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Faculty Biographies 
 
Christopher D.T. Guiffre 
 
Christopher D.T. Guiffre serves as senior vice president, general counsel, and secretary at Cubist 
Pharmaceuticals in Lexington, Massachusetts. He previously served as vice president, general 
counsel, and secretary. 
 
Mr. Guiffre held various positions of increasing responsibility at Renaissance Worldwide, Inc., a 
provider of information technology consulting services, including counsel, corporate counsel, and 
director of legal affairs and vice president, general counsel, and clerk. Prior to joining Renaissance 
Worldwide, he was an associate at Bingham McCutchen LLP, a leading Boston law firm.  
 
Mr. Guiffre is a member of the Massachusetts Bar.  
 
 Mr. Guiffre received a BS from Babson College, a JD from Boston College Law School, and an 
MBA from Boston College Carroll School of Management.  
 
 
Molly McQueen 
 
Molly A. McQueen is vice president and general counsel of Compass Advisors, LLC, a SEC 
registered investment advisor with offices in Coral Gables, Florida and Portland, Oregon. Ms. 
McQueen's responsibilities include providing general corporate legal and regulatory support to 
Compass Advisors, LLC, acting as compliance principal of CAI Compass Institutional Services, 
LLC, an affiliated broker-dealer, and providing general corporate and transactional support to 
affiliated private investment fund operations.  
 
Prior to joining Compass Advisors, LLC, Ms. McQueen was chief counsel of Marsh & McLennan 
Securities Corporation, the investment banking subsidiary of Marsh & McLennan Companies, Inc., 
where she supported the company's mergers and acquisitions, complex insurance, and structured 
finance intermediation units at their midtown Manhattan office location. Ms. McQueen began her 
legal career at CAN Insurance Companies in Chicago, where she was counsel, first supporting the 
specialty operations division and later Hedge Financial Products, Inc., the company's New York-
based securitization subsidiary.  
 
Ms. McQueen is currently a board member of ACC's Oregon Chapter.  
 
Ms. McQueen received a BA from Scripps College, a JD, magna cum laude, from Gonzaga 
University School of Law, and a LLM, with distinction, from Georgetown University Law Center.  
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detectors, and other home safety products. First Alert is a Chicago-based subsidiary of Sunbeam 
Products, Inc. 
 
Before joining First Alert, Inc., Mr. Veys served as senior counsel to A.T. Kearney, Inc., a global 
management consulting firm. His earlier positions include general counsel for XL/Datacomp, a 
subsidiary of Storage Technology Corporation, and in-house counsel for NCR Corporation. 
 
Mr. Veys has been active in ACC's Chicago Chapter for many years, having served on the chapter's 
board of directors as treasurer and as president. He belongs to ACC's Small Law Departments 
Committee and he coauthored an article for the March 2004 issue of the ACC Docket. 
 
Mr. Veys received his BA from the University of Nebraska-Lincoln, and his JD, cum laude, from the 
University of Illinois College of Law in Champaign, Illinois. 
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Introduction

Goal:

Tips & Tools for Organizing and Managing

Your Department from Day 1

Focus on “DIY” solutions
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Introduction

Agenda:
Managing Management

Managing Budgets

Managing Files

Managing Common Tasks

Corporate Data

Contracts

Patents & Trademarks

Information Dissemination (external)

Information Sharing (internal)
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Introduction

Attachments:

1. Sample Annual Report (PowerPoint)

2. Sample Goals Book (Word)

3. Sample Monthly Report (Word)

4. Sample Budget

5. Fees & Expenses Spreadsheet (Excel)

6. Files Index (Excel)
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Introduction

Attachments:

  7. Corporate Data Sheet (Word)

  8. Sample Contract Template (Word)

  9. Sample Contract Clauses (Word)

10. Sample Contract Database (CMS)

11. Sample Patent/TM System (CPI)

12. Sample Intranet Site

13. Sample Shared Drive Setup
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Managing Management

Guess what? You know your job better

than they do!

Educate them

Everyone will be much better off

Budgets more easily defended

Resources more readily acquired

Time more effectively managed
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Managing Management
Minding the “hat rack”

Corporate

Company administration

Pension, benefits and employment matters

IT and physical plant

Transactional

Core business contracting

Deal specific

Regulatory

ACC’s 2004 Annual Meeting: The New Face of In-house Counsel October 25-27, Sheraton Chicago

Managing Management

Annual Report (goal setting) (Attachment 1)

Tie to performance reviews or other MBO’s

Benchmarking

Goals Book (Attachment 2)

Periodic objectives/accomplishments

meetings

Monthly/weekly status reports (Attachment 3)
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Managing Budgets

Break down total spending into component

parts: (Attachment 4)

Outside legal fees

Salary/bonus/benefit costs for headcount

Travel

Dues & Subscriptions

CLE

Entertainment / Catering

ACC’s 2004 Annual Meeting: The New Face of In-house Counsel October 25-27, Sheraton Chicago

