer, tablet or 

smartphone each morning.

Remember th
at clients don’t a

lways want a
 

lawyer. S
ometim

es th
ey ju

st n
eed someone to

 

listen to
 th

em.

25
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About Attorney at Work

Attorney at Work is for the enterprising lawyer. Thought leaders, innovators 

and real-world practitioners—the best in the business from around the globe, 

actually—serve up original ideas that will scratch the itch, smooth the rough 

edges, kick out the jams and point the shining way for you to create the life 

and career you just flat deserve. 

Visit our website at www.attorneyatwork.com (ALERT: You’ll find a lot of 

really useful and entertaining stuff in that daily stream!) and then simply 

type your email address into the Subscribe box to receive a free dispatch 

every workday morning.

Merrilyn Astin Tarlton has been helping lawyers and law firms think differently about the business of practicing 

law since 1984. She was a founding member of the Legal Marketing Association, past Trustee and President of the 

College of Law Practice Management and recipient of the LMA Hall of Fame award. Merrilyn is Partner/Catalyst of 

Attorney at Work along with Joan Feldman, Partner/Editorial and Mark Feldman, Partner/Creative.

25 TIPS FOR THE NEW LAWYER
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GEORGIA ASSOCIATION FOR 
WOMEN LAWYERS 

   

Chapter 6 
38 of 68



GAWL 
Georgia Association for Women Lawyers 

www.GAWL.org 

About GAWL 

Founded in 1928, the Georgia Association for Women Lawyers ("GAWL") proudly serves the 
diverse interests of women lawyers a in Georgia. GAWL has been pioneering for women 
lawyers for over 85 years, enhancing the welfare and development of women lawyers and 
supporting their interests. GAWL’s founders include Minnie Hale Daniel (President, 1928-
1929), the first woman to graduate from law school in Georgia, and Betty Reynolds Cobb 
(President 1929-1930), the first woman to pass the Georgia State bar examination. 

GAWL is a statewide bar organization with national affiliations. Local chapters exist in Blue 
Ridge, Columbus, Douglas-Paulding, Gwinnett, John Marshall Law School, Savannah, and 
Valdosta. GAWL plays a key role in the advancement of women lawyers' interests throughout 
the state. GAWL has a strong, bipartisan voice on issues such as judicial nomination process, 
legislative affairs, work-life balance issues, and on the education, training, and sponsorship of 
women lawyers to take their rightful place as leaders in the state of Georgia. 

GAWL's members include judges, in-house counsel, attorneys at large, medium and small firms, 
solo practitioners, public service and governmental attorneys, attorneys who are not currently 
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actively practicing law, and law students. We also have male attorney members and a limited 
number of members who are not attorneys, but who are valued members of our business 
community. 

GAWL seeks to present programs and opportunities that meet the needs and interests of our very 
diverse membership. Signature events include the Annual Dinner, the Leadership Academy, and 
the Annual Art Auction, which is hosted by the GAWL Foundation. GAWL members value very 
popular Neighborhood Networking Breakfasts, business and leadership training opportunities, 
mentoring circles, and affinity groups. 

GAWL communicates to its members through its website, quarterly newsletters published by the 
Daily Report, social media, and e-mail. GAWL is dedicated to using the latest technology to 
communicate with its members and to present women lawyers with valuable resources and 
opportunities. 

Please take a minute to join GAWL and become a part of the impressive history and the exciting 
future of women lawyers in Georgia. 

Getting Involved 

GAWL Affinity Groups 
GAWL strives to represent a wide range of working and social interests for women attorneys in 
Georgia. One of the ways that GAWL addresses these interests is by supporting a number of 
Affinity Groups designed to meet the specific needs and interests of our members. As our 
organization has grown, Affinity Groups have become a great vehicle for member networking 
and support. Affinity Group meetings can be found on GAWL’s Upcoming Events page on our 
website. 

Alternative Practice Affinity Group: for women lawyers who have left or are thinking of 
leaving the traditional law practice setting. The group has discussions about nonlegal careers and 
the flexibility of a law degree. They also share stories about successfully making the transition to 
a non-traditional practice. Contact us for more details, the lunch location, or to join the email list. 

Meetings: Second Monday of every other month, 12:00pm - 1:15pm; please see Event Calendar 
for location and updates 

Contacts: Cristen Dutcher 

Feminist Affinity Group: a resource for GAWL members who believe that women and men are 
entitled to equal rights, and that women lawyers have a special obligation to work for the human 
and civil rights of all people. This group meets regularly for lively discussions and speaking 
presentations. 

Meetings: Third Monday of every month, 6:30PM; please contact Ave Mince-Didier for location 
and updates 

Contact: Ave Mince-Didier 
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Newer Lawyers Affinity Group: provides attorneys new to the practice of law with great 
networking opportunities and powerful legal resources. This group is formed by and for female 
attorneys who have practiced five or fewer years. Previous discussion topics have included 
finding your niche within the law, how to make meaningful connections in the legal community 
and successfully negotiating salaries. 

Meetings: Third Thursday of every month, 6:30 PM; please see the Event Calendar for location 
and updates 

Contacts: Ansley Evans 

Solo and Small Firm Affinity Group: a community for those who practice in firms no larger 
than 10 attorneys. This attorneys-only affinity group provides a forum for discussion of personal, 
business, and practice issues specifically tailored to small firm challenges. Topics include: "best" 
practices, building relationships with other small firm attorneys, as well as personal growth and 
support. 

Meetings: Last Friday of each month, lunch; please see the Event Calendar for location and 
updates 

Contacts: Tashia Zeigler 

Working Moms Affinity Group: a forum for working moms to share their parenting and 
professional experiences and to provide support and advice for one another. Regular meetings 
include open and lively discussion on topics including work-life balance, child care 
arrangements and creative networking. 

Meetings: Third Friday of each month, lunch; please see the Event Calendar for location and 
updates 

Contact: Jennifer Jakob-Barnes, Ellen Taylor, Mande Moyer 

GAWL Chapters 
GAWL is a statewide organization and we are very proud of our chapters throughout the state. 
We actively seek input from our chapter members in the formulation of our policies, in the 
planning of our events, and as a valuable resource for our growth and representation of women 
lawyers throughout the State of Georgia. GAWL currently has the following chapters: Blue 
Ridge, Columbus, Douglas-Paulding, John Marshall Law School in Atlanta, Gwinnett, Middle 
Georgia, Savannah, Tifton, and Valdosta. If you are interested in assisting in establishing a 
chapter in your area, please contact our Membership Committee 
at gawl.membership@gmail.com. 

Blue Ridge Chapter 

Please contact Jill Johnson at gawl.director@gmail.com for more information. 
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Columbus Chapter 

Please contact Gwyn Newsom, GAWL Columbus Chapter President, 
at gawl.columbus@gmail.com for more information. 

