Working Toward a Paperless Office

National Association of Legal Assistants-Paralegals
2005 Convention
Kansas City, Missouri
July 13-16, 2005

When you automate a mess, you end up with an automated mess.
Organize; Then Automate

Michael L Wagner
mwagner@wagnerlawfirmpc.com
Wagner Law Firm, PC

1533 N 12 Street

Bismarck ND 58501
701-530-9410

© 2005. All Rights Reserved.




Table of Contents

ISR 1011 oo [3Tox 1 oo SRR 1
2. Electronic Case Filing in the Federal Court SYStem.........cccccevivevieiesieene e 2
3. Electronic Case Filing in State Court SYStEMS ........ccceeeeiiiiieieeie e 3
4.  Working Toward the Paperless OffiCe..........ccoiiiriiiiiiieiieee e 4
5. CONFIABNTIAITY ..o b 5
6. Deadlines are CritiCal.........ccoiiiiiiiiiieii s 6
6.1. REAI DEAANIINES ....cveiieiieiieiee e 6
7. OPENING @ NEW FIE ....ooeiieie et nnees 7
7.1. The NUMDEING SYSEM ...c.viiiiiiiiiiiieieie e 7
7.2. CONTHCE CRECK ... e 8
7.3. Start Creating @ ContaCt RECOI .........cceiueiiiiiiiiiisiee e 9
7.4. Create @ Matter RECOIT ......cuoiiiiiiie et 9
7.5. Creating an Efile (Master PDF Fil€) .......cccooiiiiiiiiiiiiseee e 10
7.6. MASEEr PDF TIIES. ..o e 11
8. Adding Documents t0 an Efile.........cccoviieiieiie e 11
8.1. Adding a Separate PDF File .........cccccoveiiiiieii e 11
8.2. AddIng a Paper DOCUMENT ........ccoiiiirieiieiieieie et 12
9. Incoming Mail, EMail & FAXES........ccecoueiiieiiiiieii e 12
10, INCOMING EMAIL.......coiiiiiiiii et sre s 13
11. Detailed Instructions-Processing Documents Received Through ECF .................... 13
12. Bankruptcy Deadlines-By RUIE ...........cooiiiiiiiiiieeee e 17
13. Outgoing Mail, EMail & FaXES........ccecveiiiieiieie e 17
14. General Guidelines on Using BOOKMArKS..........ccccoviiiiieieiic e 19
15. Naming Conventions-BOOKMAIKS...........cccoiiiiiiiiiiiiie e 20
16, ClOSING FIES ... 21
17. EXampPles Of EFIIES ..ccuvoeiiie e 23
18. Computer SOTIWAIE LOG.....ccuiiiiiiieiiieiiie sttt nneas 27

19. Summary of Things We Have Learned ...........ccccoveiieeiieneniese e 28



1. Introduction

In AD 105, the Chinese court official, Ts'ai Lun, (if we are to believe the chronicle
recording the claim) invented papermaking from textile waste using rags. This can be
considered as the birth of

paper as we know it today. Livery of Seisin: The ceremony, at common law, for
transferring the possession of lands by a grantor to the
After being appointed a grantee. The transfer was accomplished by the grantor
Chapter 7 panel trustee in and grantee entering upon the land, and there a clump of

1995, it did not take me long dirt or other symbol was delivered in the name of the
to figure out the importance whole property.

of efficiency in handling
cases. It was and continues to | Deed: A conveyance of realty; a writing signed by

be a significant factor in grantor whereby title to realty is transferred from one to
determining whether being a another.

trustee is economically
feasible. Efficiency in performing legal work is also vitally important. Insurance defense
firms are faced with preparing detailed budgets on cases prior to being retained and being
bound by fee guidelines. Bills are carefully scrutinized by clients. In the case of trustees
and professionals employed by trustees, the compensation is scrutinized by the court and
other parties.

Word processing, timekeeping, billing, accounting, case management, document
assembly and litigation support are the most common functions automated in a law firm.
The use of physical files (pfiles) versus electronic files (efiles) has been discussed for
years, but never took off, due in large part to the lack of a standard format in which to
store such documents. In the last few years, portable document format (PDF) has
emerged as the standard format for electronic documents in the court systems and the
business world.
With a standard
finally in place,
efiles are becoming
more common and

Some changes are hard to accept. In 1829, Martin VVan Buren, then the
governor of New York, wrote this to the President:

The canal system of this country is being threatened by the
spread of a new form of transportation known as ‘railroads.” . .

people are starting . As you may well know, railroad carriages are pulled at the
to realize the enormous speed of 15 miles per hour by engines, which, in
numerous benefits addition to endangering life and limb of passengers, roar and
of efiles. Moreover, snort their way through the countryside. The Almighty

certainly never intended that people should travel at such
breakneck speed.

with all
jurisdictions
moving toward case
management electronic case filing (CM/ECF) and many states mandating efiling,
attorneys have to make the adjustment from paper to digital format.




2. Electronic Case Filing in the Federal Court System

Since at least 1989, there has been a movement to provide public access to court
records by electronic means. Public Access to Court Electronic Records (PACER) is an
electronic public access service that allows users to obtain case information from federal
courts." PACER is a service of the United States Judiciary, provided by the
Administrative Office of the United States Courts. PACER offers an inexpensive, easy-
to-use alternative for obtaining case information without having to visit the courthouse.
PACER allows the user to request information about a particular case or party using the
Internet or through a dial-up connection using a computer and modem. The data is
immediately available for printing or downloading.

Case Management/Electronic Case Files System (CM/ECF or ECF for short) is a new
case management system that allows courts to manage electronic dockets. It also allows

each court the ability to receive filings

electronically, pursuant to local rule or order. On March 27, 2004, NASA's unmanned
ECF is being implemented in the Federal Hyper-X airplane reached Mach 6.83
Judiciary for all bankruptcy, district and (approx. 5,000 mph), almost seven times the

U f :
appellate courts. As ECF comes online in the speed of sound

federal courts, PACER will facilitate electronic The Space Shuttle does zero to 17,000 mph
access to dockets and case file documents for in 8.5 minutes.

registered users.

CM/ECF systems are now in use in sixty-four district courts, eighty bankruptcy
courts, the Court of International Trade and the Court of Federal Claims. Most of these
courts are accepting electronic filings. Almost 18 million cases are on CM/ECF
systems. And over 150,000 attorneys and others have filed documents over the Internet.
Under current plans, the number of CM/ECF courts will increase steadily each month
into 2005. http://pacer.psc.uscourts.gov/cmect/

Features of ECF include:

24-hour access to case file documents over the Internet

Ability to file pleadings electronically with the court

Automatic email notice of case activity

Ability to download and print documents directly from the court system
Concurrent access to case files by multiple parties

Savings in time and expenditures for attorneys

Expanded search and reporting capabilities

Easy to use -- based on Standard Internet browser

No waiting in line or unavailable files at the courthouse

Some of the benefits include:

Replaces aging electronic docketing and case management systems in all federal
courts by 2005

1 Much of the information contained in this section was taken from www.pacer.psc.uscourts.qov .
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Is being used enthusiastically by attorneys in pilot courts nationwide

No delays or added expenses associated with mail or courier services

Speeds delivery and allows easier tracking of case activity

Reduces physical storage space needs and document processing times

Low start-up costs -- uses Internet standard software and established "PDF" format
Secure and reliable

Court dockets are immediately updated and available

3. Electronic Case Filing in State Court Systems

Not only are federal courts moving quickly toward electronic filing, state courts are
also. http://www.e-courts.org contains information on a number of state courts.

North Dakota is a typical example. On March 1, 2003, North Dakota Supreme Court
Administrative Order 14 became effective.
www.ndcourts.com/court/rules/Administrative/AO14.htm The order implemented a pilot
project for electronic filing with the North Dakota Supreme Court. A document filed
electronically has the same legal effect as an original paper document. The typed attorney
or party name or facsimile signature on a document filed electronically has the same
effect as an original manually affixed signature. Documents filed electronically may be
submitted by e-mail. E-mailed documents must be in PDF or approved word processing
format. Approved word processing

formats _for documents filed Thou hast most traitorously corrupted the youth of
electronically are WordPerfect, Word, the realm in erecting a grammar-school; and
and ASCII. The order further details the where, before, our forefathers had no other books
formatting requirements. For those of but the seore and éhe tf?j“yl thou hast Cﬁ”i‘?d y

. printing to be used; and, contrary to the king, his
ypu who know t.he Iocat'lons and .Cl.Jt_.Off crown, and dignity, thou hast built a paper-mill.
times for all mailboxes in your vicinity Shakespeare, King Henry VI, Pt. 2, Act 4, Scene 7.
will take comfort in knowing you can

file a document electronically up until
11:59pm on the date the document is due to be filed.

