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On January 7™ chapter members gath-
ered at the Palmetto Club in Columbia to
recognize the retirements of J. Edward
Herren, Jr. and Larry B. Mack. Ed, the
Administrator at Gallivan White & Boyd,
P.A., and Larry, the Chief Operating Offi-
cer of Haynsworth Sinkler Boyd, P.A., to-
gether
had 41
years of
ALA ex-
perience
and con-
tributions
between
them.

Ed’s wife
Terri and
Larry’s
wife,
Brenda,
graced us with their charm and presence.
A large group of chapter members and
guests attended, in addition to a valued
long-time business partner, Darryl Lanier
of DTI. Another special guest was former
ALA International President, David Con-
stantine, who will be stepping into Ed’s
shoes at Gallivan White & Boyd upon
Ed’s retirement.

J. Edward Herren, Jr.

Ed joined ALA in 1987 and was an inte-
gral part of our chapter’s early growth. Ed
held the position of chapter President al-
most 20 years ago, back before the intra-
net and ALA’s website provided such
wonderful resources to the chapter’s lead-
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ers as it does today. He has supported
SCALA during his entire career and we are
grateful for his many years of service, ad-
vice and wisdom.

Larry worked hard for SCALA from the mo-
ment he joined approximately 18 years
ago. Larry
worked his
way
through
various po-
sitions on
the chapter
board of
directors,
continuing
to serve as
an at-large
director un-
til his re-
tirement.
From chapter president, Larry moved to an
ALA Regional board position, and from
there served on the ALA National board of
directors. Larry has never wavered in his
support and contribution to ALA and was a
key player in leading our chapter to its cur-
rent streamlined and efficient structure.

A

Larry B. Mack

We thank Ed and Larry for their many
years of friendship and service and wish
them good health and happiness in retire-
ment.

If | have seen further it isby standing

on the shoulders of giants.
— Isaac Newton




SC Chapter News

SCALA Sponsors South Carolina Bar Convention
Program on Lawyer Retention

On Saturday,
January 22,
2011, | had the
pleasure of
speaking at the
South Carolina
Bar Convention
as part of its law
firm manage-
ment semi-

nar. My keynote
presentation ad-
dressed retain-
ing valued lawyers with flexible work, elimi-
nation of bias and bias-related career obsta-
cles, and connecting them with their firms -
all with the goal of providing better client ser-
vice.

C.T. Calvert

At the outset of the program, Barbara
George Barton of the Barton Law Firm in Co-
lumbia and Chair of the South Carolina Bar's
Professional Potential Task Force presented
results from the South Carolina Lawyers:
The State of the Profession survey. If you
haven't seen this, | highly recommend taking
a few minutes to review it. Itis one of the
most comprehensive surveys of lawyers |
have seen, and it received a remarkable
25% response rate. Its findings discuss
such gems as why lawyers are dissatisfied,
their work/life experiences, whether they
have seen gender-based condescending
behavior, the effect of income and debt lev-
els on young lawyers, and the costs of attri-
tion. Importantly, about half of the respon-
dents work in small legal organizations (2 -
20 lawyers), and an additional 25% are so-
los, so this survey gives insights into the le-
gal profession that research into BigLaw
misses.

After the keynote, | joined a panel of excep-
tional and esteemed speakers: Barbara

George Barton of the Barton Law Firm in Co-
lumbia, Joseph West, Associate General
Counsel for Outside Counsel Management at
Walmart, and Rhonda Amick, Chief Operating
Officer at Turner Padgett Graham & Laney,
P.A. We delved into the practicalities sur-
rounding reduced hour work, including why it
matters to clients like Walmart and why Wal-
mart is now requiring its outside counsel to
have non-stigmatized flexible work programs,
and whether reduced hours work is more
costly to firms.