Managing Budgets

Breakdown outside legal bills into common

categories:
General Corporate and Securities

Significant Transactions

General Commercial

Financings

Benefits

Labor & Employment

Real Estate Matters

Compliance

General Counsel / Miscellaneous
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Managing Budgets
Use your historical outside counsel fees tracking
system to create rigorous forecasts

Keep close records of the “little stuff” for
pinpoint accuracy

Use your Finance department’s rules for things
like benefit allocation, estimated bonus payouts,
cost per trip, etc

Focus on assumptions for business activity and
make your budget contingent on those
assumptions!
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Managing Budgets

Track outside fees & expenses (Attachment 5)

Categories

Matters

– Firms or vendors

Month/Quarter/Y-T-D views

Actual spend vs. matter budget

Forecasting for your overall budget

Understanding/explaining trends

ACC's 2004 ANNUAL MEETING THE NEW FACE OF IN-HOUSE COUNSEL

This material is protected by copyright. Copyright © 2004 various authors and the Association of Corporate Counsel (ACC). 9



ACC’s 2004 Annual Meeting: The New Face of In-house Counsel October 25-27, Sheraton Chicago

Managing Files

Labeling, storing & finding physical files

think long term

Indexing and cross-referencing (Attachment 6)

by file number

by file name

by date created

by category or matter type

by client
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Managing Common Tasks
Corporate data sheet (Attachment 7)

Tracks corporate “vitals”

Can be readily updated by staff

Store on intra-dept. shared drive for easy access

Name, jurisdiction, date of organization

FEIN

Shareholders/management

Other
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Managing Common Tasks

Contract Formation

Don’t recreate the wheel

Templates, templates, templates! (Attachment 8)

Use of schedules for negotiable terms

Takes routine contracting out of Legal

Standard/optional terms and clauses (Attachment 9)

Arbitration vs. choice of venue

Boilerplate clauses (amendments, successors, parol evidence,

counterparts)

Disclaimers
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Managing Common Tasks

Contracts Database (Attachment 10)

Central repository, accessible by multiple users

Reporting feature allows tracking and reporting

contract status to clients

Prevents duplication, since database is searchable

Tracks contract volume and related costs

Reminder feature enables contracts managers to

automatically remind clients of key contractual events

(e.g., expiration dates, milestone payments)
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Managing Common Tasks

Contracts Database

Research contracts database vendors

Compare and contrast with what your IT group

can create for you

There are multiple vendors out there.

Samples shown are Contract Management Solutions, Inc.

www.cmsi.com
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Managing Common Tasks

Contracts Database

Have contracts manager (or admin) enter data

into the database as contracts progress

Have contracts manager (or admin) enter

contracts into the database as executed

Think about reports you’ll want generated and

build such reporting capabilities into the system
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Managing Common Tasks

Contracts Database

Scan executed contracts into the database or

PDF files
Back-up in case originals are lost or destroyed

Can be forwarded to other employees who request copies

(contract owner, accounting, business development, the CEO)

Name database administrator to develop best

practices, provide training, oversee usage, and

liaise with internal customers for customized

reporting needs
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Managing Common Tasks

Contract Retention

Start early!

Categorize your documents

Assign responsibility

Assess appropriate medium

Create clear guidelines

Conduct periodic review, audits and testing
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Managing Common Tasks

Contract Retention

Central document repository

Good way to corral wayward documents

Assess whether Legal is appropriately resourced for

storage

Decentralized document storage may be

appropriate in some cases

If responsibility on business group, be sure that

requirements are clear and reinforced
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Managing Common Tasks

Patent & Trademark Management(Attachment 11)

Includes a database system, patent annuity payment

capabilities, and a cost tracking system

Critical for handling patent & trademark work in-house

Important to have even if patent and trademark work

is handled by outside counsel, but a must have before

you attempt to transition such work in-house

Samples shown are Computer Packages, Inc.

www.computerpackages.com
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Managing Common Tasks
Patent & Trademark Management

Database system allows you to track deadlines for
responses in patent and trademark cases and other
information such as ownership, inventorship, countries
of filing, status, cost, etc., and to generate reports

Annuity payment system allows you to pay annual
patent fees (and in some cases renew trademarks)
around the world

Cost tracking system allows you to keep track of how
much you spend for a particular invention or mark
around the work
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Managing Common Tasks
Patent & Trademark Management

Separate but related system is Electronic Filing System

EFS is required to file documents at the US Patent &
Trademark office (“USPTO”)

EFS is controlled by the USPTO and is not part of any
vendor’s patent & trademark management systems

EFS provides cost savings since the USPTO may start
charging a premium for filing paper copies

Consult your IT department to ensure that EFS is
compliant with your network and server settings
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Information Dissemination
Intranet Site (Attachment 12)

Convince your IT team to establish a corporate
intranet (this is the easy part)

Gather your team (if any) to brainstorm on
what could be placed on the intranet to provide
service to your clients

Launch your site with some flair, fanfare, and
humor to get your clients to use it

Designate a website administrator to maintain
and further develop your site over time
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Information Dissemination
Intranet Site

Possible topics include:

Staff directory and bios

Contracts management

Compliance Spotlight

Training

Featured legal questions

Legal issues in the news

Lawyer joke library

Intellectual Property (IP)