Douglas-Paulding Chapter 

Please contact Nicola Robinson, GAWL Douglas-Paulding Chapter President, 
at gawl.douglaspaulding@gmail.com for more information. 

Gwinnett Chapter 

Please contact Tuwanda Williams, GAWL Gwinnett Chapter President, 
at gawl.gwinnett@gmail.com for more information. 

John Marshall Law School Chapter 

Please contact Melissa Kreimer, GAWL JMLS Chapter President, 
at gawl.johnmarshall@gmail.com for more information. 

Middle Georgia Chapter 

Please contact Christy Crowe Childers, GAWL Middle Georgia Chapter President, 
at gawl.middlegeorgia@gmail.com for more information. 

Savannah Chapter 

Please contact Nicole Pope, GAWL Savannah Chapter President, 
at gawl.savannah@gmail.com for more information. 

Tifton Chapter 

Please contact Virginia Hall, GAWL Tifton Chapter President, at gawl.tifton@gmail.com for 
more information. 

Valdosta Chapter 

Please contact Jessica Young, GAWL Valdosta Chapter President, 
at gawl.valdosta@gmail.com for more information. 

GAWL Neighborhood Networking 
March 2018 is Bring a Friend Month! Neighborhood Networking Breakfast attendees are 
encouraged to bring a friend in March. Whether it’s an old friend or a new acquaintance, reach 
out and invite another woman lawyer who could benefit from GAWL. 

GAWL hosts several neighborhood networking breakfasts, lunches, and happy hours 
(affectionately known as our NNBs, NNLs, and NNHHs) throughout the Atlanta metropolitan 
area. Attendees include law students, law professors, in-house counsel, private practitioners, 
government attorneys, and judges. Topics under discussion range from tips on how to start and 
run your own practice to tips on how to breast-feed during trial. 

Whether you live in Atlanta, Buckhead, Decatur, North Fulton, Cobb, or Perimeter -- GAWL has 
a networking opportunity near you! We are also always interested in establishing new NNBs, 
NNLs, and NNHHs. So please let us know if you would like to organize one in your 
neighborhood. 
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Buckhead NNB (4th Tuesday) 

Panera Bread 
Powers Ferry Square 
3714 Roswell Road 
Atlanta, Georgia 30342 
8:00 AM 

Contact: 

Lisa M. Szafranic 
Martenson, Hasbrouck & Simon LLP 
lmszafranic@martensonlaw.com 

Cobb/Cumberland NNB (2nd Tuesday) 
Another Broken Egg 
4300 Paces Ferry Rd., Suite 150 
Atlanta, GA 30339 
8:00 AM 

Contact: 

Lorrie Thomason 
US Legal Support 
lthomason@uslegalsupport.com 

Druid Hills NNB (2nd Tuesday) 
Panera Bread 
2311 N. Druid Hills Rd. 
Atlanta, GA 30329 
7:45 AM 

Contact: 

Alexa Kwartin 
Kwartin & Levine, LLP 
alexa@kwartinlevine.com 

Decatur NNB (3rd Tuesday) 
Highland Bakery 

319 W Ponce de Leon Avenue 
Decatur, GA 30030 
7:30 AM 

Contact: 
Anne Koch 
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The Koch Law Firm, LLC 
anne@kochimmigration.com 

East Cobb NNB (3rd Thursday) 
La Madeleine 
4101 Roswell Road, Suite 812 
Marietta, GA 30062 
7:30 AM 

Contact: 

Tara Riddle 
Riddle Law Group LLC 
tcr@riddle-lawgroup.com 

In Town NNB (1st Wednesday) 
MetroFresh 
931 Monroe Dr NE a106 
Atlanta, Georgia 30308 
7:30 AM 

Contact: 

Rachel Amin 
U.S. Legal Support 
ramin@uslegalsupport.com 

North Fulton NNB (3rd Thursday) 

Panera Bread 

6480 North Point Parkway 
Alpharetta, GA 
30022 7:45 AM 

Contacts: 
Helen Rice 
rice575@bellsouth.net 

Erin Fortney 
McKesson Technologies Inc. 
erinfortney@gmail.com 

Perimeter NNB (4th Thursday) 

Corner Bakery 
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4585 Ashford Dunwoody Road 
Dunwoody, GA 30346 
7:45 AM 

Contact: 

Meagan Landress 

mlandress@ringlerassociates.com 

GAWL Mentoring Circles 
GAWL Mentoring Circles accept new members each year in November. We encourage you to 
submit a Statement of Interest in 2018, once the forms become available in late summer/early 
fall. 

If you have never been a part of a mentoring circle, it is a chance to bond with a small group of 
women and is very rewarding! 

Mentoring circles are limited to practicing attorneys with a valid bar license in any state. 

If you are currently in a mentoring circle, but would like to change mentoring circles for 
whatever reason, please notify your mentoring circle leader, and fill out a new 
application. Current mentoring circle members who want to remain in their current circle do not 
need to fill out another application. 

Questions? Email gawl.mentoring@gmail.com. 

GAWLedu 
GAWLedu accepts applications every fall. Forms for the 2019 class will be available in late 
summer/early fall. 

This practical and informative program eases new lawyers into the practice of law and fosters a 
sense of community amongst the group of newer lawyers. Participants take part in twelve 
monthly sessions over the course of a year.  Each session features four different speakers on 
topics ranging from how to deal with nasty emails and difficult clients, to explorations of specific 
practice areas such as litigation, estate planning, criminal defense, and personal injury.  The 
participants learn about litigation strategies involving filing complaints, taking depositions and 
mediation, as well as about transactional practices, time management, billing and collections, 
malpractice avoidance and insurance, and more. The speakers are women leaders in the Atlanta 
bar who have been practicing for 10 or more years. 

GAWLedu consists of twelve sessions at the Buckhead home of one of GAWL’s members. The 
program runs once per month and spans a calendar year. Each meeting is on a Friday morning 
from 9:00am- 1:00pm. This program offers six CLE credits. 

The GAWLedu program is open to all female attorneys who have been practicing for 4 years or 
less. You do not have to be a GAWL member to apply to for GAWLedu, but if selected, you will 
need to be a GAWL member to attend. 

For additional information or with any questions, please contact: Alexa Kwartin, Vice President, 
GAWL Mentoring Committee at gawl.mentoring@gmail.com. 

