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INTRODUCTION

In selecting outside counsel, ____________ and its subsidiaries ("____________") has based its judgment on a determination that counsel can provide the highest quality legal services efficiently, creatively, and in full compliance with all standards of professional responsibility.  For coordination and shared management by ____________ inside and outside counsel, attorneys and staff of ____________'s Law & Government Affairs Division have developed these Polices and Procedure for Attorneys Providing Legal Services to ____________.  These standards and procedures are intended to be consistent with an appropriate level of flexibility for handling unanticipated circumstances.  If, in your judgment, deviation from these provisions becomes necessary, please discuss the deviation in advance with the ____________ attorney involved on the specific matter.

____________ holds its attorneys, working as part of its Law & Government Affairs Division, responsible for the selection and supervision of all outside counsel asked to perform work for the ____________ enterprise.  No ____________ employee, other than an ____________ attorney, may engage outside counsel on behalf of ____________ without prior approval of an ____________ attorney.   Inquiries as to who the ____________ attorney is on a particular matter may be addressed to the Director of Law & Government Affairs at ____________.

These Policies and Procedures are effective immediately and supersede any prior descriptions previously issued.  If you are a law firm retained to provide services on ____________’s behalf, please submit a signed acknowledgment within 30 days of receipt of this document indicating that your firm has reviewed these Policies and Procedures and agrees to follow its requirements in all present and future matters in which it represents ____________.  We ask each firm to ensure that all its attorneys and support staff in all of its offices and locations adhere to these Policies and Procedures.   To the extent that we modify or amend these provisions, we will forward a revised document that will apply to subsequent legal work.

Because ____________’s most extensive use of outside counsel involves litigation, these Policies and Procedures are primarily focused on litigation engagements.  However, the same or similar procedures should be applied to engagements involving non-litigation matters.  Again, please raise any questions about these requirements and our expectations in advance with your assigned ____________attorney.

Finally, we have prepared these materials to encourage the prospect of long-term, mutually beneficial relationships between ____________ and firms that successfully perform services on its behalf, to avoid miscommunications and misunderstandings, and to promote the development of a genuine partnership in our mutual endeavor to best serve ____________.

ATTACHMENT E
____________ LITIGATION

90-DAY CASE ANALYSIS
This Case Analysis is to be completed not more than 90 days after an initial case assignment.  It is then to be updated annually on the anniversary of the lawsuit's assignment.

1.
Case Name:

2.
Attorney primarily responsible for day-to-day activity on this file:

3.
Attorney who will try this case (if different from attorney responsible for file, explain):

4.
Other attorney(s) and paralegal(s) assigned to this case and what each will do:

5.
Can we get summary judgment in this case?  Explain.  If so, detail what you need to do to be ready to move for summary judgment and estimate how long that will take:

6.
Identify the reasonable settlement value of this case.  Explain:

7.
Explain why this case is (or is not) suitable for ADR.  If it is, what ADR procedures do you recommend and how do you suggest we go about initiating it?

8.
Explain specifically how you plan to win this case or otherwise obtain the optimum result:

9.
Estimated trial date:

ATTACHMENT H

OUTSIDE COUNSEL

INVOICE SIGN OFF REPORT
Case Name:
_____________________________


Firm Name:
_____________________________


Date of Invoice:
_______________________

Period Covered by Invoice:
_________________

Current Status

1.
Current Invoice:






$________

2.
Amount Budgeted For Period Covered


by This Invoice:






$________

3.
This Invoice is Over or Under 


Amount Budgeted by:






$________

Year-To-Date

4.
Annual Budget Amount:





$________

5.
Total Amount Paid Year-to-Date:




$________

6.
Over or Under Year-to-Date Budget by:



$________

Comments

Explain below reasons why the Budget is not on track and whether a variance is necessary.  Also report if the Budget will change in the future because of unanticipated events.