If a party files a document by electronic means, the party must serve the
document by electronic means unless the recipient of service cannot accept documents
served electronically.

While the rules of your jurisdiction may vary, the process of completing the brief
and appendix will likely be close to the same. | have had two appeals where | have taken
advantage of electronic filing and it works fantastic. No more scrambling to get the right
color paper, binding clips, and tie up the copier all day.

The Brief: We use Microsoft Word to prepare most documents. When the brief is
done and ready to print, we simply print the brief to a PDF document rather than to a
printer. You can set your PDF conversion settings to automatically create bookmarks for
your headings. See Figure 1. The brief is sent by email to the clerk’s office, which
constitutes filing.



W EE B Cptions ~  x 2.6.  The Trial Court Erred In Denying the Request for Jury Trial

g
‘E @ Facts - Agticle I Section 13 of the Nosth Daketa Constitution provides that “t]he right of
%‘ S @ Law & Argument trial by jury shall be secured to all. and remain inviolate. OME brought these actions
[==]
@ OWE Elected the Remedy c seeking a deficiency (money judgment). The complaints were signed on or about May 8.

5 Motice of the Warious Sales
[l If Proper Motice Was Not G
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2001. The defendants counterclaimed for money damages. alleging, inter alia, breach of

Signatures

fidueiary duty and negligence. On December 2, 2002, OME sought to supplement the
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Figure 1-Bookmarks Automatically Created When Word Converts to PDF

The Appendix: After filing an appendix by email, you will realize what a
complete waste of time it is to file paper copies. While I am preparing my brief, I go
through the record assembling the appendix as | go. When | filed paper, | made a copy of
the portion of the record | wanted and placed it in a pile which would eventually be the
appendix. I still follow the same basic procedure, only now instead of making a copy, |
scan the document into a PDF file (if it is not already in PDF format) and bookmark the
appendix as | go along. When done, | use a program called StampPDF to bate stamp the
pages. Once stamped, | create a title page and table of contents in Word, and add those
pages to the PDF appendix. Email the brief and appendix to the clerk as well as opposing
counsel and you are done, without making one visit to the copier or binding machine.

s =E [ QSSANNA o8/f12/2002
o EE B+ Options »  x 26 28 BRIEF IN SUPPORT OF MOTION FOR CONTINURNCE OF TRIAL 08/12/2002
< ; . 25 25 MOTION FOR CONTINUANCE OF TRIAL 08/12/2002
= @TameOfCOﬂtemS a 30 30 NOTICE OF MOTION (NO HERRING REQUESTED} 08/12/2002
= - 31 31 PLAINTIFF'S BRIEF OBJECTING TO MOTION FOR CONTINUZNCE/ 08/20/2002
H 4 Docket Davis-Case No. 08-01 CERTIFICATE OF SERVICE 08/20/2002
@ 32 32 ORDER DENYING CONTINUANCE 08/27/2002
EI Docket ACT-Case Mo, 08-02- 33 33 AFFIDAVIT OF SERVICE AND RETENTION OF ORIGINALS 09/24/2002
) 34 34 NOTICE OF APPEARANCE 05/24/2002
@ Iy Complaint: ACT f™ 35 36 AFFIDAVIT IN SUPPORT OF MOTION FOR JISCOVERY ORDER 09/24/2002
5 _ 36 37 PLAINTIPF'S MOTICN TO COMPEL DISCOVIRY/CERT OF SERVICE 09/24/2002
= 5 Summons: ACT 37 35 PLAINTIFF'S BRIEF IN SUPPORT OF MOTION TO COMPEL 05/24/2002
5 DISCOVERY 03/24/2002
in 3 Answer & Counterclaim ACT 38 ANSWER & COUNTERCLAIM/CERTIFICATE OF MATLING 03/30/2002
(Cont inued)
5 Reply to Counterclaim:ACT OME v. ACT, etal Appendix Page 1
”
- =% PRECEN N L "

Figure 2-Appendix with Bate Stamped Page Numbers using StampPDF

4. Working Toward the Paperless Office

Our office averages appointments in approximately 80 chapter 7 cases per month.
Each case generally has a minimum of 50 pages. That translates into 4,000 pages per
month, or 48,000 pages per year. Combine that with some cases that have hundreds and
even thousands of pages, along with a private practice, and it does not take long to fill
multitudes of banker boxes even for a small firm. After considering the pros and cons of
scanning documents, we moved forward on a test basis. By trial and error, we have found
a number of things that work and do not work.

At approximately the same time as we started experimenting with scanning
bankruptcy files, we started test scanning closed private practice files. We currently scan
all closed files and are in the process of moving each area of private practice toward
efiles.



The remainder of this material consists primarily of excerpts from our in-house Law
Firm Policy & Procedure Manual as well as our in-house Panel Trustee Policy &
Procedure Manual which indicate how we manage our efiles and organize documents
within the efile. Note that some sections and portions of sections have been omitted.

Throughout the following text, you will see references to Time Matters®
(www.timematters.com). We use the program as our personal information manager
(PIM), including such things as appointments, todos, email, phone messages, notes, etc.
There are many programs on the market which accomplish approximately the same thing.
That is, you should be able to accomplish the same things | reference in this material with
the PIM that you currently use.

Excerpts From In-House Policy & Procedures Manual
5. Confidentiality

All client information is confidential. Unless there is some public record that
discloses it, even the fact this firm is representing someone is confidential. Breach of
confidentiality may well result in immediate termination. Be careful of what you say in
and out of the office.

Opinion 92-18 of the Ethics-Advisory Committee of the Kansas Bar Association also
serves as a reminder of the importance of instructing your staff about keeping the
identity of the firm's clients confidential. Additionally, office design should be a
consideration in this regard. A synopsis of that opinion in the ABA/BNA Lawyer's
Manual on Professional Conduct at 1001:3805 states:

A law firm may use an open reception area, but should take steps to ensure
that the lawyers do not discuss legal matters with clients in the open area
and should caution clients against discussing legal matters amongst
themselves. The law firm should ensure that clients cannot hear the
receptionist repeating the names of clients who are calling in by
telephone.

Disclosure Of Client Identity, Robert W. Martin, Jr., Eastern Region Risk Manager,
04/14/1996.

A lawyer must adequately train, monitor, and discipline nonlawyer employees so
as to guard against breaches of confidentiality. If the lawyer does not take
reasonable steps to do so, the lawyer is subject to discipline for an employee's
disclosure of confidential information to persons outside the firm.

Employees, Contract Workers, ALPS And Client Confidences, Robert W. Martin, Jr.,
Eastern Region Risk Manager, 02/14/1996.



6. Deadlines are Critical

By far, the leading cause of malpractice claims is due to the attorney missing a critical
deadline. For example, if an opposing party files a motion for summary judgment asking
for $100,000 from our client and, due to poor office practices, we miss the deadline to
respond to the motion, the client may well lose the case simply because we did not timely
respond to the motion. Courts have little sympathy for a firm that misses a deadline. It
makes no difference if the error was caused by the attorney researching the statute of
limitations and coming up with the wrong date or whether the administrative assistant
simply neglected to put the deadline in the computer. The result is the same. Accordingly,
it is absolutely critical that deadlines be entered right away and completely accurate.

The Administrative Assistant must read all incoming and outgoing communications
carefully, particularly looking for deadlines. There are real deadlines, which are generally
based upon a rule or statute; and there are artificial deadlines, such as a letter from
opposing counsel stating such things as, “If I do not hear from you in ten days, | will file
the lawsuit.” All deadlines, whether real or artificial, must be entered in the computer
system.

