
 Adjusting Reserves for Legal Expenses  

Now I Can Do It Training 1 Do Not Duplicate 

Start

General Counsel

Assign specific
Legal Actions, or
all Legal Actions
that fall into
particular subject
matters, to
Attorneys in their
group for oversight
& management. (1)

Attorney

Direct Legal Records
Administrator to
establish files for
Legal Actions that
have been assigned
to them. (2)

Legal Records

Administrator

Establishes,
maintains, & stores
files relating to
each Legal Action.
(3)

Attorney

Evaluate assigned
Legal Actions to
determine their
subject matters,
locations, &
relevant documents &
witnesses (4)

Outside Counsel
Required?

Attorney

Retain Outside
Counsel (5)

Attorney

Work with retained
outside law firms to
collect relevant
documents (6)

Attorney

Interview witnesses
with knowledge (7)
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Attorney

Direct Legal
Administrator to
input into Legal
Reserve Spreadsheet
names of Legal
Actions, their
reasonable &
estimated values,
whether liabilities
probable, & other
appropriate info (8)

Legal

Administrator

Input into Legal
Reserve Spreadsheet
names of Legal
Actions, their
reasonable &
estimated values,
whether liabilities
probable, & other
info provided by
Attorneys
(existence/
occurrence,
valuation/
measurement). (9)

Legal

Administrator

Print Legal Reserve
Spreadsheet &
distribute it to
General Counsels At
least 20 days prior
to mid-quarter &
quarter end, (10)

Attorney

Develop updates (if
any) for Legal
Reserve Spreadsheet
for Legal Actions
that they overseeing
& managing at least
15 days prior to
mid-quarter &
quarter end, in
consultation with
outside law firms
(when necessary),.
Documentation of
development of
updates is reflected
in Legal Reserve
Spreadsheet in
column reflecting
date of last update
(valuation/
measurement). (11)
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Attorney 
Meet with their 
respective General 
Counsel to report 
any changes (or lack 
of changes) in each 
Legal Action, as 
well as any new 
Legal Actions that 
have been added. 
General Counsels 
challenge any 
changes (or lack of 
changes) indicated. 
Documentation of 
this meeting is 
reflected in Legal 
Reserve Spreadsheet 
in column reflecting 
date of meeting 
(completeness, 
existence/ 
occurrence) at least 
15 days prior to 
mid-quarter & 
quarter end (12) 

Legal Asst 
Sends form letters 
provided by outside 
auditors to outside 
counsel retained to 
represent  
Company in 
significant Legal 
Actions (13) 

General Counsel 
Prepare letter 
evaluating 
significant Legal 
Actions (14) 

General Counsel 
Send letter to 
outside auditors 
(15) 

General Counsel 
Directs Legal 
Administrator to 
make any necessary 
changes to Legal 
Reserve Spreadsheet 
(16) 

Legal 
Administrator 

Update Legal Reserve 
Spreadsheet with any 
changes for mid- 
quarter or quarter 
at least 7 days 
prior to mid-quarter 
& quarter end (17) 
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