ATTACHMENT I
____________ LITIGATION

 Outside Counsel Invoice Analysis

To:
____________ Law Division

 Attn: 

Firm:






Case/Matter:  






Firm Address:















Consolidated Invoice No.:





Invoice Date:








For Services Rendered From:

/01/


To:

/31/










      This Bill

  Year-to-Date

    Cumulative Totals


TOTAL LEGAL FEES













TOTAL DISBURSEMENTS













TOTAL LEGAL FEES & DISBURSEMENTS











----------------------------------------------------------------------------------------------------------------------------------------------------------------


ANALYSIS OF DISBURSEMENTS:

     This Bill

  Year-to-Date

   Cumulative Totals


General














1.  Filing Fees















2.  Copies















3.  Telephone; Overnight Deliveries












4.  Travel; Lodging; Meals













5.  Computer-Aided Research













6.  Third-Party Records














7.  Trial Exhibits















8.  Deposition Transcripts













9.  Court Reporting Fees












Subtotal:















Consultants/Counsel/Investigators 

          10.  Experts (Specify)

                  
          11.  Other Consultants













          12.  Other Law Firms (Specify)

          13.  Investigators














14. Arbitration/Mediation













Subtotal:















Other
         15. Other (Specify)









     


    



         











Subtotal:














         TOTAL DISBURSEMENTS












----------------------------------------------------------------------------------------------------------------------------------------------------------------


Law Firm Approval







Date:




____________ Law Division Approval






Date:




  --------------------------------------------------------------------------------------------------------------------------------------------------------------


ANALYSIS OF LEGAL FEES BY PERSONS PERFORMING SERVICES DURING BILLING PERIOD:
                                                     

                     This Bill



    Cumulative Totals

    Last Name, First,  Initial


   Rate/Hr.   
Hours
    Amount

Hours
     Amount







__________
_____   


_____










__________
_____



_____










__________
_____



_____








__________
_____



_____










__________
_____



_____





TOTAL LEGAL FEES*




_____



_____




NUMBER OF FIRM PERSONNEL BILLING TIME TO THIS CASE/MATTER:  ATTORNEYS________   OTHER_______
​​​​----------------------------------------------------------------------------------------------------------------------------------------------------------------


ANALYSIS OF LEGAL FEES BY FUNCTIONS:
     This Bill

  Year-to-Date

    Cumulative Totals


L100  Case Assessment, Development & Administration


L110  Fact Investigation/Development








    L110

L120  Analysis/Strategy








    L120

L130  Experts/Consultants









    L130

L140  Document/File Management








    L140

L150  Budgeting










    L150

L160  Settlement/ADR










    L160

L190  Other











    L190

Subtotal:














L200  Pre-Trial Pleadings and Motions


L210  Pleadings











    L210

L220  Preliminary Injunctions/Provisional


         Remedies











    L220

L230  Court Mandated Conferences








    L230

L240  Dispositive Motions









    L240

L250  Other Written Motions and


         Submissions










    L250

L260  Class Action Certification/Notice








    L260

Subtotal:













L300  Discovery


L310  Written Discovery










    L310

L320  Document Production









    L320

L330  Depositions










    L330

L340  Expert Discovery










    L340

L350  Discovery Motions









    L350

L390  Other Discovery










    L390

Subtotal:













L400 Trial Preparation and Trial


L410  Fact Witnesses










    L410

L420  Expert Witnesses










    L420


L430  Written Motions and Submissions








    L430

L440  Other Trial Prep. and Support








    L440

L450  Trial and Hearing Attendance








    L450

L460  Post-Trial Motions/Submissions








    L460


L470  Enforcement










    L470

Subtotal:













L500 Appeal


L510  Appellate Motions/Submissions








    L510

L520  Appellate Briefs










    L520

L530  Oral Argument










    L530

Subtotal:














TOTAL LEGAL FEES*












* Total must be the same as “TOTAL LEGAL FEES” on Page 1 of Invoice Analysis Form

ANALYSIS OF TOTAL FEES AND DISBURSEMENTS VIS-A-VIS YEAR-TO-DATE & TOTAL CASE BUDGETS:
Approved Case Budget Totals:



     CASE TOTAL

  TOTAL THIS YEAR










____________________
___________________


Current Invoice Analysis


1.  Current Invoice Total Amount:










2.  Amount Budgeted for Period Covered by Invoice (if applicable):






3.  Current Invoice Over or Under Budget by (if applicable):







Year-to-Date Analysis


4.  Budget Amount for This Year:










5.  Total Amount Paid by AT&T Year-to-Date: 








     (include current invoice)






6.  Case Over or Under This Year’s Budget by:









7.  Percent of This Year’s Budget Consumed Year-to-Date:







8.  Percent of Calendar Year Expired to Date:**








Comments

If applicable, please briefly explain why the budget is not on track and whether you feel fees and expenses will fall back within the parameters of the current year’s budget by year-end.












**Using the number of months of the year that have expired to date.








-i-