Critical dates are broken down into two categories: Calendar/event items and ToDo
items. A Calendar item is something that takes place on a specific date at a specific time.
For example, a hearing on a motion for summary judgment is a Calendar item; typically
our notification will come in the form of a Notice of Hearing in which the notice states
something to the effect that “the hearing will take place on December 1, 2003 at 2:00pm
CST”. Enter events into the attorney calendar, including sufficient information to allow
the attorney to understand what the event is about. If it is a first time client or a non-
client, include the person’s phone number in the description field in case our office needs
to contact the person (e.g., to re-schedule). If possible, link the event to a Contact and/or
Matter.

A ToDo item is something that must be completed on or by a specific date, but not by
a particular time on that date. For example, an objection to a motion for summary
judgment is a ToDo item; typically our notification will come in the form of a Notice of
Motion in which the notice states something to the effect that “if you do not respond to
this motion by December 1, 2003, the court may enter order that affects your rights.” For
the procedure on entering ToDo’s, see section [Omitted].

6.1. Real Deadlines

Real deadlines are deadlines governed by rule or statute. With respect to real
deadlines, unless the supervising attorney instructs you otherwise, you must use the
Timetable feature in the Date Calculator module of Time Matters to calculate
deadlines. A Timetable has been created for each rule that sets a deadline for a response
(e.g., Bankruptcy Rule 2002(a)).



Sy Date Calculator ﬂ

From Date: To Date:

<<| < | Today | > | >>| Calculatar I Timetable SpecDate | Calendar | <<| < | Today | = | >>|

February, 2005 Name - | February, 2005
E M TWwW T F = EF Code 108(a0(e-5 /0 for non-BH oo | =M Tw T F =
I - BF Code B05(0) RS State Frampt Detarminaitarn -
B ¥ B 81019 12 BR General Order 5-14-04 20 Day MNatice B 7 B 81019 12
R U EF: General Order 5-14-04 25 Day Notice 1314 15 16 17 1813
= o BR General Order-5-14-04 15 Day MNotice
BF Fule 2002(s):0Objecttdotion [DESCRIFTION]
EFR: Fule 2002(b):Object-hotion [DESCRIFTION]

20 21 22 23 24 25 26
27 28

March, 2005 March, 2005

BER Fule 4003(b):Ohject-Exemptions
R BR: Rule BO02(=):Appeal Deadline R
6 7 & 210 11 12 EFR Fule ??-Reponse to Objection to kMotion 6 7 & 910 11 12
13 14 15 16 17 18 13 BRUSTER? Handbook 3(D)(2)(d)-Checks Dutst 13 14 15 16 17 18 13
20 21 22 23 24 25 26 MDCC 30.1-18-06 20 21 22 23 24 25 26
27 25 29 30 A MDCC 30.1-18-06 Inventory & Appraisement 27 28 29 30 A
MDOFAappP 10(c)(1):File Transcript Deadline
April, 2005 MORAppP 27:0hject-tMotion-[DESCRIFTION] April, 2005
S M TW T F = MDFRApRP 3 (alAppellant Brief Due E M TW T F =
i 2 MNDRAppF 31(a)lAppelles Brief Dues i 2
S 4 &5 & 7 E & NDORARRP 31(2):Reply Brief Due g 4 &5 & 7 B &
10 11 12 13 14 15 16 MNDFAppF f.Appeal Deadline 10 11 12 13 14 15 16

17 18 19 20 21 22 23
24 25 26 27 25 29 30

17 18 19 20 21 22 23

o ZE EE e aE A om MDODRCHP 12:Answear Complaint

MNDRCHE 33.34.36:Discovery Deadlines-MNotw/ !
MDRCHWP 33.34.36 . Discovery Deadlines-w/ S&C
MDRCHnwP BE(b)Object-hotion-Sum J/

MNDRCt 3.2:0bject-Motion [DESCRIPTION]

MNPICA: Docket Currency Std (30 davwvs to issue DKLI

Add | Change | Delete | Close |

Figure 3-Time Matters Date Calculator

[Omitted Sections]
7. Opening a New File

7.1. The Numbering System

All transactions are identified by a client number (e.g., 01-500). If a client has
more than one matter, the matter number is tagged to the end of the file number (e.g., 01-
500-01). In that case, both are collectively called the file number and must always be
used together. Time Matters Contacts (F5) may be sorted by client number and so may
the Matter List (F6).

Files are generally not opened until we know the firm will be providing legal services
to the client. Many times, people will call and request that we send them information.
Potential estate planning clients are a good example. When the potential client requests
such information, their name, address, and whatever other information available is put in
Time Matters Contacts. The Classification Code is PCLI (potential client). The date the
information is sent should be entered into the Open Date field and the Administrative
Assistant should put a brief memo in the memo field as to when and what information
was sent.

Every client will have a Matter record. The matter may be estate planning, litigation,
adoption, or any number of different things. When a Matter record is created in Time
Matters, a trigger is fired to create an Open File ToDo. See Figure 4. The Memo field of
the ToDo contains a list of the various items that need to be performed in order to
properly open a file, along with who has authority to complete such item (Attorney, Legal
Assistant, File Clerk, Administrative Assistant). As you perform a task to open a file, go
into the memo field of the ToDo and update the information to show what you have done.
Be sure to place your initials next to the description of the task you performed. Note also
that the Memo field of the ToDo contains information about whether the file will be a
physical file (and if so, whether to use a regular or large size folder). The person
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requesting the file be opened should indicate the type of file it will be. As you complete a
task in the memo field, replace [DATE] with the actual date you completed the task; also
remove any text inside brackets [] and replace with actual information on the file. When
you are done, there should be no brackets left. Once all items in the Memo field have
been completed, the last person to complete the last task shall check the ToDo done and
archive it.

If we know the referral source, indicate the source in the “Thank you letter to referral
source” line and link the referral source Contact record to the Client Contact record. If
there is no Contact record for the referral source and if the Matter is estate planning and
the referral source is another professional in a field related to estate planning, create a
contact record.

R

File  Miew  Help

E Save kClose [ [E] Cancel

Primary I Description | Open File 6|
Date Imﬂ F'riolityl— Duration [ 0,00 Code [OFI0pen File [;lj OD
Diescription [Open File _Staff ] [=] ﬂ o
Regarding | | | ﬂ 'IU
Fieminders l— [" Follow [~ Done [ Moty I Hide [ Trigger [ Review [ Bilable [ Private  Status I— 5
— Areaf A1
Inzstructions for file tupe: Regualar/Large Pysical; Electronic. [IMITIALS] ﬂ '2

[DATE] Mo Conflictz. [FCINITIALS]

[DATE] Created physical/electranic file and entered Link infarmation in Matter recard, [FC INITIALS]
[DATE] Statute of Limitations [ToD o Entered/Motapplicable]. [La IMITIALS]

[DATE] Confirmed corect S/L applied and entered in ToDa, [ATTY INITIALS]

[DATE] Engagement Letter completed. [Aa INITIALS]

[DATE] Thark You letter to refernal source. [A4 INITIALS]

Figure 4-Time Matters Open File ToDo

7.2. Conflict Check

Before accepting a new client, the firm must perform a conflict of interest check
to make sure representing the potential client will not create a conflict of interest. There
may be a conflict of interest with another client in the firm, or a member of the firm,
including an attorney or staff. Our insurance carrier stated:

We trust that all ALPS insured attorneys understand the importance of
making sure that the employees in your offices do not have any conflicts of
interest with your clients. You should do a conflicts check before you hire a new
employee and insure that conflicts are checked throughout their employment.
Obviously, your lawyer/employees should be well aware of the need to avoid
such conflicts. However, it may be necessary to remind your non-
lawyer/employees that they should immediately advise you of a situation where
they have a personal or business conflict with a new client or a new matter. You
should inform all personnel in your office whenever a new client or new matter is
undertaken.



Employees, Contract Workers, ALPS And Client Confidences, Robert W. Martin, Jr.,

Eastern Region Risk Manager, 02/14/1996. Accordingly, it is important to follow the
conflict of interest procedures and maintain strict confidentiality with respect to client
matters.

Check Time Matters and BMS [Trustee case management software] for possible
conflicts.

[Material Omitted]

7.3. Start Creating a Contact Record

First, check to confirm a Contact record does not already exist (including the archive
Contact records) for the client. If one does, do not create a second one. For every client,

there is generally one Contact record; there may be many Matter records, depending upon
how many matters we have opened for the client.

