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In the Matter of: Case Number(s):

Law Office Management Conditions

a. [T within days/ months/ years of the effective date of the discipline herein, Respondent must
develop a law office management/organization plan, which must be approved by the Office of Probation. This
plan must include procedures to (1) send periodic reports to clients; (2) document telephone messages
received and sent; (3) maintain files; (4) meet deadlines; (5) withdraw as attorney, whether of record or not,
when clients cannot be contacted or located; (6) train and supervise support personnel; and (7) address any
subject area or deficiency that caused or contributed to Respondent’s misconduct in the current proceeding.

b. [T Within days/ months/ years of the effective date of the discipline herein, Respondent must
submit to the Office of Probation satisfactory evidence of completion of no less than hours of Minimum
Continuing Legal Education (MCLE) approved courses in law office management, attorney client relations
and/or general legal ethics. This requirement is separate from any MCLE requirement, and Respondent will
not receive MCLE credit for attending these courses (Rule 3201, Rules of Procedure of the State Bar.)

c. [ Within 30 days of the effective date of the discipline, Respondent must join the Law Practice Management
and Technology Section of the State Bar of California and pay the dues and costs of enrollment for
year(s). Respondent must furnish satisfactory evidence of membership in the section to the Office of
Probation of the State Bar of California in the first report required.

Other:

(Effective January 1, 2011)
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