FAQs
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Information Sharing (internal)

Shared Repository for Work (Attachment 13)

Remember your days at the law firm and the

expensive document management system

Replicate the system on a smaller, cheaper scale

Have IT department dedicate a drive on the

network accessible only by members of the law

department

Each member of your team has a folder on the

shared drive
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Information Sharing (internal)
Shared Repository for Work

Your admin “owns” the shared drive – no one
else can create folders (exc. in personal folders)

Watch the drive fill with reusable work
product and watch employees leverage that
work

Stop worrying about losing work product to
laptop disasters or departing employees

Know where everything is because of your
great organizational skills
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302-Nuts & Bolts:  Attachment 1

2004 Annual Plan

ABC Law Department
Maggie Smith, General Counsel

2003 Accomplishments

• AAA

• BBB

• CCC

• DDD
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2003 Financial Performance

• Actual vs. Budget

• Metrics:

– Legal Expense as % of Revenue

• Benchmark:

– Fully-loaded cost per hour $____

• Benchmark:

– Other

2004 Goals/Challenges

• Key legal projects/issues

– XXX

– YYY

– ZZZ

• Law Department management issues
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2004 Financial Plan

• Budget

• Metrics (targets)

• Management Objectives (MBO’s)
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Law Department Aspirations (commitments to ourselves) 

 

Attitudinal Aspirations 

 

• Achieve 100% of our department goals (for the 1
st
 time and start a tradition). 

 

• Consider our clients’ goals our own. 

 

• Demand excellence from ourselves and push ourselves from good to great. 

 

• No excuses – just results. 

 

Behavioral Aspirations 

 

• Continue to improve our knowledge of our client and our industry. 

 

• Continue to improve our Law Department outreach program and continue to improve on 

not being the “last stop” in business processes. 

 

• Eat, sleep, and breathe customer service. 

 

• Be the gold standard for meeting note taking and follow-through. 

 

• Continue to ensure that the Company sets the standard for superior corporate governance 

and transparency. 

 

 

Deliverables-based Aspirations 

 

• Expand the Company’s template library to include well considered (and thoroughly 

scrubbed with all relevant constituencies) term sheets and contracts for in-licensing, out-

licensing, and manufacturing deals. 

 

• Create Law Department intranet site. 

 

• Maintain good standing in 50 states, D.C., Puerto Rico, and Guam. 

 

• No late or inaccurate Section 16 filings. 

 

• Create FAQs and other useful info for intranet site. 
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Transaction Team Goals 

 

Transaction Team Goals Weight 

Exceed 2003 contract manager output in terms of quality of contracts, number of contracts 

processed, mastery of substantive legal issues and drafting precision 

 

15% 

Promptly process all contracts necessary to support successful product launch 

 

10% 

Promptly process all contracts necessary to support the development of Company’s  pipeline 

 

10% 

Promptly process all contracts necessary to support internal infrastructure groups 

 

10% 

Assist with and complete the overhaul of the requisition process with finance 

 

15% 

Roll out statement of work and PO training by end of Q2 

 

15% 

Complete online contracts manager handbook (annotations file) by end of Q2 and establish a 

process for continuous updating 

 

10% 

Disseminate 2003 contracts manager survey by end of January and tabulate results by end of 

Q1 

 

10% 

Pull in CT requests from outside firm starting in Q3; pull in some contract drafting from 

outside firm on in-licensing deals 

 

5% 
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IP Team Goals 

 

Goal Weight 

Execute activities necessary for a successful launch of  product 

 Develop, communicate, and execute a next generation IP strategy for 

product lifecycle management strategy  

 Effectively support Business Development’s out-licensing activities, 

including, but not limited to, at least one foreign collaboration 

 Effectively manage worldwide registration of product trademark 

 

35% 

Execute activities necessary for the successful development of Cubist’s 

pipeline 

 Support all Business Development activities, including, but not limited 

to, contract drafting, term sheet draft and counseling, diligence, and 

deal negotiation. 

 Develop, communicate, and execute an IP strategy (as appropriate for 

the stage of development) for all pipeline candidates and for R&D 

generally 

 Effectively support R&D activities including, but not limited to, 

providing IP clearance of materials to be acquired and assisting to 

obtain IP rights, as necessary 

 

35% 

Enhance and expand our cost containment efforts 

 Increase emphasis on “bang for the buck” mentality in all interactions 

with outside law firms  

 Develop infrastructure for handling trademark work in-house and 

transfer as much trademark work in-house as appropriate by end of Q2 

 Continue to manage all IP related legal matters efficiently and 

effectively to maintain cost containment while expanding and 

improving IP legal services  

 Increase cost/benefit emphasis on allocation of IP resources by 

increasing business involvement in such decisions 

 

15% 

People and IP Team development 

 Define each team member’s role clearly and appropriately and 

communicate roles to the rest of the organization to maximize 

efficiency and proactivity 

 Effective use of quarterly IP Committee meetings to communicate IP 

issues to senior management and create policy for IP decisions 

 Expand and improve IP legal services, including increasing our 

presence and involvement with client planning and execution  

 Recruit and hire a top-notch individual to fill the IP Legal Assistant 

position, define the role clearly, delegate appropriately, and effect a 

seamless integration into Company by end of Q1. 

