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Overview

• Resources

• Writing your report

• Returning your file

• Thank you!
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Resources

• New DEC Handbook

– Handbook, checklist, flow chart, FAQs

• Training videos

• SharePoint
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DEC 
Investigation 
Process 
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A lot happens
after the file 
comes back

DEC is here
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DEC SharePoint Homepage

How To Use This Site
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Your DEC SharePoint Page

Announcements

Reports
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Additional resources
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SharePoint questions?

• Need login?

• Settings?

• How to upload?

• How to view reports?

• How to comment?

• Reviewing final 
determinations?

DEC Coordinator

(651) 296-3952

Mara Medved

Sam Shanley (backup)

DECCoordinator@

courts.state.mn.us
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We welcome your feedback on 
DEC resources!
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WRITING YOUR REPORT
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• Word document with 
prompts that vanish 
when you click

• Adds prompts for
– Respondent’s counsel

– OLPR File Number 
(12345)

– DEC Number

What’s new?
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Writing Your Report: Investigation

• Sections I through III of the new form

– Summary of Complaint
• Complainant’s perspective

– Possible Ethical Violations
• Rules and headings (or subheadings)

– Chronology of Investigation
• Dates of key events

– Check boxes about complainant response and 
conversations
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Client?

Yes No



LP
Office of Lawyers Professional Responsibility
Protecting the Public · Strengthening the Profession

Did the Respondent Cooperate?

If no response to the NOI, or to your 
requests for information,
the answer is probably No
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Writing Your Report: 
Memorandum

• Findings of Fact

– Narrative summary

– Credibility determinations

• Analysis

– Standard of proof (leave as-is)

– Headings for each Rule considered
• Diligence – Rule 1.3, MRPC

• Communication – Rule 1.4(a)(3), MRPC



LP
Office of Lawyers Professional Responsibility
Protecting the Public · Strengthening the Profession



LP
Office of Lawyers Professional Responsibility
Protecting the Public · Strengthening the Profession

Example
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Example
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Writing Your Report:  
Memorandum

• Go through each Rule or subpart
– Numerical order

– Violations first

– Other logical order

• Paraphrase the Rule

• Set out the relevant facts from your 
investigation

• Conclude: is there clear and convincing 
evidence of a violation?
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Example
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Example
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Discipline Recommendation
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DEC is here

DNW or Private ADM

Public
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At 45 days

• You should have R response and C reply

– If R not communicating, let us know

– Other issues to investigate?

• Expect a 45-day check in from DEC 
Coordinator

– How’s it going – on track?

– Any questions, roadblocks or needs?

– DECCoordinator@courts.state.mn.us
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60-90 days

• Finish writing report

– Save to computer and PDF

– File No. 12345 – RLname - CLname

• Finish organizing file

• Schedule presentation

• Upload report and file to SharePoint

– At least 48 hours before presenting

• Present report to DEC
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Uploading 
a report?
Click here
on Reports

Not here
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Reports page opens:  
NOW click Add document
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RETURNING YOUR FILE
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Organizing Your File

• Have a system

– Logical, chronological

• When in doubt, PDF

– Including emails

– Keep emails with their attachments

– Convert Word or Excel docs to PDF

– Scan paper notes
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Examples

Logical (by significance)

• DEC Report

• NOI and Complaint

• R response
– Materials from R

• C reply
– Materials from C

• Communications

• Notes of interviews

• Research & analysis

Chronological (by date)

• Timeline
– 2022 0322 R fee agreement

– 2022 0415 C email to R

– 2022 0416 R email to C

– 2022 0501 R cert of rep

• Communications
– 2024 0926 email A to R 

granting more time to 
respond

– 2024 1005 R response
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Create a Zip Folder

• Locate your investigation folder

• Right click on investigation folder

• Select “Send to”

• Click “Compressed (zipped) folder”

• Name folder

– File No 12345 Ciano Investigation

• Save folder
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Uploading Your File to SharePoint

Upload DEC Reports 
Here

Upload Completed Investigation Files 
Here

Upload file at same time as DEC Report 
or within 1 week
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Choose “upload file,” select your zipped 
folder, and click “open”
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We can’t do it without you!

• DEC File must be uploaded so OLPR 
Lawyer can review & move case forward

– R response

– C reply

– Notes of interviews

– Important documents
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Closing

Feedback—how can the OLPR support you 
in your investigations?

Questions? 