Chapter 6 
45 of 68



GAWL Committees 
Communications:    gawl.communications@gmail.com 

Vice President – Adrian de la Torriente 
Co-Chair – Sana Rupani 
Co-Chair – Jillian Todd 

Leadership:   gawl.leadership@gmail.com 
Vice President – Erin Gerstenzang 
Co-Chair – Jessica Long 
Co-Chair – Makia Metzger 

Membership:   gawl.membership@gmail.com 
Vice President – Margaret (“Max”) Ruthenberg-Marshall 
Co-Chair – Tina Folsom 
Co-Chair – April Williams 

Mentoring: gawl.mentoring@gmail.com 
Vice President – Sarah Kelsey 
Co-Chair – Aimee Clark 
Co-Chair – Jane Manning 

Programs:   gawl.programs@gmail.com 
Vice President – Alexa Kwartin 
Co-Chair – Melissa Capotosto 
Co-Chair – Tabitha Ponder 

Public Affairs:   gawl.publicaffairs@gmail.com 
Vice President – Vickie Kealy 
Co-Chair – Megan McCullough 
Co-Chair – Debbie-Ann Rickman 

Special Events:   gawl.specialevents@gmail.com 
Vice President – Kristy Barnhart 
Co-Chair – Mary Agromonte 
Co-Chair – Nicole (“Nikki”) Crowe 

Strategic Partnerships:  gawl.strategicpartnerships@gmail.com 
Vice President – Annie Jordan 
Co-Chair – Alexandra Bhatti 
Co-Chair – Kana Caplan 
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GAWL Foundation 
GAWL Foundation, Inc. (“the Foundation”) is a non-profit organization created in 2003 by the 
Georgia Association for Women Lawyers (“GAWL”). The Foundation’s mission is to encourage 
philanthropy by women lawyers in Georgia for the benefit of the greater community. 

The GAWL Foundation strives to provide easy access to community service activities for 
GAWL members and other attorneys. The Foundation also gives grants to Georgia 501(c)(3) 
organizations serving women and children, especially in the legal system. Finally, the 
Foundation awards annual scholarships to select female law students at Georgia law schools who 
are interested in pursuing careers in public interest law. 

With the goal of providing additional funding for scholarships and grants in the future, the 
GAWL Foundation created an endowment fund, which is named in honor of Ruth and Ruby 
Crawford, who were true pioneers in law and instrumental in the history of GAWL. 

We invite every GAWL member to get involved with the GAWL Foundation – whether 
by donating to the endowment, attending a Foundation event, or getting involved with a 
Foundation committee. Imagine what a big difference we can make if each GAWL member joins 
with the GAWL Foundation for one small activity, one small commitment. The potential is 
endless! 
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____  Renewal Application 
____  New Member Application   Membership Application 
 
FULL NAME:                     

IF YOU HAVE EVER BEEN KNOWN BY ANOTHER NAME, PLEASE PROVIDE: _______________________________________________________________ 

EMAIL:        EMPLOYER:          

OFFICE ADDRESS (law students, please record your mailing address):         

                

OFFICE PHONE:  ( )   FAX:  (  )  CELL PHONE:  (  )    

COUNTY OF RESIDENCE/PRACTICE:            

PRACTICE AREA(S):              
 

MEMBERSHIP CATEGORY (descriptions on reverse):   CHAPTER (if applicable, by area and/or county):    
___ FULL - $130       ___ BLUE RIDGE 
___ NON-PROFIT or 1ST YEAR LAWYER - $55    ___ COLUMBUS 
___ PUBLIC SECTOR or 2-3 YEARS PRACTICE - $70                  ___ DOUGLAS/PAULDING  
___ LAW STUDENT - $25    ___ GWINNETT 
___ FRIEND OF GAWL - $300                      ___ JOHN MARSHALL LAW SCHOOL 
___ BENEFACTOR - $1,000 – one-time payment    ___ MIDDLE GEORGIA  
 (15 years of practice or 10 years of GAWL membership or judges   ___ SAVANNAH 
 or Past Presidents are eligible to join as benefactors)  ___ TIFTON 
   ___ VALDOSTA 
    
COMMITTEE INVOLVEMENT:  I would like to be contacted for participation in the following committees:      
____  Communications       ____  JARC  ____  Leadership  ____  Membership            ____  Mentoring    
____  Programs              ____  Public Affairs           ____  Special Events  ____  Strategic Partnerships ____  Art Auction 
____  Community Service ____  Endowment ____  Grants  ____  Scholarships 

Please check all that apply: 
_____ I hereby certify that I am a member in good standing of the State Bar of Georgia. 
_____ I am interested in serving as a GAWL Liaison at my law school, firm, or professional organization of which I am a member. 
_____ I wish to become a member of GAWL’s speaker’s bureau.  My areas of expertise or interest:       
 
Answers to the following questions are optional, but will help us to better understand the needs of our members and are strictly confidential: 
 
How many years have you been in practice?   0-2   3-5   6-10  11-15   over 15 
 
Who encouraged you to join GAWL?             
 

What type of environment do you practice in?       
___ mid-sized firm (less than 75 lawyers)    ___ large firm (more than 75 lawyers)   ___ small firm (less than 10 lawyers)       ___ in-house counsel 
___ academic          ___ solo practitioner         ___ public interest           ___ government 
 

 
 
If you wish to pay by credit card, please complete the following information:    
Name (as it appears on card):         Card Type:              
Billing Address:                           
             (Street)           (City)                                     (State)      (Zip)                         
Credit Card Number       Exp Mo/Yr:   Total Authorized:                                                               
 

Send application and dues by mail to: GAWL Executive Director, P.O. Box 79308 
Atlanta, GA 30357; 404-496-5368 (fax); GAWL.Director@gmail.com.  You may also join on-line by visiting the website at www.gawl.org. 

PLEASE NOTE: MEMBERSHIP DUES ARE NON-REFUNDABLE. 
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MEMBERSHIP CATEGORIES 

Members licensed to practice law and in good standing of the Bar of any State, the District of Columbia, or any international bar shall be eligible for 
Full Membership. Any Full Member who is employed, upon application, by a governmental entity shall be eligible for Public Sector Membership.  
Any Full Member who is employed, upon application, by a non-profit organization, shall be eligible for Non Profit Membership.  Any Full Member 
who has, upon application, been in good standing of the Bar of any State, the District of Columbia, or any international bar for one year or less shall 
be eligible for First Year Lawyer Membership (assuming said member has not previously been a member in good standing of another bar for a 
period longer than a year).  Any Full Member who has, upon application, been in good standing of the Bar of any State, the District of Columbia, or 
any international bar for more than one year but less than four years shall be eligible for 2-3 Year Practice Membership (assuming said member has 
not previously been a member in good standing of another bar for a period equal to or longer than four years).  Any law student shall be eligible for a 
Law Student Membership upon enrolling in an accredited law school, which membership shall be available until admittance to any State Bar or the 
District of Columbia Bar is obtained or one year after graduation, which ever comes first.  Any person is eligible for the Friend of GAWL 
Membership category, regardless of affiliation with any law school, firm, or state bar organization.  Any Full Member who has practiced for 15 
years, who has been a GAWL member for 10 years, who is a Judge, or who is a Past President of GAWL shall be eligible for the Benefactor 
Membership category. 