 Maximize use of and benefit from legal interns by involving interns 

appropriately in IP projects 

 Demonstrate in all our actions the highest level of customer service 

15% 
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Individual (Law Department) Goals 

 

  

 

Include individual goals here, providing each individual their goals only, except 

managing attorneys who get their own goals and those of their direct reports. 
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320-Nuts & Bolts:  Attachment 3 
 

PRIVILEGED AND CONFIDENTIAL 
ATTORNEY-CLIENT COMMUNICATION 

  

 

M E M O R A N D U M 
 

TO:  CEO 

 

FROM: GC 

 

SUBJECT: Status Report – July 2004
 

______________________________________________________________________________ 

 

Major Accomplishments: 
 

X-Mart TV Contract:  Completed contract for six-month placement of advertising spots 

on X-Mart’s in-store TV network. 

 

FLSA Class Action:  Obtained summary judgment that customer service managers were 

properly classified as exempt.  

 

Refinance Due Diligence:  Completed responses to bank’s due diligence requests in 

connection with refinance project. 

 

 

New Matters: 
 

Contracts 

Y-Mart Event Agreement:  Agreement for hosting promotional events at Y-Mart locations 

in October.  

Catering Services:  Contract for all on-site catering services. 

XYZ Group:  Received comments and requested changes from prospective Sales Rep on 

our form Sales Representative Agreement.  

 
Employment 

Jane Smith:  EEOC charge; claims age discrimination in rejecting employment 

application for position at Pottsville plant. 

 

Intellectual Property  

GDK:   Claim that our FE pressure gauge infringes GDK patent. 

Invention Disclosures:  Received 3 new disclosures this month. 

 

ACC's 2004 ANNUAL MEETING THE NEW FACE OF IN-HOUSE COUNSEL

This material is protected by copyright. Copyright © 2004 various authors and the Association of Corporate Counsel (ACC). 25



 

Significant Ongoing Projects: 
 

Contracts 

ABC Corp:  Provided comments/revisions for proposed Vendor Agreement 6/28/04.  

Received ABC’s response 7/09/04 and had conference call with buyer 7/14/04.  Received 

draft amendment with agreed and proposed changes 7/21/04.  Sent red-lined response 

7/23.  Conf call scheduled on 8/5/04 to resolve final issues. 

 

XYZ License:  - - - - - - - - - 

 

 

Litigation and Disputes 

TUV Preference claim:  Completing responses to interrogatories and production of 

documents.  Finalizing analysis of “new value” defense.  Mediation scheduled for 8/20/04  

 

FGE Company:  - - - - - - - - - 

 

 

Patents and Trademarks 

MNO Cross-License:  - - - - - - - - - 

 

Patent Applications in process:  - - - - - - - - - - 

 

 

Corporate/Real Estate 

Dissolve Australian Subsidiary:  - - - - - - - - - - 

 

 

Employment Matters 

Sexual Harassment Training Program:  - - - - - - - - - 

 

IBEW Contract Negotiations:  - - - - - - - - - 
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XYZ Corp                         302-Nuts & Bolts:  Attachment 4

Salary Budget worksheet - 2004
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XYZ Corp

Travel Budget worksheet - 2004

ACC's 2004 ANNUAL MEETING THE NEW FACE OF IN-HOUSE COUNSEL

This material is protected by copyright. Copyright © 2004 various authors and the Association of Corporate Counsel (ACC). 28



XYZ Corp

Patent Expense Budget worksheet - 2004
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XYZ Corp

Legal Expense Budget worksheet - 2004
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XYZ Corp

Dues & Subscription Budget worksheet - 2004
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XYZ Corp

Training Budget worksheet - 2004
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XYZ Corp

Catering Budget worksheet - 2004
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Legal Fees & Expenses  302-Nuts Bolts:  Attachment 5

Jan. Feb. Mar. Q1 Total Apr. May June Q2 Totals July Aug Sep Q3 Totals Oct Nov Dec Q4 Totals Year Totals

General Litigation

Alpha -                    -                    -                    -                    -                    

-  Smith & Smith 21,332  14,870    11,202    47,404              4,306      6,680      2,115      13,101              3,994      3,994                -                    64,499              

- court reporting fees 4,066    2,003      6,069                -                    -                    -                    6,069                

- arbitrator fees 3,200    3,000      6,200                900         900                   -                    -                    7,100                

Beta -                    -                    -                    -                    -                    

-  Jones & Jones 570       783         3,482      4,835                2,928      1,499      330         4,757                1,010      882         413         2,305                227        469         1,765      2,461                14,358              

Gamma Bankruptcy -                    -                    -                    -                    -                    

-  Smith & Jones 78         199         277                   -                    230         675         114         1,019                108         108                   1,404                

Delta Pref. Claim -                    -                    -                    -                    -                    

- Jones & Smith -                    940         1,909      2,849                3,377      2,018      664         6,059                580        302         882                   9,790                