[Material Omitted]

& Contact Form Add =TT
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Figure 5-Partial Completion of Contact Record-Person

7.4. Create a Matter Record

With the Contact record you created in the previous step still open, click on the
up-arrow . . . [Material Omitted].

Whenever a new Matter is created, TM has been set to trigger the creation of an
Open File ToDo (see Figure 4). The Open File ToDo is a Multiple Task ToDo. See
[Omitted] for an explanation of Multiple Task ToDos. All tasks must be completed
before the ToDo is marked done and archived.

On some cases, there may be additional triggers or chains prompting you to create
a chain (e.g., in estate planning cases, a chain of events is set up to keep the file moving
through the office to completion). Check over the information on the screen to see that it
appears correct. If not, consult with the supervising attorney. Once you are sure the
chain-of-event information is correct, click OK to allow the chain of events to be created.



[Material Omitted]

Enter pfile in the Open File field of the Matter record. If an electronic file (efile) is
opened, enter the path/filename of the efile in the Open File field of the Matter record.

7.5. Creating an Efile (Master PDF File)

The firm is in the process of converting to a paperless system. The entire client
file is stored in one PDF file, referred to as the efile or Master PDF file. When
creating a Master PDF file, use the naming conventions set forth in section 15. Any
information that would normally be placed in the physical file will be added to the
Master PDF file and bookmarked.

All open efiles are stored in G:\File\yyyy (year the file was opened). All closed
efiles are stored in G:\Archivelyyyy. In Time Matters, each Contact record has a field
for Open File and a field for Closed File. On Contacts where only one matter is open,
link the Contact record to the efile in the Open File field of the Contact record. When
more than one matter is open for the client, it is not necessary to link the Contact to
an efile, but you may link the Contact record to the most prominently accessed efile.

Every Matter record for which an efile exists should be linked to the efile in the
Open File field of the Matter record. When the file is closed, the efile will be moved
from where open efiles are stored (currently g:\file\yyyy) to where closed files are
stored (currently f:\archivelyyyy). Consistently, the Open File link will be removed
and a link will be made in the Closed File field. Note that Contact records also have a
field entitled Open File; this field may be used for linking client efiles when there is
only one matter for a client; the field is, however, primarily intended for use with
vendors and other contacts in which a single efile exists.

Be particularly careful when working with efiles. While the chances of
accidentally tossing a physical file into the trash, it is dangerously easy to delete an
efile.

Uszerd

Operbate | 2/24/2004 — ;I

ClozeD ate = ;l

Open File  |20044%04-001 HDImES-SherIDc_Ichncnrpuratinn.pdf Eﬂ
Zip File “l
Clozed File Eﬂ

Figure 6-Section of Matter Record Containing Link to Open Efile
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7.6. Master PDF files.

There is one Master PDF File for each matter. All documents are stored in the
Master PDF File. Master PDF Files are named using the following naming
convention:

Client is an individual:
[File Number-Matter Number]+space+[Last Name]+”-“+[First Name] OR
[Husband Name]+”-“+[Wife Name]”-:Matter Name

Client is an organization:
[File Number-Matter Number]+space+[Organization Name]+”-“+Matter
Name

Examples

03-101 Smith-James-Business Operations
03-101-01 Smith-James-Shirley-Estate Planning
04-101 Jones Contracting Inc-Business Operations
02-202-06 Adams-James-Judy-ABC Corp

04-101 Ellefson-Leonard-Real Estate Purchase

[Material Omitted]

8. Adding Documents to an Efile

A document which needs to be added to an efile may come in various formats. For
instance, it may be a document available on PACER (Public Access to Court Electronic
Records), it may be a document received by us in PDF format from a law firm, it may be
a fax that we receive in TIFF format, or it may be a physical paper document received in
the mail. The following are the most common ways in which we receive documents and
the procedure used to get the document into the efile.

In all cases, remember to bookmark the document, Calendar and/or ToDo any
deadlines, and notify the Attorney and/or Legal Assistant of the fact a document has
been added to the efile and the bookmark location of the newly added document.

8.1. Adding a Separate PDF File
With the efile to which you wish to add a document open in Adobe Acrobat:

Open Windows Explorer [Windows Key] + E, locate the PDF file? you wish to
add to your efile. Left click on the file and drag it to the bottom of the screen, on
top of the Adobe icon. After approximately one second, the Adobe screen will
maximize. Release the mouse key and Adobe will prompt you as to where you
wish to insert the new document. Place it after the last page in the document.
Delete the PDF file which was the document you just added to the efile. Do not
mistakenly delete the efile.

% The PDF file which will be added to an efile will typically be located in the incoming mail folder.
11



Remember to bookmark the newly added document, tickle any deadlines, and notify the
Trustee and/or Legal Assistant of the fact a document has been added to the efile, and the
bookmark location of the newly added document.

Method 2: With the Master PDF File open in Adobe and the PDF file you wish to
add to the Master PDF file also open in Adobe, press [CtrI]+[Alt]+L to get both files
displayed on the screen at the same time. With respect to each file, click on the Pages tab
to the left of the screen. Drag and drop the pages you want added to the Master PDF File.
Remember to bookmark the newly added pages. fscrobat Scan Plug-in SN x|

— Scanner

8.2. Adding a Paper Document

Faormat | Single-sidad j

Depending upon the configuration of your
computer, there are a number of ways in which to scan a

— Destination

' Open Mew PDF Docurment

paper document and add it to an efile. In our office, some = append To Current Document
use Paperport’s ScanDirect; others use the import feature o ] e

of Acrobat; others have their scanner set to immediately
scan everything to PDF format.

To scan directly into the efile®, with the efile to which you wish to add a
document open in Adobe Acrobat:

Press File, Import, Scan.

The Acrobat Scan Plug-in window pops up; make sure “Append to Current
Document” is checked and click on Scan. The scanning software should
automatically start. Make sure the scanning software is set to scan at least 300 dpi
and in black & white. Once the document is scanned, it is placed at the end of
your efile. Enter an appropriate bookmark, save and exit.

9. Incoming Mail, Email & Faxes

Incoming mail and faxes are handled the same manner as in a private practice file
with the exceptions noted in this section.

Any document which would normally be filed in the pfile shall be downloaded or
scanned and filed in the efile, electronically stamped “Received,” (if not already stamped
while in paper format), appropriate entries made in the calendar or ToDo’s, the proper
person in the office notified of receipt of the document, and properly bookmarked.

[Material Omitted].

® One significant drawback to a non-TWAIN compliant scanner (such as Fujitsu ScanSnap) is that you
cannot use this feature of Adobe to scan directly into an existing efile. Consequently, if you have sensitive
information being scanned in that you do not want in a folder accessible by others on the network, be sure
your scanner is set to scan to a private folder. Once scanned in, you need to move the documents to the
Master PDF File and delete the PDF file automatically created by the scanner.
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10.Incoming Email

Incoming email may have two components: 1) the text of the email message and; 2) a
document(s) attached to the email. While each user has his or her own individual email
address, we use Trustee@btinet.net as a general mailbox, much like a United States Post
Office mailbox. The Administrative Assistant is responsible for processing the mail
received via the United States Postal Service. Likewise, the Administrative Assistant is
also responsible for processing emails received to the Trustee@btinet.net address. The
Administrative Assistant is responsible for reviewing each email received and, if
appropriate, forwarding it to the Trustee or Legal Assistant.

Attachments to Email: In Time Matters, double click the email to open it. Click on
“Attachments” button in section 5 of the email window. Click on the Save button. The
“Save as” screen will appear. Computer

BRTWSL has been set up so that “My P 53 Fom o . N
- . . . B sevetiiee | D Reoh oDFowsd | w & HDee | & O BT xfwee | §
Documents” is mapped to the incoming mail e e TT———
folder “G:\BR7\File\0O Incoming Mail” which s by | — —=4
is the folder where all incoming Trustee mail is & & 4
- ag =y, = Plemindecs I Folow [ Done [ Holy T Hde [T Togge [ Privale S
temporarily stored until it is routed to the T =yt =

7]

appropriate person or placed in the appropriate " s | rasemic) | 3O B Ser (@ WS 3 O
file. Click on “My Documents” and save the
PDF file using the name given it by the sender.
You will receive a message that the attachment
has been saved. Delete the attachment from the
email.* In the Matter Number field, enter the appropriate Matter Number. If no Matter
Number is assigned to the case, type in “95-380.T” which represents the matter number
for temporary storage of emails. Click on “Done” in section 1 of the email screen;
confirm that “Show on E-Mail List” is the only box checked in section 3, and archive the
record by pressing [Alt]+Process>Archive. The email will be deleted at the time the case
is closed in this office.