I would like to thank everyone who made this
program possible. The sponsoring organiza-
tions were the South Carolina chapter of the
Association of Corporate Counsel, the South
Carolina Association of Legal Administrators,
the South Carolina Bar Professional Potential
Task Force, and the South Carolina Women
Lawyers Association. | am also grateful to
sponsors F3 Concepts and Square Boxx.

Cynthia Thomas Calvert is a nationally-known con-
sultant, speaker and writer. A former law firm part-
ner and co-founder of the Project for Attorney Re-
tention, she uses her expertise to help law firms
refresh their policies and culture to meet the needs
of their lawyers and clients. Reprinted with permis-
sion, previously published by C.T. Calvert, http://
www.ctcalvert.blogspot.com

Clark Reifsnider welcomes seminar attendees.

(Also pictured: Barbara George Barton and C.T.
Calvert)



NAVIGATING THE SOCIAL NETWORKING

MINEFIELD - ARE YOU PREPARED???

February 15, 2011
Sponsored by

The South Carolina Association of Legal Administrators

Date: February 15, 2011
Registration: $25

Time 12:00—1:00 Registration
and Lunch
1:00—2:30 Program
2:30—3:00 Question and
Answer Session
3:00—3:30  Meeting and
Election of Officers
3:30-4:00 Board Meeting

Place: The Clarion Hotel
1615 Gervais Street
Columbia, SC 29201

Send registration form and check
payable to:

SCALA, Atin: Teresa Powers
Baker, Ravenel & Bender, LLP
PO Box 8057
Columbia, SC 29204

Please refer questions to:
Teresa Powers
(803) 799-9091

tpowers@brblegal.com

es continue to grow in popularity
awyers—and so do the risks of violating
entiality or ethics rules. Should a lawyer
" a judge on Facebook? What are the legal or ethi-
cal rules regarding surreptitiously gathering data from so-

cial networking sites? Attend this meeting and hear from
two recognized sources.

eymour, Fsquire

is the Deputy Disciplinary Counsel to the
Carolina, where she investigates and prosecutes
ainst lawyers. She will discuss social networking and
cerns that should be considered when trying to implement
a in your law firm.

Jeff Vinzani, Esquire

Jeff Vinzani is a partner at Nexsen Pruet who has a real grasp of
social networking. Jeff manages several LinkedIn groups, with his
largest group totaling nearly 9,000 members. He also has a loyal
Twitter base of 1,750 followers. In 2010, Jeff was named #42 out of
the Top 100 Twitter Users in Investment/Commercial Real Estate by Real
Property Alpha. Jeff will address the practical aspects of implementing
and maintaining a social media campaign within a practice or firm
wide.

SCALA has applied for 1.50 hours of CLE Credit (1 hour of Ethics Credit)

JALA South Carolina

Association of Legal
administrators | Chapter

Gold Level Chapte®

THANK YOU TO OUR 20117 BUSINESS PARTNERS

GOLD SILVEDR
Huseby Inc. F3 Concepts, LLC
Sharp Business Systems South Carolina Bar
Thaxton Barclay Group Square Boxx




Facing the Risk

As the economy becomes more and more tu-
multuous, law firms continue to face higher
risks and tougher business decisions. Account
receivables are on the rise, collection timelines
are lengthening beyond 90 days, clients are
stretched thinner and thinner, while at the
same time firms are doing everything they can
to keep business coming in

the door and keep everyone

on the payroll. These are

some of the most difficult

times law firms have faced in

history. These are the times

when risk management be-

comes even more important

because behind every good

client is somebody looking to

capitalize and receive finan-

cial gain by any means pos-

sible.

Here are some simple tips to consider when
evaluating your firm’s risk management prac-
tice and procedures. Following these proce-
dures does not prevent malpractice claims, but
certainly can be used as a guide to educate
you on why malpractice insurance carriers ask
certain questions. These tools may also help
you to indentify practices and procedures to
help minimize the threat of a legal malpractice
action. These practices become even more
important during these difficult times we are
currently facing. Now, more than ever, is the
time to pay attention to all aspects of your law
firm to make sure corners are not being cut and
carefully putting quality in front of quantity.

