Basic Training & Beyond
June 23, 2021
Rochelle D. Washington, Practice Management Advisor



Day 2 Topics




Regulation

®Know the Rules

® Know Where to
Get Help

®Get a Mentor



is our new confidential
self assessment quiz. See how
you score.



https://www.dcbar.org/for-lawyers/practice-management-advisory-service/practice-tips-and-compliance/self-check



https://dcbar.wufoo.com/forms/practice-360-monthly-newsletter-subscribe/




Clients seeking a referral versus searching on their own

59%

sought a referral searched on their own







ow What the
CHW’“ Wants

CUSTOMER RELATIONSHP
MANAGEMENT ‘







81% want a response lo sach guastion they ask:
80% say it's important to have a clear understanding of how 1o procesd.

76% olso wanl to gel a clear sense of how much their legal issue could cost.

74% wont to know what the full process will look like for their cose.

What do clients look for?






Once Someone Needs a Lawvyer,

)

Negative Views of the Profession

Fall

https//www.abajournal.com/lawscribbler/article/do lawyers reallly
al clients antipathy



http://www.abajournal.com/lawscribbler/article/do_lawyers_really_suck_no_potential_clients_antipathy_can_be_overcome
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4 Summarize/Restate
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7. Recommendation

®You can help

®You can’t help

®Refer it out
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Trust is the Key:
Listening is the Way

Focus

Hear words and feelings
Restate and validate
Clarify

Reflect and Summarize

Defer Judgment















You may be the problem!



How We Drive Clients Away!
Clio 2019 Legal Trends Report Says:

1. No guidance

2. Unclear pricing

3. No explanation of why
4, Talk like a lawyer

5. Abrupt/Dismissive



So, you should....

1. Be competent
2. Help them do their job
3. Just give them the best answer

4., Flat fee or explain process
with pricing in mind.

5. Don’t over sell, you don'’t
have to be “all that”

6. Respect their time- give them
only what they need

7. Adapt and Innovate
8. Ask for feedback

9. Customer Service (outsource
happiness!)



Why No?
Don’t End Up
Here!
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3. Team interviews

tlaice

lni
Dialogue

T h |

4. Financial planning discussions

5. Ask for Feedback

6. Close Survey
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mailto:PMAS@dcbar.org
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Who should you avoid?

®Serial litigant

®Angry

®Liar

®“Let’s Take'em Down!

®Undercutter






Managing the Difficult Client

1. Special Time

2. Document, Document, Document LEO

333

3. Set Boundaries- before, during and after

4. Train and Remind
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3. Bill after a productive

4‘» P’* riew billing entries
5. Never fﬂfa':jf billing



Law Firm
Management









How Lawyers Measure
Success






Law Office Systems

Intake

File Set-Up

File Contents

File Maintenance
Conflict Check

Case Management
Calendar/Docket System
Time and Billing

Office Accounting

Trust Accounting



Quick Start Guide


https://dcbar.org/getmedia/1270e3e4-3f48-47b5-bf8f-fe8eb8e73840/Career-disruption-setting-up-a-law-firm-quickly-resources-042020_1

Client Intake Process

®Consultation Agreements!
®Intake Forms/ Pre-Screening
®Conflicts Check

&Office Policies

®Fee Agreements

®Automate



Automated Process




File Set-up



What's i {
ats In a name!

Example:

®02001]]= First file opened in 2002, client Jesse James
®]JJ]-'W02= A will file opened for Jesse James in 2002

©020001- W= same as above but no client name

©02001-1= Categorize types of file by number. Wills are #1

&My systems D-14-101= 1t opened Divorce file of 2014









SHARED

00O (i3 Blank New File Folder .
=mm (%] (8- (2-][ =)= @ )
 FAVORITES |
i - I .
(] Desktop
[ Documents Archive Billing Correspondence Discovery
(] Finances
) Downloads
= =
] Code
] Google Drive Decs from Client Drafts Motes Orders
[ Lawyerist
|| Contribut...
=S a al
DEVICES Pleadings Retainer
£ 5am's Mac...
() Remote Disc