Go to the Incoming Mail folder (G:\BR7\File\0OO Incoming Mail). Open each
document and permanently stamp it “Received.” See Appendix 3 [Omitted from this
Material] for instructions on placing a permanent stamp on PDF documents. Click on
Save.

11.Detailed Instructions-Processing Documents Received Through ECF

We receive NEF (Notice of Electronic Filing) of all documents filed. How a document is
processed depends upon the type of document. This section sets forth the procedure on how to
process the various documents we receive. With respect to all emails received through ECF:

* If you receive a message “Attachments can only be deleted from Time Matters Email” you must first save
the email as a Time Matters email prior to deleting the attachment. To do so, while the email is open, click
on File, Save.
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— The person who processes the email shall place their user name in the Staff field of the
TM email prior to archiving it. Questions on how an email was processed can then be
directed to the person who processed it.

— ECF emails shall be linked to the TM Matter pertaining to the case. If no TM Matter is
open for the case (e.g., it is a No Asset case), link the email to 95-380-T (our temporary
storage location for such emails).

Calendar:

v’ Enter the event in the calendar of Trustee and Trustee Administrator.

v" File the document in the efile.

v Archive the email, linking it to the case Contact or, if no Contact exists for the case,
to 95-380-T

v No need to forward the email to anyone.

File:

v" File the document in the efile.

v" Archive the email, linking it to the case Contact or, if no Contact exists for the case,
to 95-380-T

v" No need to forward the email, Calendar the item, or ToDo the item (e.g., 707(b)
inquiries from UST’s office).

File and Forward:

v File the document in the efile.

v" Forward the email to Trustee and Trustee Administrator.

v" Archive the email, linking it to the case Contact or, if no Contact exists for the case,
to 95-380-T

None:

v Simply archive the email. There is no need to file the document in the efile, forward
the email to anyone else in the office, Calendar the item, or ToDo the item.

ToDo:
v' Determine the applicable rule for calculating the deadline to object.
v Enter a ToDo for Trustee Administrator.
v" File the document in the efile. No need to forward the email to anyone.
v Archive the email, linking it to the case Contact or, if no Contact exists for the case,
to 95-380-T
Document Action Notes
Any document filed by this office None Do not add to the efile; the

document was added to the
efile at the time this office

14



Document

Action

Notes

filed it.

[Omitted]

Affidavit-Generic

File and Forward

Affidavits (not including
Affidavits of Mailing,
which are simply a form of
proof of service) may be
about anything, and
generally relate to a motion.

Amended Petition & Schedules
Schedule C-Exemptions
Petition
All Other Schedules

ToDo
File and Forward
File and Forward

See the discussion of
amendments in section
[Omitted].

For Deadline, See
Objection:Exemptions

BNC Certificate of Mailing - Meeting | None Do not confuse with:

of Creditors ""Meeting of Creditors
Chapter 7 No Asset""
which is an important
email telling us to open an
efile

Certificate of Mailing-Order of None

Discharge

Certificate of Service

File and Forward

Close Adversary Case

None

If pleadings are in efile,
make sure Judgment is in
efile

Close Bankruptcy Case

None

Minute Sheet

File

This is the minute sheet of
hearings created by the
Court

Meeting of Creditors Chapter 7 No
Asset
Aka Meeting (Chapter 7)

Create Master
PDF File
File

This is the email that first
notifies us we are assigned
to a case. As a result, a
Master PDF File is created.
See Section [Omitted].

Motion-Any Type

File and Forward

Check to make sure a
Notice of Motion was also
served. If not, determine the
deadline to object

and enter a ToDo

Notice of Continued/Rescheduled Calendar Confirm that Debtor

Meeting of Creditors Attorney served proper
parties; if not, send letter to
attorney indicating omitted
parties must be served.

Notice of Hearing Calendar Put in calendar of both
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Document

Action

Notes

Trustee and Trustee Adm.

Calendar Example:
[CASE NAME Case
Number] Hearing-
[Movant]-[Document
Type]-[Subject]-[Optional-
Grounds]

JOHNSON 04-12345
Hearing-UST-Motion-
Dismiss-Substantial Abuse

Notice of Entry

File and Forward

Example:

9/22/04 Notice:Judgment
Entered

9/22/04 Notice:Order
Entered

Notice of Appeal

File and Forward

Notice of Appearance

File and Forward

Bookmark date will be the
filing date, not the
signature date.

[Omitted]

[Omitted]

Notice of Motion

ToDo

Objection to Debtor Claim of
Exemptions

File and Forward

Most of these will be
generated out of this office
and, consequently, no
further action is required at
time we get NEF

Obijection to Motion
If Motion is ours
If Motion is not ours

ToDo
File and Forward

Once in ToDo, press Ctrl A
to bring up AutoEntry
Form; select BR Code ?7?-
Response to Objection to
Motion

Notice of Motion

ToDo

Need to determine the
objection period,
depending upon the type of
motion.

Order

File and Forward

If this office needs to do
something to comply
with order, enter ToDo or
Calendar, as the case
may be. Still file and
forward.
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Document

Action

Notes

Proof of Claim

File and Forward

Reaffirmation Agreements

None

Response to Motion
If Motion is ours
If Motion is not ours

ToDo
File and Forward

Once in ToDo, press Ctrl A
to bring up AutoEntry
Form; select BR Code ?7?-
Response to Objection to
Motion

Schedules (initial filing)

File

See also Amended
Schedules

Statement of Intent

None

12. Bankruptcy Deadlines-By Rule

Rule

Document Type

Days

Runs From

5/14/04 General Order

-Motion for Relief from Stay
-Motions for Use, Sale, Lease, or
Abandonment

-Objection to Exemptions

-Motion for Lien Avoidance

-Motions to Compel Assumption-
Rejection of Executory Contract
-Motion for Turnover per 11 USC 543
-Motion to Obtain Credit

-Motion for Use of Cash Collateral

15

Notice Date

5/14/04 General Order

-Motion to Convert by Creditor
-Debtor Motion to Convert 7 to any
other chapter

-Motion to Dismiss (except by Debtor
in 12 or 13)

-Application for Compensation
-Motion to Approve Settlement-
Compromise

-All modifications to Plans and
Disclosure Statement

20

Notice Date

5/14/04 General Order

Approval of Disclosure Statement

25

Notice Date

BR Code § ??

Response to Objection to Motion

Notice Date

BR Rule 4003(b)

Objection to Claim of Exemptions

30

Filing Date

13.0utgoing Mail, Email & Faxes

Letters: When we send a letter generated by this office, the person who actually makes
copies of the letter and puts the letter in the envelope shall, for our copy, scan the
document into the efile, bookmark it, and to the right of the addressee to whom the
document was sent, Stamp (Stamp Comment Tool) “Mailed;” when we send a letter to
someone and cc: another party, the person putting the letters in the envelopes shall put
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their initials just to the right of the cc: line, indicating a copy was actually sent to such
person(s).

[Material Omitted].

Court Filed Documents: When instructed to file an original document, mail it to the
appropriate court. No cover letter is needed. At the time you place the original document
in the envelope:

-Scan the original into the efile. This is our copy. On the front bottom right of the
first page of our efile copy, Stamp “Filed w/ court.”

-Copy (Ctrl C) the address of the court from the word processing document from
where the envelope was generated.

-Switch to the efile and double click on the stamp you just created (which will
cause a note to appear).

-Paste (Ctrl V) the address of the court into the note.

-Save and exit from the efile.

This is your verification that you placed the document in the mail to the court on the date
you placed the “Filed w/ Court” stamp in our efile (the date is automatically generated by
the computer system date; thus it is important that you stamp the efile the same date the
document is mailed).

Documents which set Events: On any document which sets an event (hearing,
conference, deposition, etc.), the person who enters the event in the calendar shall Stamp
“In Calendar” just to the right of the last line of the event. Inputting the event will
generally be done by the person scanning the document since it is on our efile copy that
the stamp must be placed. If such person discovers the event has already been placed on
the calendar, they will nevertheless put their initials on the document signifying they
checked and confirmed the event was entered.