Starting with the basics,
make sure to have a quality
o intake form that covers every-
thing ranging from billing and
fee arrangements to critical

[V g WY . .
A statutes or other time sensi-
AN~~~ tive deadlines. You will want

this form to clearly spell out

the scope of service(s) and

most importantly address any
conflicts of interest and attorney/client privilege
issues. Knowing how to check for and inden-
tify conflicts or potential conflicts is essential in
avoiding a legal malpractice matter. A good
client intake form is an excellent first step!

Something that is most important during these tough
economic times and relating to my previous com-
ments is accepting clients and/or cases. Here are a
few things to consider before engaging with any new
client or taking on a new case. First and foremost,
beware of clients who are changing attorneys or have
unreasonable expectations. Trust your instincts. If
your impression of the client or
the case is unfavorable then
more than likely you are correct.
ALWAYS decline any represen-
tation in writing. Be sure to
avoid giving any recommenda-
tions or opinions on the case and
include any statute of limitation
dates if applicable. We have
seen it time and time again when
a client brings a suit against a
firm because they believed they
were representing them. The
last thing you want is to be set up by a potential client
relating to a case you never accepted in the first
place.

How is your docket and case management system?
There are many technologically advanced programs
available these days that range in all sorts of capabil-
ity and affordability. | can assure you that this is vital
for maintaining control of your practice. Timely and
accurate communication with your client is a key
component to case management as well. Here are
a few procedures to consider implementing if you
have not already done so and if you have now is a
good time to review everything. Make sure to have
a computerized docket system with a minimum of
one paper backup system. It is also recommended
to have offsite storage of

backup information. Another

good practice is to have calen-

dars cross-checked by more

than one individual. We all 2_\
know that sometimes another

set of eyes will pick up on

something others may not. Itis >

also critical to have a quality
training program for your staff on the proper use and
management of all office procedures. Studies have
shown that the highest percentage of malpractice
suits originate from some sort of administrative error.
This is something that can be easily prevented with
the proper systems and procedures in place.



Facing the Risk

(Continued...)

Lastly, | want to touch on a very common practice
especially during tougher economic times such as
the ones we have been faced with recently. | am
referring to suing your clients for unpaid legal
fees. This can be very detrimental for a number
of reasons, but
most importantly
because it sets
the table for a
cross-complaint
for legal mal-
practice. Just
below adminis-
trative errors,
statistics have
shown that the
second most
common mal-
practice suit is
the direct result
of a counter
complaint result-
ing from an attorney suing a client for unpaid legal
fees. This gives you an idea of why all insurance
carriers look at this as a key underwriting ques-
tion. If this is common practice in your firm it can
surely have a negative impact on your premium as
well as affect your insurability. Trust me, | under-
stand that sometimes it cannot be avoided, but
here are a few things to consider before going
down that road. Take into consideration the cost
of litigation and the time involved. Make sure to
consider the possibility of a malpractice counter-
suit. Also, consider the factors in collecting the
judgment. As a preventative measure some firms
utilize a procedure of collecting higher retainers,
or a series of follow up letters with periodic billing.

Some will use a collection agency to pursue the
matter before filing suit. A final step, assuming you
meet all ethical obligations, is simply withdrawing
from representation, when you can.

There is no doubt as a part of human nature that
we are all prone to mistakes from time to time dur-
ing our professional careers. Some of these can
be prevented and some simply cannot. | hope you
will consider this information as a valuable tool to
improving your practice and maybe helping prevent
a simple mistake. You may just alleviate the bur-
den of a malpractice suit walking in the door. | am
hopeful this will also provide some insight into the
guestioning on malpractice insurance applications.
There is no doubt that times have been tough for
law firms over the
past few years, but
that does not
change the risks
associated with your
practice. It actually
magnifies these
risks. Although now
may be a time when
you need to scale
back certain things,
make sure you keep all these things in mind as you
do so because risk management is more important
to your practice than it has ever been.