GAWL FOUNDATION 

The Georgia Association for Women Lawyers Foundation is a 501(c)(3) non-profit, sister organization of GAWL that provides community service 
opportunities for GAWL members.  The Foundation’s mission is to encourage philanthropy by women lawyers in Georgia for the benefit of the 
greater community.  Membership in GAWL includes membership in the Foundation.  With the help of GAWL Foundation committees, the 
Foundation sponsors community service events, issues grants to other charities, hosts the annual Art Auction gala, and awards scholarships to 
deserving women law students with funds raised through the auction.  By working together, the GAWL Foundation will continue the tradition of 
community service, and GAWL will continue providing members with networking, rainmaking and leadership training opportunities.  For more 
information about the Foundation or to join a committee, please contact the Foundation’s President at GAWL.Foundation@gmail.com.  A percentage 
of all membership dues is directed to the GAWL Foundation.  To make a tax-deductible donation directly to the Foundation Endowment, please mail 
a check payable to the GAWL Foundation, Inc., to P.O. Box 79308, Atlanta, GA 30357 or donate on the GAWL website.  Unlike donations to the 
GAWL Foundation, contributions or gifts to GAWL are not tax deductible as charitable contributions.  However, they may be tax deductible as 
ordinary and necessary business expenses.  

If you have questions, please contact GAWL.Membership@gmail.com. 

We invite you to visit our website at www.gawl.org for more information about our organization and how you can get involved. 

Follow GAWL on Twitter at GAWLCentral, like GAWL on Facebook, and join GAWL’s group on LinkedIn! 
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2 / GAWL Strategic Partnership Opportunities 

GAWL provides me with a reliable referral 
network that reflects the diversity and 
quality of legal talent in Georgia    

Joyce Gist Lewis, Shingler Lewis LLC 

 
GAWL            
Sponsor  
Packages 

Platinum Sponsor $7,500 

Gold Sponsor $5,000 

Silver Sponsor $2,500 

Sponsoring GAWL 
provides highly 
visible branding 
and an effective 
means to reach 
your target 
audience  

The benefits 
• A partnership with GAWL supports

women in the legal profession,
promotes diversity, and offers a
unique business development
opportunity for your firm or business

• Integration of your organization in
GAWL’s public relations, press and
e-marketing campaigns

• Prime positioning of your firm or
business at GAWL events

• Complimentary memberships, event
tickets, and discounts

• Visibility on GAWL’s award-winning
website, which boasts hundreds of
unique visits per month from
attorneys to consumers of legal
services

• GAWL’s online directory which
includes contact information,
profiles and photos for over 700
members in a searchable format

Your logo featured 
• GAWL’s website and logo

link to sponsor’s website

• GAWL quarterly newsletter
sent to our 700+ mailing list

• All event signage,
marketing collateral,
and printed materials
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3 / GAWL Strategic Partnership Opportunities  

Through the relationships I have developed 
as a Board member of GAWL, my business 
revenues have grown exponentially  

Cristina C. León, The Partners Group 

Practice Areas Represented* 
Administrative / Regulatory  

3
%

Alternative Dispute Resolution / Mediation 2% 
Appellate 

2
%

Bankruptcy 3% 
Business / Corporate Transactions 

6
%

Civil Rights .5% 
Commercial Litigation / Business Disputes 

7
%

Community Associations 1% 
Corporate / In-House Counsel 

3
%

Criminal Defense 4% 

Entertainment / Sports/ Media 
.
5
%

Environment / Toxic Tort 1% 

Family / Adoption / Elder 
8
%

General Practice / Litigation 10% 

Government / Judiciary / Bar 
7
%

Health / Medical 1% 

Immigration 
2
%

Insurance Coverage / Defense 3% 

Intellectual Property 
3
%

Labor / Employment 5% 

Legal / Medical Malpractice 
2
%

Not-for-Profit / Public Interest 4% 

Personal Injury 
5
%

Product Liability 2% 

Real Estate 
4
%

Wills / Trusts / Estates 4% 

Workers’ Compensation 
.
5
%

Zoning .5% 

Non-Practice Areas Represented*  
Attorney Placement / Recruitment 

.
5
%

Consultant   2% 
Law School Faculty / Administration / Student 

3
%

Support Services .5% 

*Practice Areas and Non-Practice Areas reflect composition of GAWL membership. 

BECOME A GAWL FIRM SPONSOR: 

• GAWL relies on sponsors to play an important role in the success of our bar-related events and activities.

• Good networking often occurs outside of the law firm – get connected and stay connected with other women in the
profession. 

• Be recognized as a supporter of equality and diversity within the legal profession.

• Programs such as the Annual Dinner and the Legislative Preview allow us to publicly appreciate excellence in the legal
community and beyond. The Judicial Luncheon promotes collegiality and camaraderie among members of the bench and
bar. The Leader Within is an inspiring seminar geared toward attorneys interested in developing their leadership skills.

• Maximize your visibility within the legal community and enables us to continue to offer meaningful events and programs
for our members.

• Receive online and print recognition, access to members at GAWL’s events, and complimentary memberships and
discounted tickets to signature GAWL events.
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4 / GAWL Strategic Partnership Opportunities  

GAWL Firm Sponsors gain maximum 
exposure for their firm and the 
unique opportunity to be associated 
with the Georgia Association for 
Women Lawyers and its members 

Opportunity to host and speak on a legal topic at an exclusive program* 

Inclusion of firm logo in GAWL e-blasts 

Ability to distribute a firm gift at the GAWL Participation Party  

Platinum 
 $7,500 

Gold 
$5,000 

Silver 
$2,500 

Tickets to GAWL Annual Dinner Table 5 3 

Opportunity to host an exclusive GAWL program  

Press release recognizing sponsorship 

Logo on GAWL’s website and logo link to firm’s website 

Opportunity to place a firm gift at each seat at the GAWL Annual Dinner 

Recognition during the GAWL Annual Dinner 

Opportunity to co-host a GAWL program 

Mention in all media outreach announcements 

Firm name on GAWL’s website 

Firm name/logo and level of sponsorship on all GAWL signage and printed materials 

Priority seating at all GAWL Signature Events 

Access to GAWL’s online Attorney Directory 

Announcement of sponsor status in the quarterly GAWL newsletter sent to 

700+ contacts 

Color ad in the GAWL Annual Dinner souvenir program  Full page Half page   Quarter page 

Complimentary GAWL memberships (min. $1300, $650, and $390 value) 10 5 3 

Discount on all GAWL Signature Events and discount on GAWL membership 

after complimentary memberships have been fully utilized 20% 15% 10% 

= Available = Unavailable 

*Tailor a program that best fits your firm’s needs and maximizes client development opportunities.
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5 / GAWL Strategic Partnership Opportunities  

We are proud to offer our GAWL 
Corporate Sponsors the opportunity to 
effectively market their products or 
services to our members 

Table at GAWL’s Annual Dinner – Premium Seating for your company (min $520 value) 