On proofs of service (Affidavit of Mailing or Certificate of Service), the person who
actually puts the document in the envelope shall Stamp “Mailed” just to the right of the
last line of the address. This must be done for each addressee. This is your verification
that you placed the document in the mail to the party on the date you placed the “Filed w/
Court” stamp in our efile (the date is automatically generated by the computer system
date; thus it is important that you stamp the efile the same date the document is mailed).

Emailing Documents: If you email a document (or portions of a document) to someone,
the person who actually sent the email shall Stamp “Emailed” on the front bottom right of
first page of the firm’s copy of the PDF document. In addition to that:

-Copy (Ctrl C) the email address from the email program from where the email
was created.

-Switch to the efile and double click on the stamp you just created (which will
cause a note to appear).

-Paste (Ctrl V) the email address of the recipient into the note.
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If you are sending only a portion of a PDF file, describe in the note attached to the
Stamp what was sent to the recipient.
-Save and exit from the efile.

14.General Guidelines on Using Bookmarks

We use the bookmarks feature of Adobe Acrobat to quickly and easily locate
documents in the efile. The electronic bookmark follows the same theory as a physical
bookmark. It is simply a method to mark a spot in the file. Bookmarks can be subordinate

to other bookmarks in their hierarchy; a higher level
@ & ses  DOOKMark in this relationship is the parent, and a lower

E :;%JS " level bookmark is the child. The bookmarks to the far

2 L0 left of the screen are the root bookmarks (they can have

(| Ryt no parent). Think of them as the main sub-files in a

£ "“%;{ggg Let da>Am State Bank physical folder. You can collapse a parent bookmark in

I ke : ¢ ¢

l| Q70703 Letdka>Westem Finance the palette to hide all its children. When a parent

g ey Teaeer DOOKMAK is collapsed, it has a plus sign next to it. If

S| ~L142408 Let miw>BlellaiRoemmich the bookmark you want to click is hidden in a collapsed

= -] 4425003 Let: mhw=Debtors . . .

| 041103 Let: Weinhold> Clerk parent, click the plus sign next to the parent to show it.

] -712003 Crop Insurance Cancel

g -] 3/18/03 Let:dka>Hoffner .

3 f{%jﬂggg Let Minch- Cler Bookmarks located in the same category are placed
-] 11720/02 UCC Search Resuits in reverse chronological order. That is, the most recent
R e Espeset document bookmark is placed at the top of the
L] 11/1/02 Let:Danovan>rmiw bookmark list. To the right is a screenshot of a

-] 10/24/02 Fax milw>Beulah Lumber

correspondence bookmark; note that the most recent
letter is at the top (even though the letter may be located at the end of the efile).

How to create a bookmark in Adobe Acrobat: While you are in Adobe Acrobat
and viewing the file in which you wish to create a bookmark, go to the location where
you wish to insert a bookmark, left click on the page (and location on such page) where
you wish to place a bookmark and press [Ctrl]+ B. By default, the name of the bookmark
is Untitled. Untitled is highlighted, so that you can immediately type a descriptive name
for the new bookmark. When finished naming the bookmark, press <Enter>. Note that
the bookmark will be placed on the exact location on the page where your pointer lies at
the time you create the bookmark. This comes in handy when the pertinent information is
contained at the bottom of the page.

Open/Close Bookmark Screen: To toggle between having the bookmark screen
open or closed, press [F6].

[Material Omitted].

We bookmark in such a way as to organize efiles much the same way we organize
pfiles, only efile bookmarks allow much more flexibility. For example, in the past when
we set up pfiles, we created a subfolder entitled Correspondence. We placed all our
general correspondence in such subfolder, but did not bookmark each letter. In Adobe,
we create a parent bookmark entitled Correspondence and create child bookmarks for
each letter. This makes locating a specific letter quite simple.
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Bookmarks that are not actual documents (e.g., Correspondence) do not need to
be preceded by a date. All bookmarks of actual documents must be preceded by the
date of such document. Documents which disclose an event should contain the date of
the event.

Example: We receive a Notice of Hearing which is dated August 1,
2002. The notice indicates the hearing will take place September 25, 2002.
The bookmark would be:

8/1/02 Notice:Hearing (9/25/02)
The following are the most common bookmarks we use:
[Material Omitted].

Correspondence: The format to use for correspondence is shown at the
beginning of this section. Note that correspondence may be a letter (let), fax (fax), email
(email) or some other document. Accordingly, precede each document with the
abbreviation for what it is (e.g., Let, Fax).

Motions: The naming convention for motions is:

[Date] Motion:[Relief Sought]-[Movant]-[Detailed Description (optional)]

At the time the motion is filed, motions typically have bookmarked children
consisting of the Notice of Motion (Notice:Motion) and Proof of Service (Proof Service).
All subsequent documents filed which relate to the motion are bookmarked as children of

the Motion (e.g., objection to the motion; order granting or denying motion).

15. Naming Conventions-Bookmarks

Correspondence

Letter from Trustee to Smith..........cocoeeeiiiciecicineane, 8/19/02 Let:BT>Smith

Letter from Michael L Wagner, Wagner Law

Firm, PC, attorney for Trustee to Smith .................. 8/19/02 Let:mlw>Smith

Letter from Trustee to Smith and Jones..................... 8/19/02 Let:BT>Smith-Jones
Letter from US Trustee to Trustee re: 707(b) inquires 8/19/04 Let:UST>BT-707b
Fax from Smith t0 Trustee ........cocevvvvevcieeiciee e, 12/1/02 Fax:Smith>BT

Email from Trustee to Ackerman ...........ccecveeeevennnen.. 9/9/02 Email:BT>Ackerman

Adversary Actions
AdVErsary ACtIONS ........cccovveveiieieeie e seese e Adversary:02-7050-Wagner v. Strilcov et al

Motions
[Date] Motion:[Relief Sought]-[Movant]-[Detailed Description (optional)]
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[Material Omitted]

Motion for Relief from Stay ........cccccevvvvieveiiecienns 7/1/02 Motion:Relief-[Movant]
Motion for Summary Judgment..........cccooeveniienennns 8/15/03 Motion:Summary J/-[Movant]
Objections to MOLIONS.........cccccveveeieeieese e 9/30/04 Objection-[Objecting Party]
Withdrawals of MOtioNS ..........cccoveiiiieiiniicce s 6/4/03 Withdrawal

Examples:

9/30/04 Motion:Relief-Bank 1-89 Ford Taurus

9/30/04 Motion:Dismiss-UST-substantial Abuse

9/30/04 Motion:Extension-DR-File Schedules

9/30/04 Motion:Confirm Sale-BT-86 BMW Motorcycle

9/30/04 Motion:Approve Settlement-BT-C/A Against ABC Corp
9/30/04 Motion:Turnover-BT-Inventory

Notices

Notice to Reschedule/Amended Notice of 341 Meeting 6/4/03 Notice:Amend-341 Mtg
(m/dlyy)

Notice of Entry of Order.......c.cccccocevvveviveieieeseeieenn, 9/22/04 Notice: Order Entered

Notice Of Hearing........ccccoovveeeniennine e 10/7/02 Notice:Hearing-[date of hearing]
NOtiCe OF MOLION.......oviiiiiiiiiic s 1/7/03 Notice:Motion

Notice Of APPEArANCE .......ccovveeeereerieiie e see e 1/5/03 Notice:Appearance-[Firm Name]

Judgments-Orders

JUAGMENT ... 9/28/04
Judgment:[Description (e..g., Debt Nondischargeable]

[Material Omitted]

Order Granting Motion for Relief from Stay...........cccoceveiveiiicnnnnn, 2/6/02 Order:Granted
Order granting motion with specific inStructions ..............c.cceevvveneee. 2/6/03 Order:Granted-
Instructions

Order granting motion in part with specific instructions................... 2/6/03 Order:Partial Grant-
Instructions

PropOSEd OFUEN ...ttt Proposed Order
Other Documents

APPHICALION. ... s App

Affidavit of Service/Certificate of SErviCe ........ccocvvvviiveiviin e 7/1/02 Proof Service
Clerk of BankruptCy COUIt...........ccvveiuiiieiieie e BC

Other LAWSUILS ......eeveciieciccie e [Case # Case Name]

(“Other Lawsuits” is the root bookmark for all lawsuits other than adversary actions. Each case is a child bookmark
of “Other Lawsuits”)

[Material Omitted]

16. Closing Files

We have a detailed set of procedures for closing a file. Below is a copy of the ToDo
which summarizes the process. When we are done, we have three sources of information
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for the entire file: 1. Time Matters records (Events, emails, phone messages, etc, all of
which are archived in the Time Matters program); 2. The Master PDF file; 3. A zipped

file containing all other files relating to the Matter (all word processing documents,
electronic spreadsheets, etc).