Author: Mike Shea, Thaxton Barclay Group, 100 N
Tampa St. Suite 3530, Tampa, FL 33602. Thaxton
Barclay Group specializes in the evaluation, as-
sessment and placement of professional liability
insurance and risk management for law firms.

The SCALA Scoop

The “SCALA Scoop” is the newsletter of the Associa-
tion of Legal Administrators, South Carolina Chapter,
and is published 4-6 times per year and distributed to
over 50 legal administrators, vendors and other legal
professionals throughout South Carolina.

Direct questions or submissions to:
Association of Legal Administrators
South Carolina Chapter
Shawn Payment, Editor
T: 843-534-4251
shawn.payment@nelsonmullins.com

Advertising Opportunities

Advertising space is limited and advertisers are urged to
submit ads as early as possible.

Advertising Rates: (Per issue)
Full Page: $150
Half Page: $100
Quarter Page: $50

Checks should be made payable to: “SCALA”". Payment
must accompany ad copy.



Business Partner Spotlight
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Huseby, Inc. has
proudly been serving
the legal community
since 1972. Family
owned and operated,
Huseby, Inc. is the only litigation support company
that successfully combines the resources of a
multinational corporation with truly personalized
local service. Our “big company” heritage pro-
vides the financial strength and international reach
as well as the cutting edge products and state of
the art technology to handle complex, multijuris-
dictional litigation. Our “local service” focus
makes sure you have ready access to a stable
group of superb court reporters, conveniently lo-
cated offices, the best client service personnel in
the business, and an account team that under-
stands the unigue needs of your practice.

We have never forgotten that the key to delivering
outstanding customer service comes down to the
quality of our people at the local level. We do
everything possible to recruit and retain the very
best court reporters, videographers, client service
personnel and account executives, ensuring that
you'll be working with high quality people that you
know and trust.

Many of our reporters have been with us for dec-
ades. Clients who work with these reporters year
after year can rely on the high quality of their
work. Huseby court reporters keep abreast of the
latest technology and love the challenges of com-
plex litigation. We can offer you realtime, interac-
tive realtime and wireless realtime reporters and
can send a reporter and videographer to any loca-
tion any time the need arises.

Our team of professionals will handle everything
for you from reserving a conference room for your
deposition, ensuring that your court reporter and
videographer arrive on time, ensuring timely deliv-
ery of your accurate transcripts, and accurate bill-

ing.

Our company’s investment in the development of
new products and services incorporates leading
edge thinking in the delivery of worldwide litigation
support. Huseby makes it easy for you to receive
work product via the Internet; view transcripts,
exhibits, key documents and video online at any-
time through our secure Web repository; remit

Worldwide Litigation Support

and
Trial Services

payment electronically;
schedule services
online anywhere in the
world through our web-
site; view transcripts
synched with video and hyperlinked with exhibits;
access to E-Transcripts; videostreaming and video-
conferencing.

Huseby’s mission is to make your professional life
easier, whether you're down the street, across the
country, or around the world.

We offer the following services:

e Worldwide Scheduling with a single phone call
(800-333-2082) or online at www.huseby.com

e Realtime/Interactive Realtime/Wireless Real-
time reporters

e Complimentary E-Transcript delivery

e One CD with transcript linked to exhibits and
PDF and ASCII versions of the transcript

e Videos synched with transcripts, ready for use
in Trial Director or Summation (provided at no
charge to scheduling attorneys)

e Proprietary software to create video clips for
use in PowerPoint presentations

e Video recording, editing, digitizing and synchro-
nizing
Over 4,000 video conferencing locations
Access to your secure Web Repository 24
hours a day, 7 days a week, set up at no
charge.

e Interpreters and Translators
Transcription Services
Trial Services including document scanning,
database creation and maintenance, assis-
tance with demonstrative evidence, on-site
equipment set up and courtroom installation.

e Trial Presentation professionals and technical
support.