Epsilon -                    -                    -                    -                    -                    

- Jones, Jones & Jones -                    -                    4,007      1,264      5,271                3,811      983         2,160      6,954                12,225              

Zeta -                    -                    -                    -                    -                    

-  MegaFirm -                    -                    -                    6,680     17,102    26,333    50,115              50,115               

Category Totals 29,246  17,855    17,684    64,785              7,234      9,119      5,254      21,607              8,611      7,582      2,455      18,648              11,298    18,964    30,258    60,520              165,560            

Intellectual Property  

Trademark Reg. -                    -                    -                    -                    -                    

-  IP Boutique 4,250    2,276      1,282      7,808                2,473      1,992      2,036      6,501                1,093      3,878      816         5,787                1,178     1,760      2,782      5,720                25,816              

Patents -                    -                    -                    -                    -                    

-  IP Boutique 11,086  10,443    4,611      26,140              180         8,140      5,502      13,822              9,221      6,734      10,085    26,040              7,008     4,190      3,881      15,079              81,081              

Eta Infringement -                    -                    -                    -                    -                    

-  IP Boutique 5,411    4,484      884         10,779              1,737      3,666      2,579      7,982                659         232         891                   -                    19,652              

Theta cross license -                    -                    -                    -                    -                    

-  IP Boutique 3,003    3,345      4,320      10,668              360         720         1,080                -                    -                    11,748               

Iota TM Opposition -                    -                    -                    -                    -                    

- IP Boutique 2,638    8,611      10,042    21,291              3,780      6,228      5,588      15,596              1,881      1,881                677        1,440      2,746      4,863                43,631              

Kappa Litigation -                    -                    -                    -                    -                    

-  IP Boutique -                    1,490      1,058      2,548                339         612         905         1,856                2,014     2,561      1,780      6,355                10,759              

-  Local Counsel -                    275         565         840                   230         230                   -                    1,070                

- damages expert -                    -                    -                    1,109     3,500      4,609                4,609                

Category Totals 26,388  29,159    21,139    76,686              10,295    22,369    15,705    48,369              13,193    11,686    11,806    36,685              11,986    13,451    11,189    36,626              198,366            
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Legal Fees & Expenses  302-Nuts Bolts:  Attachment 5

Jan. Feb. Mar. Q1 Total Apr. May June Q2 Totals July Aug Sep Q3 Totals Oct Nov Dec Q4 Totals Year Totals

Product Liability      

Lamda -                    -                    -                    -                    -                    

-  Smyth & Smythe 778       545         120         1,443                868         311         1,179                1,244      166         1,410                389         125         514                   4,546                

Mu subrogatn claim -                    -                    -                    -                    -                    

- Smyth & Smythe 610         610                   1,118      226         1,344                434         875         1,309                299        955         188         1,442                4,705                

Nu Product Review -                    -                    -                    -                    -                    

- Smyth & Smythe -                    2,277      1,909      590         4,776                -                    -                    4,776                

Xi -                    -                    -                    -                    -                    

- Smyth & Smythe -                    -                    1,400      626         2,026                1,883      1,883                3,909                

Category Total 778       545         730         2,053                3,395      3,003      901         7,299                2,644      1,226      875         4,745                299        1,344      2,196      3,839                17,936              

Employment      

Union Bargaining -                    -                    -                    -                    -                    

- Doe & Doe 1,342    2,549      6,333      10,224              -                    -                    -                    10,224              

OFCCP audit -                    -                    -                    -                    -                    

- Roe & Roe 3,065      3,065                2,111      1,259      2,007      5,377                845         845                   -                    9,287                

Benefits review -                    -                    -                    -                    -                    

- Consultants R Us 699         699                   1,012      722         615         2,349                1,208      412         1,620                -                    4,668                

Pi EEOC charge -                    -                    -                    -                    -                    

- Roe & Roe 757         757                   912         1,456      2,368                844         1,622      443         2,909                369        369                   6,403                

Rho Comp claim -                    -                    -                    -                    -                    

- Roe & Roe -                    910         680         1,590                410         322         732                   -                    2,322                

Sigma EEOC charge -                    -                    -                    -                    -                    

- Roe & Roe -                    -                    2,022      6,741      8,763                11,212    3,287      8,220      22,719              31,482              

-                    -                    -                    -                    -                    

-                    -                    -                    -                    -                    

Category Total 1,342    2,549      10,854    14,745              4,035      4,347      3,302      11,684               3,307      4,378      7,184      14,869              11,581    3,287      8,220      23,088              64,386              

ACC's 2004 ANNUAL MEETING THE NEW FACE OF IN-HOUSE COUNSEL

This material is protected by copyright. Copyright © 2004 various authors and the Association of Corporate Counsel (ACC). 35



Legal Fees & Expenses  302-Nuts Bolts:  Attachment 5

Jan. Feb. Mar. Q1 Total Apr. May June Q2 Totals July Aug Sep Q3 Totals Oct Nov Dec Q4 Totals Year Totals

Real Estate      

HQ sublease -                    -                    -                    -                    -                    