Inclusion of company’s logo in GAWL’s e-blasts 

Platinum 
$7,500 

Gold 
$5,000 

Silver 
$2,500 

Opportunity to host and speak on a legal topic at an exclusive program* 

Ability to distribute a company gift at the GAWL Participation Party 

Opportunity to host an exclusive GAWL program 

Logo on GAWL’s website and logo link to company’s website  

Opportunity to place a company gift at each seat at the GAWL Annual Dinner 

Recognition during the GAWL Annual Dinner 

Opportunity to co-host a GAWL program 

Mention in media outreach announcements and sponsor recognition in GAWL’s newsletter 

Company name on GAWL’s website 

Company name/logo and level of sponsorship on all GAWL signage and printed materials 

Priority seating at all GAWL Signature events  

Access to GAWL’s online Attorney Directory 

Color ad in the GAWL Annual Dinner souvenir program  Full page Half page   Quarter page 

Tickets to GAWL Annual Dinner Table 3 1 

Complimentary Friend of GAWL memberships (min. $1500, $900, and $300 value)   5 3 1 

Discount on all GAWL Signature events and discount on GAWL membership after 
complimentary memberships have been fully utilized  20% 15% 10% 

= Available = Unavailable 

*Tailor a program that best fits your company’s needs and maximizes your return on investment.

BECOME A GAWL CORPORATE SPONSOR: 

• GAWL is a professional organization with more than 700+ members, inclusive of judges, lawyers, law students, law school
faculty and legal administrators.

• Receive brand recognition at various GAWL events throughout Georgia attracting hundreds of members each year.

• Enjoy targeted marketing to our members of your products or services.

• Increase your company’s visibility in the Georgia legal community.

• Invest in a strategic partnership with GAWL that will provide your business maximum exposure to our members
through our website and other online and print materials.
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6 / GAWL Strategic Partnership Opportunities  

GAWL Signature Event Sponsor 
and Supporter Packages 

An opportunity for your 
firm or organization to 
sponsor a GAWL 
Signature Event 

The benefits 
You choose the Signature Event. The 
sponsorship package includes: 

• High visibility branding

• Company name and logo displayed
on signage associated with event
sponsorship

• Table tent cards with your
company’s logo

• Two complimentary event tickets**

• The opportunity to provide guests at the
event with a company gift

• The right to use the GAWL Logo and
official title as Event Sponsor in your
organization’s marketing materials

Package price $1500 

Supporters will have their brand 
represented at an event 

Our members value the personal and 
professional contacts they make at 
committee meetings, networking events, and 
programs throughout the year. 

Supporters of GAWL are invited to sponsor 
luncheons, meeting materials, and other 
events in exchange for the opportunity to 
market to a strategically-defined audience. 
Select an event of your choosing. 

   Package price $500 

*Signature Events are subject to change. 
**Event tickets not included for Leadership 
Academy and GAWLedu.
**NNBs, NNHs, GAWL Chapters and Affinity 
Groups offer multiple meetings and events per 
year Supporters of GAWL can sponsor. 

GAWL Signature Events 

Signature Events include:* 

• Legislative Preview
Approx. attendance 50

• Leader Within
Approx. attendance 100

• Leadership Academy
(Approx. 15-20 participants selected
annually to partake in this 4-session
leadership development program)

• Annual Dinner
Approx. attendance 125-150

• Participation Party
Approx. attendance 125

• Judicial Luncheon
Approx. attendance 150

• GAWLedu
(Approx. 15-20 individuals selected to
participate in year-long legal training
program for new and beginning lawyers)

GAWL Supporter Events 

Supporter Events include: 

• Neighborhood Networking Breakfasts (NNBs)***

• Neighborhood Networking Happy Hours
(NNHs)***

• GAWL Chapter Events***

• GAWL Affinity Groups (Feminist, Girls in Sports
and Entertainment, Large Law Firm, Newer
Lawyers, Solo/Small Firm, and Working Moms)***

• Leadership Academy Alumni Dinner

• Women in the Law Day
(John Marshall Law School Chapter)
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GAWL Strategic Partner Contract 

CONTACT INFORMATION (Please print clearly) 

Company: 

Address:  Ste/MS/Rm: 

City: State/Province: Zip/Postal Code:  Country: 

Phone: Fax: 

Primary Contact Name: 

(will receive all correspondence) 

    Title:  

Phone: Fax: 

(if different than above) 

ZEmail (required):  

What’s your company’s industry?  

SPONSORSHIP LEVELS:

    

     
    
     

For questions regarding sponsorship levels or custom packages, please contact:  
Vice President of the Strategic Partnerships Committee at GAWLStrategicpartnerships@gmail.com  

All applications MUST be accompanied by full payment in order to be accepted.  We, the below signed company, have 
read and agreed to the payment terms of The Official Contract for GAWL Strategic Partners.  

Signed 

Print Name & Title Date 

CANCELLATION POLICY 

Requests for cancellation and refunds must be in writing. Cancellations received within 7 days from the contract date 

will receive a 50% refund.

*

Law Firm Sponsor Corporate Sponsor 
Platinum:   $7,500      Platinum:   $7,500 
Gold:   $5,000      Gold:   $5,000 
Silver:   $2,500      Silver:   $2,500 

Signature Event Sponsor ($1,500 PER EVENT) Supporter of GAWL ($500 PER EVENT) 
Legislative Preview Neighborhood Networking Breakfasts 
Leader Within Neighborhood Networking Happy Hours 
Leadership Academy GAWL Chapter Events 
Annual Dinner GAWL Affinity Groups 
Participation Party Leadership Academy Alumni Dinner 
Judicial Luncheon Women in the Law Day (JMLS) 
GAWLedu Other_______________________________ 
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Bar Association Luncheon Materials 

ATLANTA BAR ASSOCIATION 

GEORGIA ASSOCIATION FOR WOMEN LAWYERS 
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ATLANTA BAR ASSOCIATION 
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Why the Atlanta Bar?  There are a variety of local and specialty Bars in the metro Atlanta region 
that you can become involved in. What makes the Atlanta Bar special is that we offer high quality, 
unique opportunities more often.  We help you find your place, or even multiple destinations, within a 
robust community of sections, committees, service and pro bono groups.

A Diverse Membership  Our assembly of premier legal professionals includes Judges, lawyers, 
students, civic and community leaders, educators, and even non-lawyer affiliates (such as 
paralegals, legal assistants and support staff).  This broad based group comes from a twelve county 
area and meets in both large and intimate settings, allowing members to build an extensive network 
of professional and personal relationships.

When is a good time to join?  Our membership year starts in June, but any time is a good time 
to get involved.  The sooner you join, the sooner you can participate in one (or many!) of our 22 
sections, such as the Atlanta Council of Younger Lawyers, Sole Practitioner/Small Firm, Women in the 
Profession, Litigation, other specialty sections and committees.