ToDo Form - Add

File Edit View Process Help

ESa\xe&Clgse H save |GG|XDeIete |@@|Tﬂ'®é|%&ﬂﬁ|@b@|@gancel |Q

Primarny ICustDm |Be|ated |ﬂ0tes |DDcuments |Ph0ne |E—Mai| |Mai| |Eli||inq |Outline |

Date [ zmajzons A 2R Priariy[ | Durafion [ .00 Code [CF|Close Fils

Description ICluse File

Regarding | |

Feminders | [~ Faollow I~ Done W Moty [~ Hide I Trigger [ Review [ Billakle I
— Areab

PHYSICAL FILE EXISTS
[DATE] Ready to Scan. [AA]
[DATE] File Scanned & Bookmarked. [04A]

ELECTROMICFILE EXISTS
[DATE] Mowed Efile from File folder to Archive folder. [QA]
tMoved pathifilename in Th Matter Record from Open field to Closed field. [OA]

[DATE] Archived all Th records related to Matter except *== [OA]

(Remember notto archive the Matter record unless there are no unbilled charges and there is a zero balance statement)
[DATE] Inserted Closed Date in Th Matter Record. [0A]

[OATE] Zip computer files. delete them fraom Datafolder. Create link in Th katter to zip file. [0A]

[Date] Zero balance Statement. [ACCT]
[DATE] File closed in Billing. [ACCT]

Figure 7-Screenshot of Close File ToDo in Time Matters

When afile is closed, a link to the closed efile and a link to the zip file containing all
client files (word processing documents, spreadsheets, etc) is placed in the Matter record
in Time Matters. To access the efile, you simply click on the icon to the right of the
Closed File field. The same holds true for the zip file.
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,i, Matter Form - Change .

File Edit View Process Help
k2 Savesclose |Hsave | & ® | Xpsete |[BE-B @ 2 | B cancel | @
Primary Igecnndaw |Addmuna\ ‘CUSIDm |Be\ated |NE(ES |DDE5 |Phune |E—Ma\| ‘Ma\l ‘Eleq ‘Tlmehne |AR ‘Outlme |
hdat Ref IEs(a(E Flanning-tichael and Lynda \Wagner Code |EP|EstmEPIan |L|£|
Matter Mo [04-500 Court | PAthy [MLwWIMichael L Wagner [=] 2]
Plaintiff | _#| Defendant | 2|
Client [Michael and Lynda Wagner | [ Notity I~ Trigger I~ Review ¥ Bilable [ Frivate Ststus |
[ Areal Aread
Pri Contact |Michael and Lynda Wagner | | Opp Atty |
Firm Firren
Address  [123 Mockingbird Lane Adress
City Bismarck [nD 58503 City |
Tel/Fox  [5309410 =10 Tel/Fax 3]
— Aread Area b
OrigAty | £|
Loghsst | #| | openDate [5sisrz004 0 3 #|
CiosaDate [ 2/05/2005 B
Links to Efile and Zip File OpenFile &
—\\_\W—l\archlve\w\l\?[ll]tl\ﬂti—ﬁﬂﬂWagner—M\chael—Lynda—EPzlp e
“Closed File [ifarchivewif 2004104500 Vagner-MichacLynd=-EFpdf @

Figure 8-Partial Screenshot of Matter Record in Time Matters

This is particularly handy when someone comes in long after they have executed their
Wills and want to make a change. Rather than do a Codicil, it is often-times easier just to
pull up the Will from the zipped file collection and make the change.

The archive drive will contain only two files per client matter: the Master PDF
File and the zip file. That makes for a clean and organized hard drive.

204-300 Wﬂgler-Micllﬂel-L}-’lldﬂ-EP.Eip
T04-500 Wagner-Michael-Lynda-EP pdf

Figure 9-Partial Screenshot of Folder f:\archive\wlf\2004

When we first started using efiles, we put the closed files on a CD. That was fine
until sometime in the future someone sent a letter and the letter needed to be added to the
closed efile. We found it time-consuming and cumbersome to add anything to a file on
CD. That caused us to purchase an extra hard drive for our file server which contains
only archived files. Adding a document to a file is quick and easy.

17. Examples of Efiles

To be organized, files have to be indexed. We index paper files by having binders
with tabs, subfolders marked Correspondence, Pleadings, Settlement Negotiations, etc.
With electronic files, you can use index systems which are external to the efile, such as
Worldox, Time Matters, and Cabinet NG. My experience has been to keep the efile and
index system in one program, Adobe Acrobat. The bookmark system is the index system.
While such a system does not have near the capabilities a case management software
program has, for almost all of us, it will do the job quite well. Plus, ten years down the
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road you only have to worry about having one program (something that reads Adobe
Acrobat), not two.

Figure 10 is a screenshot of a Master PDF file in which there are multiple lawsuits.
Note that this is a bankruptcy trustee Master PDF File. Accordingly, there are bookmarks
for the petition and schedules (P & S), various assets which are property of the estate, and
two litigation files, among other things. The litigation file bookmarks are organized like
we organize our paper file subfolders.

I Pages\l Layers\l Signatures\l Bookmarks

I Comments

M EE =+ Options ~ x

Dy 7711402 Minutes-341 —
Dy B/17/02 Motice-341
& Amendment Covers
BP&s
4 Asset: Pref Tx=Bernice Szude
% Correspondence
= Employment
I Motions
= Appearances
=N Objections
=Y Adversary: 02-T021-BT v. Szu
= Pleadings
03 4/16/04 Judgement Dism
03 3/2/04 Setflement Agmt
3 2/2/04 Hearing:Minutes (:
5 1/14/04 Order:Scheduling
(5 12/31/03 Order:Pre-Trial
3 9/24/02 Order:Discovery
3 9/22/03 Minutes-Hearing
(3 9/4/03 Order:Hearing {9/
05 8/27/03 Answer
[y 8/21/03 Stipulation:Exten:
35 6/24/03 Summons
5 6/18/03 Complaint
™ 6/18703 Adversary Cover
A Discovery
&5 Research
=y Correspondence
3 Adversary:02-T048-Jensen R
[ Banking
[ Claims
[ Final Report

e

ADVERSARY PROCEEDING COVER £
{Instructions on reversa)

B 104
(Rev. 2/82)

PLAINTIFFS

Michael L. Wagner, Trustee of Stephen and
Diane Szudera Bankruptcy Estate

ATTORMEYS (Firm Name, Address and Telephonea No.)

Michael L. Wagner
Wagner Law Firm, PC

PO Box 639

Bismarck ND 58502-0639
PARTY (Check one box only) 0O 1 U5 PLAINTIFF

5' CAUSE OF ACTION (WRITE & BRIEF STATEMENT OF CAUSE OF £

1 Gomplaint on behalf of the trustee to aovide under 11 U,
an insider as defined under 11 U.S.C. 101(31)}{a){i}. Jurisc

MNATURE
{Check the most ap

454 To Racover Monoy of Fropay

[0 435 To Determine Validity, Pricrity, ar
Exbant of & Lian or Qther Intarest in
Frogerty

O 458 To Obesin approvel far the aske of
Both e interest of the estate and of a
wi-ownar inprapery.

