/ CC EUROPE

Association of Corporate Counsel

Using Technology to reduce Costs

- Legal Intranet -
- Effective Communication -

Dr. Roland Boemer
Director, Legal — Central Europe

Sun Microsystems
ACC Europe 2007 Annual Conference: The Growing Role of In-house Counsel: 3-5 June 2007Bayerischer Hof Hotel,
Lawyers as Business Partners Munich, Germany



//\(CEZ\EUROPE .

Association of Corporate Counsel

Why technological resources?

@ In order to make work m the Legal Department
* simpler
* quicker
* more efficient
* more cost-effective

@ In order to promote your own products
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Which technological resources?

@ Legal Intranet / Internet as resource to
* provide your clients with information
* share information within the Legal Department
* make external information accessible

@ Other technological resources
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Legal Intranet as resource to ...
... provide your clients with information (1)

¥ Presentation of lawyers, legal team members
* name, photo, biography
* telephone no., other means of communication
* location, address
» availability — link to calendar tool
* reporting line — link to orgtool
* areas of responsibility
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Legal Intranet as resource to ...
... provide your clients with information @)

@ Contract Databases, Contract management
» Standard Contract Tool

— print-out of standard contracts
* AR — Agreement Registry
- online access to signed contracts, documents
* CAT — Contract Automation Tool
— automatic support for individual contracts
* Local Eyes — Tool for Localisation Process
— assisting with translation and localisation of standard
contracts
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Contract Tool

suninfo.germany
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Contract Tool
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Legal Intranet as resource to ...
... provide your clients with information

@ Sample letters, templates, checklists
* ¢.g. termination letter, comfort letter, Lol/MoU

@ Certificates
* ¢.g. commercial / trade register

@ Responses to recurring questions
* FAQ's, guides
¥ Legal News
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Legal Intranet as resource to ...
... provide your clients with information ¢)

@ Interactive online traming

» Standards of Business Conduct

* Export Control, Competition Law
@ Policies, Manuals

* Signature Policy

* Conflict of Interest, Confidential Information
@ Links to other Legal Websites

* EMEA Legal, Corp. Legal
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Legal Intranet as resource to ...
... share information within Legal Department (1)

¥ Know-how Database
* Who has know-how, about what?
* ¢.g. legal specialists in virtual Legal team
* Synergies — avoid duplicating work!
¥ Legal Events
* Legal meetings, Team Calls
* Presentation slides for teleconferences
* Agenda and minutes of meetings
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Virtual Team Calendar
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* Direct Team: Mark Curtis, Cheryl Fackler—Hug, Tomas Wwikstrom, Roland Eoemer, Florence Lonis
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Legal Intranet as resource to ...
... share information within Legal Department (2)

@ Online Legal Training (for lawyers)
* ¢.g. EC Competition, Ant1 Trust Law
* Data Protection Law

@ Extranet to outside Law Firms
* Legal newsletters
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Internet/Intranet as resource to ...
... make external information accessible

@ from Corp. Headquarter or other subsidiaries
@ Legal Databases

* Lexis, Juris, etc.

* European Union
@ Busmess Databases

* commercial registers, Creditreform, etc

@ General information (Google)
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Intranet Rules

¥ How to mcrease the benefit of a Legal Intranet?
» Simple navigation
* Information should be no more than 5 clicks away
* Single pages not too long -> not too much scrolling
* Subscription to pro-active websites (broadcast technology)

@ How does the user know, what can be found?
* Structure, clearly arranged
* Site map

@ How does the user find, what he 1s looking for?
* Index, search function
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Intranet Rules

@ How to keep the Legal Intranet up-to-date?
* Regular contributions
* Clear, individual content ownership
* Bonus system
* Automatic reminders for contribution
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Effective e-mail communication

@ .... will only be possible if the reading of e-mails will be
made easier for the recipients.

Suggestions (1)
* shorter 1s better!
* use bullets
» avoid long paragraphs
* use url references for details
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Effective e-mail communication

Suggestions (2)

@ Use a flag 1in the subject line of your e-mail!
(1t will make your objective more easily understandable)

@ Subject flags:
* [: Information = this e-mail 1s only giving you some

information

* A: Action = action 1s required

* U: Urgent = this 1s an urgent e-mail and needs to
be handled first

* Q: Question = please come back to this question
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Effective e-mail communication

Suggestions (3)

@& .. Use the first sentences of your e-mail for a summary of what
you expect the recipient to do!

@ Recipients usual questions:
* "What is this about?"
» "How does this affect me?"
* "What ACTION do I need to take?"
* "What 1s the timeline?"

» Example: “Pls. send your feedback to question in subject
line until ...”
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Effective e-mail communication
Suggestions (3)
@ Select the recipients carefully!

® Do not put people on “to" unless you anticipate an answer, action,
or participation.

® Minimize use of “cc”.

® When responding to an e-mail, do not respond to ALL unless
everyone has a legitimate reason to see your response.

& Minimize the number and size of attachments!

* If the attachment is a report or a presentation, summarize the
content so that the recipient will only have to open the attachment
for more detail.

* If possible, use web links to repositories where the document has
been posted.
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Effective Presentations

& Follow the “Answer-First Model”” when you give a presentation

@ As an introduction, provide a BRIEF (1-2 sentence) summary of
the content of the presentation!

Why are you presenting? What result do you expect?

® requesting approval: for what?

® requesting input or assistance: to do what?

® escalating a problem: what is required?

® describing an opportunity: requirements and next steps?
® providing information: for what purpose?
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Four basic types of presentations

* Update on * Get approval * Captivate, -° Facilitate the

operations to take action entertain real teaching

* Highlight * Drive and process which
key trends consensus convince happens in
and issues  Sell discussions

The “Business Case” ion
presentation
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Answer First Model

Introduction
(Context)

[ [ |
Key line
assertions
I I I
I I I | I | I I I

Supporting
Evidence

Fact | Fact 2 Fact 3
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