What does it cost?  Dues vary according to years of practice or status, such as Judges or students, 
and range between $50 and $245 annually.  For the price of a monthly networking lunch, you can 
benefit from numerous practice and leadership development opportunities, attend social outings, 
as well as receive a $75 coupon towards Continuing Legal Education courses and discounts at local 
retailers and industry service providers.  Law school students are admitted free!

How do I join?  Go to www.atlantabar.org  and click the Join Us button. If you have any questions 
about our many sections or programs, contact Membership Director Amy Schlossberg at (404)537-4930
or aschlossberg@atlantabar.org.  

 
More About Us 

A Place to Get and Give  The Atlanta Bar Foundation, our philanthropic arm, funds important 
community service projects such as the Summer Law Internship Program, Police Scholarship Fund, 
Atlanta Santa and Minority and Diversity Clerkship Program. These programs are supported in part 
through fun and entertaining annual fundraisers: LawJam: Battle of the Atlanta Lawyers’ Bands, Legal 
Runaround 5K Race/Walk and A Courthouse Line theater productions. 

In the Community  The Atlanta Bar led the formation of the Multi-Bar Leadership Council, 
a collaboration between 15 bar associations that include minority and diversity groups which 
meet regularly to foster and improve relationships among their members. Our members regularly 
participate in numerous pro bono and community programs that benefit the Atlanta region, living up 
to our motto: Lawyers Who Serve. 

Atlanta Bar Association 

A Place Where Careers and Relationships Thrive

Membership
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Atlanta Bar Association 

A Place Where Careers and Relationships Thrive

Sections

About our Sections  Our varied listing of twenty-two Sections gives members the opportunity 
to collaborate with lawyers both in and out of their practice area. Sections sponsor a variety of 
independent and joint activities, including CLE and practice programs, community service projects 
and social networking activities. Each Section is governed by its own Board which provides relevant 
leadership training to emerging leaders. Join one or many! 

 
 
What does it cost?  Section dues vary from $10 to $50.  Students actively enrolled in law school 
are eligible for free Atlanta Bar membership, as well as free membership in up to four sections.  
Many Sections offer monthly CLE and networking opportunities at a discounted rate.  Plus, 
members also receive discounts on other Atlanta Bar CLE sponsored programs and events hosted 
by other Sections. These benefits can greatly offset the cost of your nominal Section dues.  
 

Atlanta Bar Sections  
 
Find a section in your practice area or choose one of our varied specialty sections!  For more 
information, visit www.atlantabar.org or contact us at sections@atlantabar.org. 
 

Atlanta Council of Younger Lawyers Intellectual Property

Bankruptcy Law International Law

Business & Finance Judicial Section (Judges Only)

Construction Law Labor & Employment Law

Corporate Counsel Litigation

Criminal Law Public Interest Law

Dispute Resolution Real Estate

Elder Law Sole Practitioner/Small Firm

Environmental & Toxic Tort Tax Law

Estate Planning & Probate Women in the Profession

Family Law Workers’ Compensation
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Date Admitted to Practice Date of Birth

Law School Graduation Date

Address City State Zip Code

Phone Number Fax Number Email

Member Classification
Active 
A person who is a member of the State Bar of Georgia and is engaged in the 
practice of law and/or resides in one of the 12 Metropolitan Counties (Cherokee, 
Clayton, Cobb, DeKalb, Douglas, Fayette, Forsyth, Fulton, Gwinnett, Henry, Paulding 
and Rockdale.)

Government/Public Service/GA Law School Faculty 
Lawyers who are employed full time in Government positions, with public service 
organizations or faculty of Georgia law schools.  

Associate 
Any person not eligible for active membership, but who is a member of the Bar in 
any State or the District of Columbia.

$75 (Admitted between June 1, 2010 - May 31, 2015)

$100 (Admitted prior to June 1, 2010)

$50 (Admitted between June 1, 2015 - May 31, 2019)

Cardholder Name Billing Zip AMEX Discover Mastercard Visa

Credit Card # Exp. Date CVC # Signature

$100

$0

$50

$245 (Admitted prior to June 1, 2010)

Optional Section Membership
$15  Atlanta Council of Younger Lawyers (first year in practice)

$25  Atlanta Council of Younger Lawyers (age 36 or younger or 3 years 
        or less in practice)

$35  Bankruptcy Law

$35  Business & Finance$125 (Admitted between June 1, 2015 - May 31, 2019)

$195 (Admitted between June 1, 2010 - May 31, 2015)

Non-Lawyer Affiliate 
Legal assistants, court and calendar clerks, legal administrators, legal support staff, 
patent agents and mediators registered with the State Bar of Georgia Office of 
Alternative Dispute Resolution.  Non-lawyer affiliate disclaimer applies.

Student 
While enrolled in law school, students are eligible for free membership as well as free 
membership in up to four sections.  Students may join additional sections at regular 
dues rates.

$50  Construction Law

$35  Corporate Counsel

$35  Criminal Law

$25  Dispute Resolution

$25  Elder Law

$25  Environmental & Toxic Tort

$30  Estate Planning & Probate

$35  Family Law

$25  Intellectual Property

$25  International Law

$25  Labor & Employment Law

$30  Litigation (Judges Free) $0  Securities and Corporate 
Litigation Sub-Section

$10  Public Interest Law

$35  Real Estate 

$15  Sole Practitioner/Small Firm (1 year solo/small firm practice) 

$30  Sole Practitioner/Small Firm (more than 1 year solo/small firm practice)

$25  Tax Law

$35  Women in the Profession (Judges Free)

$35  Workers' Compensation

Contact Information

GA Bar #

$125  Lawyer Referral & Information Service

Optional 

$30  Voluntary Atlanta Bar Foundation Contribution
applicable Bar dues from left column, Sections 
and optional items. Total

Payment Type

Check Payable to the Atlanta Bar Association  Credit card

$35  Judicial (Judges only)

Date 

MEMBERSHIP APPLICATION 
June 1, 2018 - May 31, 2019  
   

     GenderSuffixLast NameMiddle NameFirst NamePrefix

Firm/Company

yes noFormer Atlanta Bar Student Member?
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GEORGIA ASSOCIATION FOR 
WOMEN LAWYERS 
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About GAWL 

Founded in 1928, the Georgia Association for Women Lawyers ("GAWL") proudly serves the 
diverse interests of women lawyers in Georgia. GAWL works to enhance the welfare and 
development of women lawyers and plays a key role in advancing their interests throughout the 
state. GAWL has a strong, bipartisan voice on issues such as the judicial nomination process, 

legislative affairs, work-
life balance issues, and 
the education, training, 
and sponsorship of 
women lawyers to take 
their rightful place as 
leaders in the state of 
Georgia. 

GAWL's members 
include judges, in-house 
counsel, medium and 
small firms, solo 
practitioners, public 

service and government attorneys, attorneys who are not currently actively practicing law, and law 
students. Membership is open to persons of all genders and persons in legally-related fields. 