424 To Object or Rewsks a dischams

[ 455 To resake an ard
of @ Chap. 11, &
[0 426 To determine tha
of @ oot 11 LS,
[ 434 To abiain an inju
amquitabs relial
£ 457 To suboroineta 8
ar inbirest excep

11 U.S.C gra7y subordination ks
CRIGIN OF T onginal O zRemowsd [
PROCEEDINGS Proceeding Praceading
{Check one box
only}
DEMAND MEAREST THOUSAND | OTHER RELIEF SOUGHT
330 |
i

BANKRUPTCY CASE IN WHICH THIS

MAME OF DESTOR

Stephen and Diane Szudera

DISTRICT IN WHICH CASE [S PENDING GIVISIONAL OFFICE
Morth Dakota | Fargo

RELATED ADVERSARY

PLAINTIFF | DEFEMNDANT
T OISTRICT | CIVISIONAL OFFIGE I
i |
| FILING

| fm  (Chack one box ardy.) ] FEE ATTACHED

I"maTE
| un 18, 2002

| PRINT rnassE
Michael L. Wagner

E13

8.596 x 11.04 in

L1

| 14 4 345 of 859 B

Figure 10-Master PDF File with Multiple Lawsuits
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Note the above efile is currently 889 pages long. It contains the entire bankruptcy
file and two lawsuits (every page, from the pleadings, discovery, research and notes).
Moving around the file is quick and easy using bookmarks. Note that each lawsuit is a
root bookmark, which is broken down into child bookmarks for pleadings,
correspondence, etc; just like a paper file would be organized in our office.

Figure 11 is a sample estate planning file. Any draft documents sent out are
bookmarked as children of the cover letter. Once documents are signed, they are placed at
the top as a child of “Signed Estate Planning Documents.”

W EE 3= Options = x

=HY Signed Estate Planning Documents =

[ 2/26/04 Last Wil and Testament

([ 2/26/04 Durable Power of Attarney

[ 2/26/04 Health Care Advance Directive
=Dy Correspondence

[ 2/26/04 Let: mbw=Holmes

(% 141304 Let: mbw=Haolmes

=H0E Worksheet

IYers i Signatures\! Bookmarks

Figure 11-Sample Bookmarks in Estate Planning Efile

Figure 12 is an illustration of a permanent stamp using StampPDF. We stamp all
incoming PDF documents (similar to a rubber stamp placed on all incoming paper mail).

Fecerved b Michael L Wagner, Trustee 117112004 show_case_doc[76].pdf

Form B13 (Official Form 183(12/03)
UNITED STATES BEANKRUPTCY COURT
DISTRICT OF NORTH DAKOTA
Case No. 04-31376
Chapter 7

In re: Debtor(s) (name(s) used by the debtor(s) in the last § years, mcluding mamed, maiden, rade, and address):

Figure 12-All incoming PDF documents are stamped ""Received"’

Below is an illustration of two separate permanent stamps, the first one being an
indication the trustee made a quick review of the file and the second showing a conflict
check was performed.
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Tee Guick Review-8M1 072004

WLF-Mo Conflicts-8/9/2004
FORBM B2A (Chapter 7 Individual or Joint Debor Mo Asset Case) (12/03)

UNITED STATES BANKRUPTCY COURT
DISTRICT OF NORTH DAKOTA

=T o Fad i " 1 3 Fal 4

Figure 13-Permanent Stamps Showing File Review and Conflict Check

Figure 14 is an illustration of a non-permanent stamp showing that a letter was
mailed by DKA.

WAGNER LAW FIRM. pc

Atrorngyz

Michael L. Wagner 1533 Morth 12" Street Phone: (701} 530-9410
PO Box 639 Fax: (701) 530-2415
Logal Assistanss Bismarck, WD 58502 Toll Free Fax- (B38) §13-B576

Darey K. Ackerman

December 29, 2004

Clerk of Court Mailed
United States District Court
PO Box 1193

Bizmarck ND 58502-1193

Figure 14-Person who actually mails document so indicates in Efile

When we used paper files, we used sticky notes for many things. We do the same
with PDF files, only the sticky notes are even more useful. They can be color coded,
sorted by, among other things, date and person creating the sticky note. Acrobat 6 allows
you to create a thread of sticky notes, which allows one person to create a note, and all
subsequent notes relating to the original note kept together. In the example below, Lynda
Wagner, during file review, indicated some expenses seemed high. At the 341 Meeting, |
inquire of the debtor about the expenditures and make notes in reply to her note. My
reply is directly linked with her note. If, back at the office, someone follows up on my
note, they reply to my note, keeping everything relating to these expenses together and
easy to follow.
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Itemized Person

Expense

Rectangle
Lynda YWagner

2/5/2005
3:39:52 P

SEEMS HIGH, ALREADY A $150

MEDICAL EXFEMNMSE

ssssss

:l
5293 54

-

Figure 15-Sticky Notes in Efiles

18. Computer Software Log

The firm keeps binder for each computer/device containing software licensed for
such computer/device. When new software arrives at the office, determine into which
machine it will be installed. If the software is for a device other than a computer, such as
a printer, there will be a log for such device. Log the software with such device rather
than the computer to which such device is attached.

Once you have determined the appropriate log sheet to record the software, note
the next available number on the log sheet and assign such number to the new software
media. Complete the remainder of the log sheet with respect to the new software.

Example:

Computer/Device Name: WLFWS1

Media | Media Type | Description In- Out- (U)pdated with
No (CD/Floppy) Service Service Media No.

Date Date OR

(Transferred to
Computer/Device
1 CD Softex Installation | 3/2/00
Disk

16 CD FrontPage 98 3/2/00 12/15/03 | T-WLFWS2
17 CD Trustwise 4.0 3/20/00 | 12/15/03 | U-#20
20 CD Trustwise 5.0 12/15/03

On the media, using a permanent marker, write the following information:

M-D-YY [Device Name] Media #nn

Example: 3-2-00 WLFWS1 Media #1
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If the software is updated with a new media, so note in the log sheet at the same time
you log the new updated media. If the software is transferred to a different computer, so
note in the log sheet of each computer. On the log sheet of the computer where the
software will no longer be installed, complete the Out-Service Date column and the
"(U)pdated with Media No. OR (T)ransferred to Computer/Device" column by writing
"(T) [Device Name]."

19. Summary of Things We Have Learned

Efiles are a paradigm shift. Reading PDF documents is much different than reading
paper documents. It takes time to make the adjustment. Using two screens with the one
displaying a PDF file tilted to portrait mode makes a big difference. The use of
bookmarks with a uniform naming convention and structural organization is essential.

— Software:
— Adobe Acrobat (full version, not just the reader). This is the heart of the

paperless system. Use bookmark ([Ctrl]+b) to index your file and comment
features (e.g., [Ctrl]+S to create a Note) to make notes like you would use
sticky notes on paper. MSP $300 per station.

StampPDF by www.appligent.com. Allows you to create a permanent
stamp in PDF documents. We use it to stamp documents: Received,;
Reviewed; bate stamp documents (such as supreme court appendix,
multiple page exhibits, and other situations in which you would use a bate
stamp); indicate a conflict check has been done on an efile. $179/user
(more than likely need on all machines).

Redax by www.appligent.com. Allows you to redact portions of a PDF
file (e.g., privileged information contained in document). $350/user (only
need on one machine in office).

Scanners:

Fujitsu Scansnap. Sheetfeed with no flatbed. Not TWAIN compliant,
which means it is not recognized by the operating system. This is not bad
if all you use it for is to scan documents into Adobe. I like it because of
the speed and quality (contrary to most scanners, it does a great job of
scanning checks). I do not like the fact that it automatically creates a new
PDF file with each scan, rather than let you just add a scan to an existing
document (which TWAIN compliant scanners allow). MSP $500.
http://www.fcpa.fujitsu.com.

Fujitsu 4010CU. Flatbed and sheetfeeder. MSP $500

Panasonic FP-D350. Outdated. Bought five years ago for $11,000. High
capacity scanner/copier.

Monitors:

The bigger the better. Have two monitors on each workstation. On one
monitor, we generally have Time Matters (calendar, email, phone
messages, etc) displayed, and on the other we have the word processor or
efile displayed. The monitor used for reviewing efiles and word
processing should be in portrait mode (buy a screen that can rotate 90
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degrees). We use 19” monitors. Most video cards will allow you to display
in portrait mode. If not, PivotPro software will do the job, but takes up
resources and has caused some issues with our laptop displays.

Do not archive files to CD. Add a hard drive to your file server which is to be
used for archive files only (be sure to keep a backup of that drive off-site
also). If your file is on a CD and a few years later a letter or something comes
in that needs to be added to the archived file, it is not a simple process to add
the one page to the CD archive file. If the file is on a hard drive, the process is
simple.
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