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SUCCESSION PLANNING CHECKLIST

Succession planning can cover a range of various scenarios: Death, Disability, or Incapacitation;
Retirement or Wind Down; Mergers or Splits. This checklist is provided as a guideline when considering
the various scenarios and is not meant to be all inclusive.

Have a thorough and up-to-date Office Procedure Manual that includes information documenting where
data is filed or stored electronically, and how to access the information.

CLIENT INFORMATION AND MANAGEMENT CHECKLIST

O Client List
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Names, addresses, phone numbers, email addresses
Authorized client contacts

How the open/active files are organized

Location of closed files

Conflict checks: adverse/allied parties

Retainer/Engagement Agreements for every Matter

Copies of all billing statements to Clients and full Client Accounting ledger history
Calendar and Task list for every Matter (manual and/or electronic)

Timeline — Assessing the Status of every Client and Matter

Original Client documents location, retention and destruction policies

DIGITAL CHECKLIST

Digital assets are often overlooked, but are a critical and significantly growing percentage of a firm'’s

assets.

O Create a list of all digital “assets” used by employees and family members.
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Email accounts

Cloud based Practice Management, Billing and Accounting systems
Social Media Accounts

Website Domain

Password Manager programs/websites

Online Banking website

Payroll website



Credit Card websites
Credit Card Merchant
Court websites

Bar Association websites
Legal Research websites
Backup sites
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O Record access required for sites and programs

o Log-inIDs

o User Names

o Passwords

o Security Questions

o Master Keys for Password Managers (e.g., Roboform, LastPass, etc.)

FIRM’S FILES AND RECORDS

O FEIN, State Account Number(s)
O Federal and State Tax Returns and supporting documents
o 941 (Fed. W/H, FICA, Medicare)
o State (SUTA) and Federal Unemployment (FUTA 940)
o State Income Tax
o Local Income Tax
O Employer/Employee Benefits Plans
o Simple IRA, 401(k), Profit Sharing, SEP, QNEC
o Insurance - Health, Life, Disability Insurance, Dental, Vision
o HSA, FSA
o PTO, Sick
Corporate Filing Status
Partnership/Operating Agreement
Where are the keys to the office and who has them
How to access voicemail
Post Office box location
Bank Account information
o Bank name, address, and contact
o All Operating and Trust account information
o Authorized signers for all accounts
o Credit card merchant information
o Safe Deposit Box information
O Schedule of Assets
o Furniture
Computers and Equipment
Backup Equipment and access
Automobiles
Buildings
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o Safe or lock box combination
O Insurance policies
o Professional Liability (confirm if Tail Insurance is included)
o Property (liability, wind, fire, flood, etc.)
o Auto
o Key Man
o Business Interruption
o Loss of valuable documents
o Workers’ Compensation
o Tail Insurance coverage
O Vendor agreements and liabilities
o Rental/Lease Agreements
o Line of Credit/Loans
o Equipment (Computers, copiers, printers, telephone, high speed internet, cell phones,
etc.)
o Document/File storage/destruction services
o Advertising Contracts
O Payroll information
o Employee personal information
o Employment history
o Salary/Compensation and history for every employee
o Retirement plan information

O Designate another Attorney to close the practice in the event of death, disability, impairment or
incapacity and have a written agreement outlining their responsibilities.

o Should this Attorney also act as your personal attorney?

o Signed consent authorizing the Attorney to contact clients for instructions to transfer
files, authorization to obtain extensions of time, etc.

o Bank authorization to sign on General or Trust accounts, taking into consideration that
Attorney’s access to your accounts, especially the Trust account. Decide when access is
granted (e.g. all times, specific times, or the happening of a specific event).

o Inform staff and spouse of the agreement and the Assisting Attorney’s contact
information.

o Update any retainer agreements to identify the Assisting Attorney.

PRESERVATION OF ATTORNEY TRUST ACCOUNT RECORDS

O Detailed records of all deposits and withdrawals from all Attorney’s Trust accounts with detailed
descriptions of deposit date, payee and explanation; deposit slip details.

O Detailed bank reconciliation report itemizing all cleared and outstanding transactions for each
month; bank statements; cancelled checks; bank notices; check and deposit images provided by
the bank.

O A report with all Client/Matter balances for every Trust Account with the total balancing to each
respective bank reconciliation report.



Detailed Trust Ledger for every Client’s activity every the Trust account, including a running
balance; the totals of the Trust Ledgers must balance to the reconciled balance for that Trust
Account.

Copies of Retainer Agreement/Compensation Agreement/Engagement Letter for every Client.
Copies of all billing statements to Clients, including all transactions in the Trust Account for that
period.

Copies of all invoices and statements received from others and paid out of the Trust Account.
Copies of all IOLTA program documentation and compliance.