- Tinkers Evers Chance 1,608    2,666      1,774      6,048                -                    -                    -                    6,048                

Quiet Title - Wichita -                    -                    -                    -                    -                    

- Woodward Bernstein 1,820      1,820                1,129      890         465         2,484                1,673      672         1,188      3,533                740        740                   8,577                

Dist Center repairs -                    -                    -                    -                    -                    

- Stan & Ollie -                    909         1,413      2,322                505         1,217      430         2,152                621        337         350         1,308                5,782                

-                    -                    -                    -                    -                    

-                    -                    -                    -                    -                    

-                    -                    -                    -                    -                    

-                    -                    -                    -                    -                    

Category Total 1,608    2,666      3,594      7,868                1,129      1,799      1,878      4,806                2,178      1,889      1,618      5,685                1,361     337         350         2,048                20,407              

Corporate      

Mexico dividends -                    -                    -                    -                    -                    

-  Abogados S.C. 808       1,254      798         2,860                -                    -                    -                    2,860                

Dissolve Aus. Sub -                    -                    -                    -                    -                    

- Solictors Ltd. 717       460         295         1,472                615         320         935                   -                    -                    2,407                

Governance Review -                    -                    -                    -                    -                    

- Lay & Fastow 2,321      2,321                4,615      3,090      1,528      9,233                1,806      1,806                -                    13,360              

Project Beehive -                    -                    -                    -                    -                    

- Austin & Powers -                    1,667      9,303      10,970              7,414      4,200      5,734      17,348              5,118      2,050      7,331      14,499              42,817              

Upsilon Asset Sale -                    -                    -                    -                    -                    

- Austin & Powers -                    -                    -                    1,867      3,337      5,204                5,204                

Category Total 1,525    1,714      3,414      6,653                5,230      5,077      10,831    21,138              9,220      4,200      5,734      19,154              5,118      3,917      10,668    19,703              66,648              

-                    -                    -                    -                    -                    

-                    -                    -                    -                    -                    

Total - All Categories 60,887  54,488    57,415    172,790            31,318    45,714    37,871    114,903             39,153    30,961    29,672    99,786              41,643   41,300    62,881    145,824            533,303            
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 302-Nuts Bolts:  Attachment 6

Category File# Date Opened Filename Matter Type Client/Contact

CM 001 8-Feb-03 Boeing Customer Midwest

IP 002 9-Feb-03 Family First, Safety Always Trademark Marketing

AD 001 13-Feb-03 Annual Report Plan CEO

CR 002 4-Jun-03 Beehive M&A Corp Dev

CR 001 4-Jul-03 Sanwa Lease Securitization Finance Finance

CR 003 24-Jul-03 Comp Committee Q3 Governance HR

IP 001 5-Aug-03 Trip alarm with voice record Patent Prod Dev

CM 002 21-Aug-03 AT&T Customer East

CM 003 16-Sep-03 General Motors NDA Midwest

EM 002 20-Sep-03 Military Leave Policy HR

EM 001 1-Oct-03 Simpson, Homer Comp/Ben South

LT 001 4-Oct-03 Enron AR/Bankruptcy South

RE 001 8-Oct-03 Aurora amendments Lease Midwest

LT 002 16-Oct-03 jensen v. jones Subpoena HR

CM 004 10-Nov-03 American Express Travel Srv Infrast Finance

EM 004 13-Dec-03 Harassment training program Emp Prac HR

LT 003 17-Dec-03 Lewinsky, M Prod Liab Risk Management

EM 003 19-Dec-03 IBEW 2004 Labor Operations

IP 004 22-Dec-03 MIJA Infringement Operations

CM 005 27-Dec-03 TMC Marketing Dist/Rep East

IP 003 3-Jan-04 Impact Merchandising TM License Marketing

CM 006 5-Jan-04 Sears Vendor Terms Customer Midwest
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 302-Nuts Bolts:  Attachment 6

Category

CM Comm Customer

CR Dist/Rep

EM Supplier

IP NDA

LT Infrast

RE Mktg

RG

AD Corp Finance

Governance

M&A

Compliance

Empl Policy

Emp Prac

Comp/Ben

Labor

IP Patent

Trademark

Tech License

TM License

Infringement

Litig Prod Liab

Comm Lit

AR/Bankruptcy

Subpoena

Real Est Lease

Other

Reg CPSC

FTC

Other

Admin Staff

Plan

Budget

Reports

Matter Type
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Categories Matter Types

CM = Commercial Customer

Dist/Rep (Distributors/Sales Reps)

Supplier

NDA  (Nondisclosures)

Infrast (support services; e.g. telecom, IT, travel services)

Mktg (marketing & Product Development)

CR = Corporate Finance

Governance

M&A

Compliance

EM = Employment Policy

Emp Prac (hiring, performance, terminations, EEOC)

Comp/Ben (compensation/benefits)

Labor

IP = Intellectual Property Patent

Trademark

Tech License (technology licensing in/out)

TM License (trademark licensing in/out)

Infringement

LT = Litigation/Disputes Prod Liab (product liability)

Comm Lit (commercial relationship disputes)

AR/Bankruptcy (collections)