GAWL celebrated its 90th anniversary in March 2018 with the opening of an exhibit on GAWL’s 
history at Georgia State's Special Collections and Archives Library. GAWL’s founders include 
Minnie Hale Daniel (President, 1928-1929), the first woman to graduate from law school in 
Georgia, and Betty Reynolds Cobb (President 1929-1930), the first woman to pass the Georgia 
State bar examination. 

Please take a minute to join GAWL and become a part of the impressive history and the exciting 
future of women lawyers in Georgia. You can learn more about GAWL on our website at 
www.gawl.org, on Facebook at https://www.facebook.com/GAWLCentral/ and on Twitter at 
@GAWLCentral. 

GAWL Foundation 

GAWL Foundation, Inc. (“the Foundation”) is a non-profit organization created by GAWL in 
2003. The Foundation’s mission is to encourage philanthropy by women lawyers in Georgia for 
the benefit of the greater community. The GAWL Foundation strives to provide easy access to 
community service activities for GAWL members and other attorneys. The Foundation also 
gives grants to Georgia 501(c)(3) organizations serving women and children, especially in the 
legal system. Finally, the Foundation awards annual scholarships to select female law students at 
Georgia law schools who are interested in pursuing careers in public interest law. 

GAWL 2018-2019 Board. 
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Chapters 
 
GAWL has chapters across the 
state in: 

• Blue Ridge 
• Columbus 
• Douglas-Paulding 
• Gwinnett 
• John Marshall 
• Middle Georgia 
• Savannah 
• Tifton 
• Valdosta 

 

 

 
 

Neighborhood Networking and Affinity Groups 
 

Monthly Affinity Group meetings on: 

• Alternative Practice Affinity Group 
• Feminist Affinity Group 
• Newer Lawyers Affinity Group  
• Solo and Small Firm Affinity Group 
• Working Moms Affinity Group 
 
 
 
 
 
 

Signature Events 
 
Annual Signature Events include: Kick-Off Party, Judicial Luncheon, Legislative Preview, 
Holiday Party, Day at the Capital, and Annual Dinner. Many chapters offer similar events 
throughout the state or choose to participate in Atlanta’s events. In addition to our Signature 
Events, GAWL offers a selection of unique events each year catering to the interests and 
development goals of members.  

  
 
  

Monthly Neighborhood Networking 
Breakfasts (NNBs) in: 

• Buckhead 
• Cobb/Cumberland 
• Druid Hills 
• Decatur 
• East Cobb 
• Intown 
• North Fulton 
• Perimeter 
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CLEs 
 
GAWL offers a variety of CLEs each year. Recent CLEs include The Leader Within, Raising the 
Bar on Equal Pay, and an International CLE in Greece. 
 
GAWLedu 
 

GAWLedu is year-long bootcamp for lawyers 0-3 years 
in practice. Topics range from how to deal with nasty 
emails and difficult clients, to explorations of specific 
practice areas such as litigation, estate planning, criminal 
defense, and personal injury.  Participants learn about 
litigation practices, transactional practices, practice 
management issues, and more. This program offers six 
CLE credits. Applications are available in the fall for 
openings in January. 
 
 

 
Mentoring Circles 
 

Mentoring Circles are closed groups of 8-15 attorneys. 
Each group has attorneys in a wide variety of practice 
settings and areas of law across the spectrum of 
experience. Each circle commits to meet for at least year 
of confidential group mentoring. Participants benefit 
from the insights and encouragement of other attorneys 
in their group as well as the strong connections they 
make. Applications are available in the fall for openings 
in January.  
 
 

 
Studies on the Field of Law 
 
In 2017, GAWL commissioned the “Leaky Pipeline” study to examine factors underlying the 
“leaky pipeline” for women in the legal field – why do women advance at a lower rate than men 
and why do women leave the profession at a higher rate than men. Previously, GAWL conducted 
a two-part "It's About Time" study, delving into the attitudes and experiences of law firms and 
attorneys concerning part-time and flexible work arrangements. All three studies are available on 
GAWL’s website, www.gawl.org. 
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Testimonials 
 
“Through GAWL, I have met bar and community leaders, received business referrals, and gained 
leadership training and community involvement. I know of no other organization that offers such 
diverse, individualized benefits for its members.” 
—Pilar Prinz, Lawler Green Prinz, LLC 
 
“Through the relationships I have developed as a Board member of GAWL, my business revenues 
have grown exponentially, and even more importantly, I have developed relationships with other 
professionals that I now consider mentors and friends.” 
—Cristina C. León, The Partners Group 
 
“GAWL provides me with a reliable referral network that reflects the diversity and quality of legal 
talent in Georgia.” 
—Joyce Gist Lewis, Shingler Lewis LLC 
 
“I not only have received actual clients from several GAWL members over the years, I started a 
new law firm in January 2013 with fellow former President Stephanie Friese. Without GAWL, I 
never would have met Stephanie!” 
—Christian F. Torgrimson, Pursley Friese Torgrimson 
 
 
 

 
 

 
For more information, a calendar of events, or to join, visit GAWL’s website at 

www.gawl.org. 
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____  Renewal Application 

____  New Member Application Membership Application 

FULL NAME:  

IF YOU HAVE EVER BEEN KNOWN BY ANOTHER NAME, PLEASE PROVIDE: _______________________________________________________________ 

EMAIL:        EMPLOYER:  

OFFICE ADDRESS (law students, please record your mailing address):  

OFFICE PHONE:  ( )  FAX:  ( ) CELL PHONE:  ( ) 

COUNTY OF RESIDENCE/PRACTICE: 

PRACTICE AREA(S): 

MEMBERSHIP CATEGORY (descriptions on reverse): CHAPTER (if applicable, by area and/or county): 
___ FULL - $130 ___ BLUE RIDGE 
___ NON-PROFIT or 1ST YEAR LAWYER - $55 ___ COLUMBUS 
___ PUBLIC SECTOR or 2-3 YEARS PRACTICE - $70 ___ DOUGLAS/PAULDING 
___ LAW STUDENT - $25 ___ GWINNETT 
___ FRIEND OF GAWL - $300     ___ JOHN MARSHALL LAW SCHOOL 
___ BENEFACTOR - $1,000 – one-time payment ___ MIDDLE GEORGIA 

(15 years of practice or 10 years of GAWL membership or judges ___ SAVANNAH 
or Past Presidents are eligible to join as benefactors) ___ TIFTON 

___ VALDOSTA 

COMMITTEE INVOLVEMENT:  I would like to be contacted for participation in the following committees:     

____  Communications       ____  JARC  ____  Leadership ____  Membership            ____  Mentoring  
____  Programs              ____  Public Affairs        ____  Special Events ____  Strategic Partnerships ____  Art Auction 
____  Community Service ____  Endowment ____  Grants  ____  Scholarships 

Please check all that apply: 
_____ I hereby certify that I am a member in good standing of the State Bar of Georgia. 
_____ I am interested in serving as a GAWL Liaison at my law school, firm, or professional organization of which I am a member. 
_____ I wish to become a member of GAWL’s speaker’s bureau.  My areas of expertise or interest:  

Answers to the following questions are optional, but will help us to better understand the needs of our members and are strictly confidential: 

How many years have you been in practice?   0-2   3-5   6-10  11-15   over 15 

Who encouraged you to join GAWL?  