Case Management
Case & Action Manager- Manual
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Make them

Presentation easy for client

means to
something understand
what is owed
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¢ |imeframe for client to dispute
® How you take payments
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01

Follow the

terms in your
fee agreement

02 03

[f you don’t
send- they
won'’t pay

Bill when you
say you will

Invoice |iming

******* (&)

04

Don’t include

invoice with
work product-
keep separate
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If they do not
paly:
» Collections process
» Standardized letters
» Follow-up
» Don’t Delay
» Set expectations

» Be Consistent

O

» Earn their respect



Time Management

Sheet



Office Accounting Procedures

- Basic Book-keeping
®Tracking your business expenses
@ Effective debiting and crediting procedures
- Balance Sheet
- Assets = Equity - Liabilities

» How much you owe and what you own



Record all

Transactions

Document and File
Receipts

Review unpaid bills
from clients

Pay Vendors/Office

services

Prepare and send
invoices- regularly

Review Projected

Cash Flow

e Know how much you
need to make

Balance your
smmmd  Operating Account g

Checkbook

Process or Review

Payroll

Review Actual Profit
and Loss vs. Budget
and vs. Prior Years




JOLTA Accounting

3-Way reconciliation of client funds



Productivity



The simple secret to
productivity

Block out Time -
important times for
all ongoing task

Being disciplined
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How do you
work the most What are the

efficiently and tools you need
effectively




1. Name your
workflow

5. Identify the
order task should

be accomplished

3. Identify what is

need to perform
the process

2. Identify Start
and End Points

7. Identify your
6. Identify roles flowchart type and

draw it out

9. Use a workflow

automation tool to
create your actual
workflow

4. List any task and
activities

8. Review and
finalize









How Technology Helps You






1. Understand

what you are

2. Know why
you are using it

3. Read the

Terms of
Service

4. Rule of
Thumb- Avoid

Free Services

5. Use

encrypted
service




Do you really need an office?

VS.

Virtual Office Brick and Mortar



The Virtual Oflice
& net
Paper Management
Laptop

Printer/scanner/copier CA R R

Virtual Office .
Conference/meeting

room

$6%
Website % GODaddy‘i’ @ Clio S

Email/web hosting Case Management  Answering Service



CARR




Virtual Law
Firm

% www.garnerlawpllc.com
4 www.mdfamilylawyer.com


http://www.garnerlawpllc.com/
http://www.mdfamilylawyer.com/

Monitors — the More the Merrier!





http://lawyerist.com/best-printer/

And if you REALLY want to go Virtual....










When do you

need tech!?

Automate
Delegate

Eliminate



How to Choose Technology for your Law Office

1. Attractive/Appealing 1. Steve Jobs
2. Intuitive 2. Word vs. Word Perfect
3. Urtility 3. Functionality for your

4. Price Point firm

5. Secure 40 Bottom Line

5. Safe for client data?



S T :

Selecting
L
Your Product





https://www.lawtechnologytoday.org/2019/01/how-to-go-paperless-in-2019/







A FEW GREAT TECH TOOLS






SAAS vs. Sftware on PC




Basic Technology for Lawyers

Case Management Software
Word Processing/Business Suite
Accounting/Bookkeeping

Time and Billing

Document Automation
Document Management Storage
Encrypted Email

Answering Service

Electronic Signatures






Clio

The Clio Suite is cloud-based law firm
software that will transform the way
your law firm operates—from the first
intake call to the last invoice ...

User reviews: 1,023
Average rating: 4.7

VISIT WEBSITE

LEARN MORE

). 8.0 0 8

Legal Edge

LegalEdge

LegalEdae is a web-basad platform,
which assists government attorneys,
agencies, school districts, & city or
county lawyers with streamlining ...

Uszer reviews: 0

mmﬂ ,b;srage rating: MNfA

VISIT WEBSITE

LEARN MORE

g£imycase MyCase

MyCase legal practice management
software helps law firms solve key
business challenges, including getting
paid faster, keeping cases on track., and

User reviews: 310
Average rating: 4.7

VISIT WEBSITE

LEARN MORE

) 8.8 0 8

PracticePanther

Highest rated legal case management
software on GetApp. Perfect for
lawyers and law firms of all sizes.