Through people and technology, Huseby, Inc. of-
fers great value to the legal community. For more
information, contact Deborah L. (Debbie) Lawrence
at 800-333-2082 or debbielawrence@huseby.com.
We have South Carolina locations in Columbia,
Charleston, Greenville and Florence. Visit our
website at www.huseby.com for additional back-
ground on our company and to meet our support
staff.




The Three Rhythms of Workflow —

Getting and Saying in the Groove

It's been a rock and roll day here at QuietSpac-
ing(R) central. Between all the things | shoved
into today, the things everyone else shoved
into today, and the collective exigencies that
popped up overnight, it's a wonder the day
ended!

| felt myself ease into the groove right way this
morning. First, | reviewed the landscape of the
day, then | triaged all the e-mails that had ar-
rived overnight. The collective pulse rose as
people started calling and the activity level all
around me increased. Soon, | was responding
to client and employee requests for my atten-
tion, while | also re-scripted a presentation |
wanted to record for the web.

The middle of the day heaved over and, as the
afternoon drew out in front of me, | found my-
self contending with several technical issues.
By mid-afternoon it was time to get a number of
things done out of the office, so into the world |
went. The relative quiet of the outside world
was a welcome relief to the mounting pressure
building in the office. E-mails weren’t quite as
urgent as keeping my eyes on the road and
phone calls were taken more selectively.

With the errands complete, | returned to the
office for a final workload/e-mail triage before
heading out into the drizzle for a run. While |
slogged through the rain, | reviewed the day
from the 10,000 foot level. There had been
much activity and even a fair amount of pro-
ductivity, but what struck me the most was the
rhythms I'd experienced during the day. The
more | thought about what I'd done all day, the
more | realized that we work in three distinct
rhythms — Rapid Fire, Short Burst and Ex-
tended Focus. Each rhythm has its own pace
and its own benefits.

Breaking Down the Day

From a productivity standpoint, the longer we
can stay in each rhythm, the more we’ll get
done. It's not just that multitasking is inefficient,
it's that batching like tasks together reduces
the need to change the type of focus and en-
ergy you need to remain highly productive.

To achieve this higher level of productivity, group like
tasks together based on the three categories below,
then organize your day around addressing them in
batches. Not only will you get more done, you'll enjoy
the benefits of accomplishing these associated tasks.

Rapid Fire — You're Needed. The best example of
the Rapid Fire rhythm is powering through e-mail. It's
so reassuring to have all those e-mails waiting for us.
Way deep down, our egos are screaming, “You like
me! You really like me!” (Apologies to Sally Field, but
it was just too opportune!) On a more serious note,
the reality is that we get a lot of e-mail and we need
to get through it all. It's also true that most e-mail is
some form of junk mail — stuff you don't really need to
know or do anything about. Thus, it's a perfect place
to get into a Rapid Fire rhythm and slice and dice
your way to the end of them. Proper setup of for
Rapid Fire processing is vital, so check this article
out on how to do that — Setup For Power Processing
Your E-mail — then select a couple of times each
hour to bust a move on that e-mail. Don't stop until
you've covered all the unread ones, then move to the
next thing that needs your attention.

Short Burst — You're Gettin’ ‘Er Done. The Short
Burst rhythm is reflected in the incremental efforts
you make all day long to move the ball down the
field. These are the 15- to 30-minute projects/phone
calls/meetings that consume most of your day. Each
time a small task is completed, the project is that



The Three Rhythms of \Wor kflow —
Getting and Saying in the Groove

(Continued...)

much closer to getting done. Whenever you get
a bunch of these done in a day, you feel really
productive. This rhythm is evidenced by the
lines through items on your To-Do list and the
associated feeling of accomplishment you get
looking at that list at the end of the day. The
best time to establish this rhythm is first thing in
the morning — right after the initial e-mail triage
— and right before going home. These activities
tend to generate mental energy as opposed to
deplete it, so fill that tank up first thing when
you get to the office and right before you go
home!