What type of environment do you practice in?      
___ mid-sized firm (less than 75 lawyers)    ___ large firm (more than 75 lawyers)   ___ small firm (less than 10 lawyers)       ___ in-house counsel 
___ academic          ___ solo practitioner         ___ public interest  ___ government 

If you wish to pay by credit card, please complete the following information: 

Name (as it appears on card):  Card Type: 

Billing Address:  

 (Street)   (City)      (State)  (Zip) 

Credit Card Number Exp Mo/Yr:  Total Authorized:  

Send application and dues by mail to: GAWL Executive Director, P.O. Box 79308 

Atlanta, GA 30357; 404-496-5368 (fax); GAWL.Director@gmail.com.  You may also join on-line by visiting the website at www.gawl.org. 
PLEASE NOTE: MEMBERSHIP DUES ARE NON-REFUNDABLE. 
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MEMBERSHIP CATEGORIES 
 
Members licensed to practice law and in good standing of the Bar of any State, the District of Columbia, or any international bar shall be eligible for 
Full Membership. Any Full Member who is employed, upon application, by a governmental entity shall be eligible for Public Sector Membership.  
Any Full Member who is employed, upon application, by a non-profit organization, shall be eligible for Non Profit Membership.  Any Full Member 
who has, upon application, been in good standing of the Bar of any State, the District of Columbia, or any international bar for one year or less shall 
be eligible for First Year Lawyer Membership (assuming said member has not previously been a member in good standing of another bar for a 
period longer than a year).  Any Full Member who has, upon application, been in good standing of the Bar of any State, the District of Columbia, or 
any international bar for more than one year but less than four years shall be eligible for 2-3 Year Practice Membership (assuming said member has 
not previously been a member in good standing of another bar for a period equal to or longer than four years).  Any law student shall be eligible for a 
Law Student Membership upon enrolling in an accredited law school, which membership shall be available until admittance to any State Bar or the 
District of Columbia Bar is obtained or one year after graduation, which ever comes first.  Any person is eligible for the Friend of GAWL 
Membership category, regardless of affiliation with any law school, firm, or state bar organization.  Any Full Member who has practiced for 15 
years, who has been a GAWL member for 10 years, who is a Judge, or who is a Past President of GAWL shall be eligible for the Benefactor 
Membership category. 
 

GAWL FOUNDATION 
 

The Georgia Association for Women Lawyers Foundation is a 501(c)(3) non-profit, sister organization of GAWL that provides community service 
opportunities for GAWL members.  The Foundation’s mission is to encourage philanthropy by women lawyers in Georgia for the benefit of the 
greater community.  Membership in GAWL includes membership in the Foundation.  With the help of GAWL Foundation committees, the 
Foundation sponsors community service events, issues grants to other charities, hosts the annual Art Auction gala, and awards scholarships to 
deserving women law students with funds raised through the auction.  By working together, the GAWL Foundation will continue the tradition of 
community service, and GAWL will continue providing members with networking, rainmaking and leadership training opportunities.  For more 
information about the Foundation or to join a committee, please contact the Foundation’s President at GAWL.Foundation@gmail.com.  A percentage 
of all membership dues is directed to the GAWL Foundation.  To make a tax-deductible donation directly to the Foundation Endowment, please mail 
a check payable to the GAWL Foundation, Inc., to P.O. Box 79308, Atlanta, GA 30357 or donate on the GAWL website.  Unlike donations to the 
GAWL Foundation, contributions or gifts to GAWL are not tax deductible as charitable contributions.  However, they may be tax deductible as 
ordinary and necessary business expenses.  

 
 

If you have questions, please contact GAWL.Membership@gmail.com. 
 

We invite you to visit our website at www.gawl.org for more information about our organization and how you can get involved. 
 

Follow GAWL on Twitter at GAWLCentral, like GAWL on Facebook, and join GAWL’s group on LinkedIn! 
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ICLE BOARD

Name Position Term Expires

Carol V. Clark Member 2019

Harold T. Daniel, Jr. Member 2019

Laverne Lewis Gaskins Member 2018

Allegra J. Lawrence  Member 2019

C. James McCallar, Jr. Member 2018

Jennifer Campbell Mock Member 2020

Patrick T. O’Connor Member 2018

Kenneth L. Shigley  Member 2020

A. James Elliott Emory University 2019

Buddy M. Mears  John Marshall 2019

Dean Daisy Hurst Floyd Mercer University 2019

Cassady Vaughn Brewer  Georgia State University 2019

Carol Ellis Morgan  University of Georgia 2019

Hon. Harold David Melton Liaison 2018

Jeffrey Reese Davis  Staff Liaison 2018

Tangela Sarita King Staff Liaison 2018



GEORGIA MANDATORY CLE FACT SHEET

Every “active” attorney in Georgia must attend 12 “approved” CLE hours of instruction annually, 
with one of the CLE hours being in the area of legal ethics and one of the CLE hours being in 
the area of professionalism. Furthermore, any attorney who appears as sole or lead counsel in 
the Superior or State Courts of Georgia in any contested civil case or in the trial of a criminal 
case in 1990 or in any subsequent calendar year, must complete for such year a minimum of 
three hours of continuing legal education activity in the area of trial practice. These trial practice 
hours are included in, and not in addition to, the 12 hour requirement. ICLE is an “accredited” 
provider of “approved” CLE instruction.

Excess creditable CLE hours (i.e., over 12) earned in one CY may be carried over into the next 
succeeding CY. Excess ethics and professionalism credits may be carried over for two years. 
Excess trial practice hours may be carried over for one year.

A portion of your ICLE name tag is your ATTENDANCE CONFIRMATION which indicates the 
program name, date, amount paid, CLE hours (including ethics, professionalism and trial 
practice, if any) and should be retained for your personal CLE and tax records. DO NOT SEND 
THIS CARD TO THE COMMISSION!

ICLE will electronically transmit computerized CLE attendance records directly into the Official 
State Bar Membership computer records for recording on the attendee’s Bar record. Attendees 
at ICLE programs need do nothing more as their attendance will be recorded in their Bar 
record.

Should you need CLE credit in a state other than Georgia, please inquire as to the procedure  
at the registration desk. ICLE does not guarantee credit in any  state other than Georgia.

If you have any questions concerning attendance credit at ICLE seminars, please call:  
678-529-6688
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