Subpoena (non-party)

RE = Real Estate Lease (leased properties)

Other (owned properties and other)

RG = Regulatory CPSC (Consumer Product Safety Commission)

FTC (Federal Trade Commission)

Other (incl. legislative)

AD = Dep't Administrative Staff

Plan (Annual Plan, MBO's, Goals)

Budget

Reports (status reports)
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302-Nuts & Bolts:  Attachment 7 

 

Name of 

Company 

Domestic 

Registry # 

Foreign 

Registry #s 

Directors Officers Date of 

Formation 

Ownership FEIN 

XYZ Corp. DE #1234567 FL#xxxxxxxxx 

NY#xxxxxxxxx 

John Doe 

Jane Doe 

-CEO 

-President 

-CFO 

-Treasurer 

-Secretary 

01-01-04 ABC Corp.  xx-xxxxxxx 
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302-Nuts & Bolts:  Attachment 8 

 

ONTHEBALL ADVISORY CORPORATION 

 

MAIN BODY OF CONSULTING SERVICES AGREEMENT 

 
 1.   Services. OTB shall provide those Consulting Services set forth in Schedule A, 

attached to and incorporated herein as an integral part of this agreement. 

 

 2. Fees and Expenses   For the services rendered under this agreement, Client shall 

pay OTB a consulting fee (“Advisory Fee”) in accordance with the Schedule of Compensation set 

forth in Schedule B, attached to and incorporated herein as an integral part of this agreement.   

 

 

SCHEDULE A  

CONSULTING SERVICES 

 
OTB’s services to Client encompass review and monitoring of investment activities of investment 

advisers retained by Client to manage and supervise Client’s assets.  In connection with the 

foregoing, OTB’s services to Client will specifically encompass the following: 

 

• asset allocation (by investment class and within such investment classes) 

 

• investment adviser evaluation and search services 

 

• customized portfolio monitoring and evaluation services 

 

• search services for third parties performing services related to management of 

assets (e.g., custodians, accountants, attorneys, administrators) 

 

 

SCHEDULE B 

SCHEDULE OF COMPENSATION 

 
 1.  Client shall pay OTB an “Advisory Fee” in an amount equal to: (i) an annual fee 

of $[             ],  prorated and payable quarterly in advance, plus; (ii) an annual fee of [        ] basis 

points multiplied by the market value of all the Client’s assets, including cash and securities, 

prorated and payable quarterly in arrears and based on the value of the Client’s assets calculated 

on the last business day of the quarter. 

  

2. By initialing in the space provided after this paragraph, Client desires the bank, 

trust company, broker-dealer or other entity, which is acting as the custodian of the Client’s assets 

to pay to OTB the fee described on this Schedule B upon receipt of OTB's invoice for services 

rendered hereunder.  In addition, Client hereby authorizes OTB to provide to such custodian of 

Client’s assets a copy of this agreement as evidence of the authorization granted pursuant to this 

paragraph. 

 

 

Client Initials  ______________________ 
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302-Nuts & Bolts:  Attachment 9 
 

USE YOUR “CLAUSE” 
 

 
Principle #1: When your clients have a choice in negotiating position – 
spoon feed them! 
[Instruction to Contracting Personnel: Use of either Clause A or Clause B is 
acceptable –any other request defer to Legal] 
 
A. [Arbitration  All controversies and claims arising out of or relating to this 

agreement, or the breach hereof, shall be governed by the laws of the State of 

New York, without regard to principles of conflicts of laws, and settled by 

arbitration in New York City, New York in accordance with the Commercial 

Arbitration Rules of the American Arbitration Association, or such other 

arbitration tribunal mutually agreed upon by the parties, and judgment upon the 

award rendered by the arbitrator(s) may be entered in any court having 

jurisdiction thereof.]  

 

B. [Governing Law.  This agreement, and the relationships of the parties in 

connection with the subject matter of this agreement, shall be governed and 

determined in accordance with the laws of the State of New York, without regard 

to principles of conflicts of laws, and venue in any legal action shall exist in the 

State and Federal courts sitting in the Borough of Manhattan in New York City.]   
 

 
Principle #2:  Repeatedly redrafting standard miscellaneous clauses is not 
only an inefficient use of time; it’s also a real bore!  
[Use as checklist for third-party contracts or in developing new internal 
agreements] 
 
Amendment.  No amendment, interpretation or waiver of any of the provisions of 

this agreement shall be effective unless reduced to writing and signed by, or on 

behalf of, the parties.  

 

Assignment.  Except assignments by Company of any or all of its rights and 

obligations hereunder to any affiliate of Company, this agreement and the rights 

and obligations hereunder may not be transferred or assigned except upon prior 

written agreement of both parties. 

Authority. Each of the parties to this agreement hereby represents and warrants 

that it is duly authorized and empowered to execute, deliver and perform this 

agreement and that such action does not conflict with or violate any provision of 

law, rule or regulation, contract, deed or trust, or other instrument to which it is a 

party or to which any of its property is subject and that this agreement is a valid 

and binding obligation enforceable in accordance with its terms. 
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Captions.  Captions contained in this agreement are inserted only as a matter of 

convenience and in no way define, limit or extend the scope or intent of this 

agreement or any provision hereof.  