Extended Focus — You're Contributing. Un-
doubtedly the most rewarding experience —
personally and professionally — is when we feel
as though we're contributing to the effort, what-
ever that effort might be. Getting into the Ex-
tended Focus rhythm is the most likely place to
capture that feeling. This rhythm is quieter
mentally and physically than the other two. This
is when your focus dives deep into a task or
project and you begin to see all the connec-
tions you're pulling together. We've all felt
proud and satisfied with ourselves when we

see a project we've worked long and hard on come
to fruition. We've made a difference; we've contrib-
uted. This rhythm is not something we can enjoy
every day, but it's a rhythm that is necessary to get
the big tasks done. Thus, you need to make time and
space for it in your schedule. Sequester yourself
away physically if necessary to get into and be able
to stay in this rhythm. The reward is worth it.

Manage Your Day to Get the Most From It

The three rhythms of the day come and go. Some
days are all Rapid Fire. Some are mixes of Rapid
Fire and Short Bursts. A few include Extended Fo-
cus. Each rhythm is natural and each delivers a re-
ward. Your assignment, should you decide to accept
it (nod to Mission Impossible), is to organize the work
that needs doing to best leverage these rhythms.

Paul H. Burton is the author of QuietSpacing® — Pro-
ductivity Has Evolved, as well as numerous articles
on productivity which have been published locally,
regionally and nationally. More information about
Paul and QuietSpacing® can be found at
www.quietspacing.com
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U.S. Firms & China:
Managing Your Firm’s
Overseas Presence

March 21-22, 2011 x Chicago, lllinois

Can your firm afford not to capitalize on
legal market opportunities in China?

Attend this one-of-a-kind conference and you will:

*Hear from U.S. and international speakers with practical experience
working in the Far East

*|dentify the risks, challenges and opportunities before establishing
a presence overseas

*Learn about financial, operational and compliance issues

*Discuss the pros and cons of foreign strategic alliances

*Understand the Chinese business culture

REGISTER NOW! EARLY BIRD DISCOUNTS AVAILABLE! www.ala-asia.org

UNIVERSITY OF CHICAGO GLEACHER CENTER « FAIRMONT CHICAGO MILLENNIUM PARK
CHICAGO, ILLINOIS

MEDIA PARTNERS:
N

LEGAL Chicago

MANAGEMENT LAW REVIEW

SPONSORS:




LCALA 2010 - 2011 OFFICERS

Jane Todd, President Heather Niemi, Treasurer
Nelson Mullins Riley & Scarborough, LLP Parker Poe Adams & Bernstein, LLP
Meridian, 17th Floor, 1320 Main Street P.O. Box 1509
Columbia, SC 29201 Columbia, SC 29202
(803) 255-9348 (803) 253-8920

jane.todd@nel sonmullins.com heatherniemi @parkerpoe.com

ClaraD. Godshall, President-Elect JuliaL. Tuzzolino, Secretary
Parker Poe Adams & Bernstein, LLP Tyler, Cassell, Jackson, Peace & Silver, LLP

200 Mesting Street, Suite 301 PO Box 11656
Charleston, SC 29401 Columbia, SC 29211
(843) 727-2690 (803) 779-4997

claragodshall @parkerpoe.com jtuzzolino@tcjps.com

Kimberly F. Maddux, Past-President
Childs & Halligan, P.A.
The Tower at 1301 Gervais Street, Suite 900, P.0. Box 11367
Columbia, SC 29211-1367
(803) 254-4035
Fax (803) 771-4422

kmaddux@childs-halligan.net

Sincere Thanks to our 2011 Business Parthers!
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