User reviews: 323
Awverage rating: 4.78

VISIT WEBSITE

LEARN MORE

' 0.0 80§

@ Aderant Expert ...

Aderant Expert Sierra is a2 legal case
and practice management solution for
mid-size law firms (15-150 users) and
legal professionals.

**.* *ﬁ LJE '-=*.-i?w£: g'.l":

VISIT WEBSITE

LEARN MORE

octionstap Actionstep

Actionstep is a top-rated law firm
management system, built in the cloud
with automation at its heart. Giving
lawyers more headspace to make a ..

VISIT WEBSITE

LEARN MORE

N|O Zola Suite

See why Zola is the FASTEST-
GROWING practice management
software. Industry-leading features
such as patented email management,
robust billing & ...
*.***.’:? User rev Ews: o9
Average rating: 4.63

VISIT WEBSITE

LEARN MORE

ole
sy e

Cosmolex

Cosmolex is the OMNLY Cloud-based,
all-im-one practice management,
billing, AND accounting system (Mo
CQuickBooks Required).

VISIT WEBSITE

LEARN MORE



http://www.mycase.com/
http://www.practicepanther.com/
http://www.cosmolex.com/
https://www.getapp.com/p/sem/legal-case-management-software?t=Top%20Legal%20Case%20Management%20Software&camp=bing&utm_content=o&utm_source=ps-bing&utm_campaign=COM_US_Desktop_BE-Legal_Case_Management&utm_medium=cpc&account_campaign_id=267700303&account_adgroup_id=1184174867937531&ad_id=74011077521988&msclkid=e2868907eed41bcd56cdd72e3bc5df1f&utm_term=sites%20legal%20case%20management%20systems
http://www.goclio.com/
http://www.mycase.com/
https://www.getapp.com/p/sem/legal-case-management-software?t=Top%20Legal%20Case%20Management%20Software&camp=bing&utm_content=o&utm_source=ps-bing&utm_campaign=COM_US_Desktop_BE-Legal_Case_Management&utm_medium=cpc&account_campaign_id=267700303&account_adgroup_id=1184174867937531&ad_id=74011077521988&msclkid=e2868907eed41bcd56cdd72e3bc5df1f&utm_term=sites%20legal%20case%20management%20systems

vs [ Office 365




Google Drive vs. Microsoft OneDrive: A point-by-point comparison



https://www.pcworld.com/article/3510499/google-drive-vs-microsoft-onedrive.html

Document Automation

HOoTdocs



Calendar System



Time and Billing

) bill&time
BillQuick

https://lawyerist.com/law-practice-management-software,



http://www.bill4time.com/legal-billing-software/
https://www.timesolv.com/
http://www.billquick.com/
https://lawyerist.com/law-practice-management-software/

CLOUD FILE MANAGEMENT

&& OneDrive

bO)( z} Dropbox

WWW.CItriX.com

WWW Onedrive com Click here to see comparison
www.box.com

www.dropbox.com



http://www.box.com/
http://www.dropbox.com/
http://www.slideshare.net/rapidscale/sharefile-vs-box-vs-dropbox

The Lawyer’s Options

Muange
Dragon
Professional
ndividual

Nuance®
Dragon’

Anywhere |

Dragon Anywhere
Dragon Professional for Android and iOS
Individual Dragon Legal Individual New in 2015

New in 2015 $300 New in 2016 $15 per month to
Starting at $500 $150 per year



Office Accounting

www.quickbooks.com
WWW.XEro.com
www.wave.com
www.freshbooks.com



http://www.quickbooks.com/
http://www.xero.com/
http://www.wave.com/
http://www.freshbooks.com/

Video is the Way to Go!