Counterparts.  This agreement may be executed in any number of counterparts, 

each of which shall be deemed to be an original and all of which together shall be 

deemed to be one and the same agreement. 

Entire Agreement.  This agreement contains the entire agreement between the 

parties with respect to the subject matter of this agreement and supersedes all 

prior agreements between the parties, whether written or oral, with respect to the 

subject matter hereof. 

 
Notice.  Any notice or other communication contemplated by any provision of 

this agreement shall be made by hand delivery, overnight mail or fax, 

 (a) if to Client, at [                              ]                                 

 (b) if to Company, at On the Ball Boulevard, Smart Town, USA,

 telephone: 555-555-5550, telefax: 555-555-5551,  

but any party may designate a different address by a notice  similarly given to 

the other parties. Any such notice or communication shall be deemed given: (i) 

when delivered by hand, if personally delivered; (ii) two business days after being 

deposited with an overnight courier service; and (iii) when receipt is 

acknowledged, if faxed on a business day and otherwise on the first business 

day thereafter. 

Severability.  Any term or provision of this agreement which is invalid or 

unenforceable in any jurisdiction shall, as to such jurisdiction, be ineffective to the 

extent of such invalidity or unenforceability without rendering invalid or 

unenforceable the remaining terms or provisions of this agreement or affecting 

the validity or enforceability of any of the terms or provisions of this agreement in 

any other jurisdiction. 

Successors.  This agreement and the rights and obligations hereunder shall 

inure to the benefit of and be binding upon each of the party’s successors, 

assignees and transferees of every kind, provided, however, that any attempted 

assignment or transfer in violation of the provisions of this agreement shall be 

null and void.  

Waiver.  A failure to enforce or to require the performance at any time of any of 

the provisions of this agreement shall not be construed to be a waiver of such 

provision and shall not affect either the validity of this agreement, or any part 

hereof, or the right of any party to enforce the provisions of this agreement. 

 

ACC's 2004 ANNUAL MEETING THE NEW FACE OF IN-HOUSE COUNSEL

This material is protected by copyright. Copyright © 2004 various authors and the Association of Corporate Counsel (ACC). 43



Principle # 3: If you have to select one template to use, by all means go 
with your corporate disclaimer! 
[Put this on the company intranet, file it in the shared drive, make it the company 
screen saver, tape it to the bathroom stall doors] 
 

This material has been prepared by Ontheball Advisory Corporation (the 

“Company”) for informational purposes only.  This material contains information 

that is confidential and proprietary to the Company and may not be reproduced 

or distributed by the recipient without the prior consent of the Company.  While 

this material is believed to be reliable, the Company offers no warranty or 

guarantee, express or implied, regarding its accuracy or completeness and the 

information contained herein is subject to change without notice.  This material is 

not intended to be used, and should not be relied upon, as a general guide to 

investing or source of any specific investment recommendations, as investment 

strategies appropriate to any particular client necessarily depend upon that 

client’s financial circumstances and investment objectives.  Recipients are 

cautioned that past performance is no guarantee of future results and nothing 

contained herein shall be construed, interpreted or relied upon as a warranty or 

guarantee of future performance or investment results.  All statistical tables, 

charts, graphs and other illustrations were prepared by the Company unless 

otherwise noted. Nothing in this material is intended to be or should be construed 

as an offer to sell or solicitation to buy any financial product or instrument.   

 

Copyright 2004.  Ontheball Advisory Corporation.  All rights reserved. 
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Cubist uses Contract Manager™, version 6.1.  302-Nuts & Bolts: Attachment 10
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The “All Contracts” tab provides a listing (and count) of all

agreements in the database.  The data is searchable in alternative

views using the menu bars (baby blue).  The All Contracts tab is

a collective representation of the records available under the

subsequent tabs, “Active Contracts”, “In-Process Contracts”,

“Inactive Contracts”, and “Expiring”.  The shading of grey,

white, or tan represents agreements which are inactive, active, or

in-process, respectively.
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Contract records are stored by Company.  Each Company has an

independent record with as much or as little information as your

company requires.  For Company’s that have internal AKA’s or

well-known acronyms, the additional names can be entered for

each vendor as well as multiple addresses.  It’s also possible to

create a cross-reference to other companies based on their

relationship.
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With the Company Profile established, a contract record can be

created.  Just like the Company Profile, the Contract Profile can

be simple or sophisticated based on your data needs.
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The database is searchable.  Again, the complexity is based on

your needs.  This simple search is based on two criteria, a

request for (i) only confidential disclosure agreements (ii) that

are inactive (the active search of the “Recycled Contracts” (set

for deletion) is a system criteria set up as a safeguard and self-

populates for all searches).
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The results of the search can be “dumped” into a report “shell”, either

a system or customized report and exported into a viewer, an MS

Excel worksheet, or PDF document.  Both the MS Excel and PDF

reports are searchable using MS Excel or Acrobat Reader, respectively.
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Example of a PDF search for Sir Speedy.
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