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“For a smooth
transition with
maximum portable
business, a savvy
recruiter counsels
the candidate
through the resig-
nation process
which, done
properly, has many
moving parts. The
goal is to preserve
as much goodwill
as possible with
the old firm while
not distracting the

candidate from ful-

filling continuing

client responsibili-

ties.”

Congratulations! Your partner candidate accepted your client’s
offer—but your job is not quite done. For a smooth transition with
maximum portable business, a savvy recruiter counsels the candi-
date through the resignation process which, done properly, has
many moving parts. The goal is to preserve as much goodwill as
possible with the old firm while not distracting the candidate from
fulfilling continuing client responsibilities.

The following is a checklist of practical steps you can suggest to
avoid a chaotic lateral move. (The list can be modified depending
upon whether the candidate is an equity partner, non-equity part-
ner, associate, in-house counsel, or other status, as necessary.) If
the candidate expects conflict with the old firm, you may also rec-
ommend consulting a lawyer who is expert on law firm agreements
and ethics.

Advise your candidate to:

Before giving notice

1. Review the old firm’s partnership agreement and determine all
applicable requirements including any notice period for with-
drawing. If there is a notice period, inquire of people who have
left whether the notice period was enforced. Are there any pen-
alties in the partnership agreement for breaching the notice
period?

2. Take home non-essential personal belongings before giving
notice. That includes personal financial information or other
documents or photos in the office or on the office computer.

3. Have a complete list of clients and their contact information
someplace other than on the law firm computer system.

4. Prepare a list of current matters, including all upcoming dates
and deadlines.

5. Make sure all filing is up to date. It is especially important that
all docketing and deadlines are recorded for client matters
which the candidate plans to leave with the old firm as well as
for those the candidate expects to take to the new firm.

6. Gather all keys, key cards, phones, laptops, and anything else
which belongs to the old firm, so they are ready to turn in right
after giving notice.

7. If his or her cellphone belongs to the old firm, get a new phone.

8. Draft a joint notice from the candidate and the old firm about
the candidate’s departure and new firm.

9. Calculate monies due in terms of pay, vacation pay, expense
reimbursements, vested retirement or investment funds, and
return of capital contributions.

10. Find out from the new firm the eligibility date for new medical
coverage and, from the old firm, what date the old coverage
ends.

11. Prepare to be blocked from access to all online, data files, and
physical files immediately upon giving notice.
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When giving notice

12. Inform the old firm that he or she will cooperate with
them on any matters the candidate worked on where
the client is remaining with the old firm.

13. Present the old firm with the draft of a joint notice to
clients about the candidate’s departure (see 8 above)
and arrange for its dissemination.

14. Let the old firm know that he or she will cooperate fully
in getting their fees paid.

15. Request copies of past invoices & accounting records so
the candidate can answer client questions if necessary.

16. Ask for a written receipt for everything the candidate is
returning to the firm (keys, equipment, etc.).

17. Submit reimbursement requests (see 9 above) and ask
when those and any additional funds due the candidate
will be paid.

18. Secure medical insurance through COBRA, if applicable.

19. Ask the old firm to designate someone as a point of
contact for forwarding voicemail messages, hard copy
mail, and email. If possible, set up an automated email
reply to provide people with the new contact infor-
mation. The automated response can also designate
someone at the old firm if they need to communicate
with someone there.

Immediately after giving notice

20. Have the new firm prepare client election forms for each
client the candidate expects to follow, and for each
matter. Provide each client with directions regarding
where to send the client election form if they want the
candidate to continue doing their work, and to whose
attention at the old firm it should be sent, with a copy
also sent to the candidate.

21. For each client whose work the candidate will continue
to perform, decide whether the client and the candidate
want to obtain files on matters which are closed at the
old firm, as well as for current matters, so the candidate
can direct the old firm accordingly.

22. Request electronic portions and hard copy portions of
the candidate’s files for matters being transferred to
the new firm. Start with the transfer of open matters on
which there are impending deadlines.

23. Determine if there is a gap in malpractice coverage be-
tween the date the candidate leaves the old firm and
start date at the new firm and arrange for tail coverage,
if necessary.

When starting at the new firm

24. Arrange with the new firm to pick up from the old firm
any large items such as furniture, artwork or heavy
plants, along with the candidate’s files.

25. Have a digital photo and website bio ready to be posted
on the new firm’s website for a continuous online pres-
ence since the old firm most likely will take down the
candidate’s bio right away.

26. With the help of the new firm, prepare change of ad-
dress forms for each of the following:

a.The Post Office

b. The State Bar
c. Courts and opposing counsel

27. Update LinkedIn or have someone at the new firm do
so, changing the contact information in the LinkedIn
profile as well as the description. (And do the same for
any other professional social media sites or online list-
ings.)

28. Post a notice of the move on LinkedIn.

29. Also send an email notice of the move to the candi-
date’s business contacts since some might not be ac-
tive on LinkedIn.

30. Set calendar reminders or instruct the new assistant to
periodically test the automated email and voicemail
forwarding from the old firm.

For more ideas on how you can help your candidates make
a smooth and successful move, here are additional re-
sources: http://www.seltzerfontaine.com/resources/
publications/lawyer-transitions-series/lawyer-transitions
-time-go/ and  http://www.newellis.com/PDFs/2014/
March32104.pdf .
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