Compare here or Compare here



http://fitsmallbusiness.com/best-video-conference-software/
https://www.g2crowd.com/compare/skype-for-business-formerly-lync-vs-zoom-vs-google-hangouts

Electronic Signatures

Adobe Document Cloud /

a eSign services

% www.echosign.adobe.com

% www.docusign.com
o V HELLOSIGN
% www.rightsignature.com

% www.hellosign.com



http://www.docusign.com/
http://www.rightsignature.com/
http://www.hellosign.com/

How E-Signatures Work



https://www.docusign.com/videos/how-it-works
https://www.docusign.com/videos/how-it-works?wvideo=afh7ek58th

Electronic Fax

F
M
u [ 1 ..-' “f} ' 1 :I I [‘I 'r: 1 l ‘11; InlllI l‘: ”l !I

o

% http://Faxzero.com
P

o www.efax.com



http://www.efax.com/

Legal Research

Fastcase is a Member Benefit at many bar associations


https://www.youtube.com/watch?v=3pArlrrEx3w

Outsource It!

i Jpwork

< www.smith.ai

< www.callruby.com

© www.upwork.com

< www. Virtualparalegalservices.com

< www.Atlasvirtualparalegal.com



http://www.smith.ai/
http://www.upwork.com/
http://www.virtualparalegalservices.com/
http://www.atlasvirtualparalegal.com/

Data Back-up

A RONMOUNTAIN

S WWW.mozy.com

owww.carbonite.com sSSMoZvV

BY EML

SWWW.Ilronmountain.com



http://www.mozy.com/
http://www.carbonite.com/
http://www.ironmountain.com/

Office 365



Office 365 Business Office 365 Business Office 365 Business

Premium Essentials
$8 25 user/month $12 50 user/month $5 00 user/month
(annual commitment) {annual commitment) {annual commitment)

=N

Best for businesses that need Office apps Best for businesses that need business email, Best for businesses that need business email
plus cloud file storage and sharing on PC, Office apps, and other business services on and other business services on PC, Mac, or
Mac, or mobile. Business email not included. PC, Mac, or mobile. mobile. Desktop versions of Office apps not
included.
Office apps included Office apps included Office apps included

G m u t E m m ‘ (WEb e Only} |

Qutlook Ward PowerPoint Qutlook Excel PowerPoint

Access Access

(PC anly) {PC only}

Services included Services included Services included
~ B edad B edE
OneDrive Exchange  Cnelrive SharePoint  Teams Exchange  OneDrive  SharePoint  Teams



Not just Microsoft

:} Dropbox
& 17hats

asana

'ﬁ slack EVERNOTE

e
zapier




Doodle

Find Time*
(this will be rereleased and
renamed October 2017

Appointment Scheduling



ALWAYS READ TERMS Of
SERVICE



ENCRYPTION

www.sookasa.com

9 SpiderOak

www.boxcryptor.com

www.spideroak.com

(beware of companies that shut down ex. Cloudfogger.com)


http://www.sookasa.com/
http://www.boxcryptor.com/
http://www.spideroak.com/

A note on extra security measures






Email SCAMS






Applicable Rules:
7.1 and 7.5

New Ethics Opinions LEO 370 and 371






Marketing

The history.
Herd mentality.

Figuring out what
works for you.



< BE YOU


https://www.crispvideo.com/videos/yolofsky-law-legal-video-marketing/
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10 Great Marketing Tips

®Relationship Building
®Find Help
®Mastermind Group

®Learn SEQ/Social Media

®Use Free Directories



10 Great Marketing Tips

®Atrtend Networking Events
®Sponsor a Local Event or Charity
®Manage Your Public Relations
®Host Seminars and Events

®Become a Public Speaker



Remember the Plan:
Business Plan will

Discern your purpose

Refine your message

Locate the target

Avoid overloading the message
Give them the right message
Follow-up

Connect with clients






Potential
Client’s

Problem




©~Sample Plan for Marketing



https://legalexpertconnections.com/wp-content/uploads/2014/06/Attorney_Marketing_Plan.pdf







Stand Out

1. Determine your
Target Market

2. Find the Problems
of your Target Market

3. Solve Your Target
Market’s Problem

4. Build Credibility
Among your Target
Market
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https://youtu.be/cFACzN7RYbw


https://youtu.be/cFdCzN7RYbw

01 02 03

Prepare Prepare a 15-30 You should be

information (about minute talk for a informing and
5-10 questions you room full of your educating on the
get often from potential ideal problems you solve

clients clients







Juvenile Dearensea

Experienced Former Prosecutor

Now focused on the problems of juvenile
detendants.

Thomas Wright, Esq
123 Sesame Street
Washington, DC 21115

www.websitehere.com



Y=1q

NoO one thinks their chilgl- will
end up here.

For HELP when the
unthinkable happens call.

Thomas Wright
_ Attorney at Law
- 555.555.1212

]

"










Information vs. Legal Advice

& Miranda Example:
©You have the right to remain silent
® Vs.

¢ Never talk to the police



Marketing

© All marketing works - some just better than others

©80% of new business comes from 20% of your existing
clients. How do you get more 20% clients?

© Jump start marketing (handout)






Some examples of
process focused sites:


http://www.virginiadivorceattorney.com/
http://www.rosen.com/
http://www.jerseyestateplanning.com/
http://www.bobbattlelaw.com/
http://www.oginski-law.com/
http://www.paestateplanners.com/




https://vimeo.com/ 168929480



https://vimeo.com/168929480

What Most Lawyers Do...












Pretty. Tough.

Work Injury Attorney

912.289.4861

I MAGE C O m
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Process Focused
Marketing



Process Focused
Marketing






Who lawyers say is their Competition:

©67% - other law firms of similar size
©49% say significantly larger firms

©13% pro se



Where do you market?

® How many different ways could someone who
needs to know what you know find you?

® How hard are you making it for your best
client to find you!






02 03 04 05

Brochure Social media Speaking Books/ free

engagements publications




Now merged - Clio Grow



Don't get Comfortable!

® How you treat your best client:
» You would have a plan
» You would strategize
» You would prioritize

» You would work on it regularly

» You would evaluate it often



Remember

®The best advertising for your law firm will come from a
happy client

® Make your client’s case your case...make it personal.



Business Cards



The Website



ZTWIX weebly;

O Directlow EM P mobile

Virwal Lawyering Made Simple”



Must have website

©®You can do the work yourself:



http://rollinsandchan.com/
http://www.weebley.com/
http://www.wix.com/
http://www.wordpress.com/
http://www.directlaw.com/

Use a Service

SOWWW.Detworksolutions.com

O WwWw.wel



http://www.networksolutions.com/
http://www.rocketx1.com/
http://www.web.com/
https://www.godaddy.com/websites/web-design
http://www.top10webbuilders.com/




s ST £k

QIS U

Al traffic
Analyze .r'lr.:-'-;i!‘i'-w- :‘-__n'.nl- .
Rankings |Slwiinta b=
and Traffic arahvie resulls SEO

SEarch engines ke
ims 1o update links
and LevwoHos J Hainicd ledcs IO PesTve e
& Mg Dacpes










Marketing: Internet

® Use Free Listings:

® Google, Yahoo, Bing, MSN,
AOL, Yellowpages,

Yellowbook and more....



Yourfirmapp.com



1. Talk about ideal client's problem

2. Directed to the potential client

3. Your solution reaches the problem




Newsletter-
Timing

What is the best
day of the week to
send an electronic
newsletter?

Conventional
wisdom - Tuesday
night;

New approach -
Saturday night.

Why


https://www.verticalresponse.com/blog/best-time-send-email-marketing-campaign/

Linked 3.

\{ Hootsuite-

Marketine Tool

—
(-



Customer
Relationship
Management
Software









https://www.youtube.com/watch?v=llZCIgo5fx0



http://www.pixability.com/
http://www.fairfaxvideostudio.com/
http://www.oginski-law.com/
http://www.crispvideo.com/

&

ANlnated

% https://www.youtube.com/watch’v=HC xpwyrE80

% http://www.yourcharlesalexander.com/



https://www.youtube.com/watch?v=HC_xpwyrE80
http://www.yourcharlesalexander.com/

TSIy %

Lawyer Video Examples

®)

VAAVVAAA \&J

[



http://www.youtube.com/watch?v=sUWG2MJWJ0A&feature=fvsr
http://www.youtube.com/watch?v=_aHAycjv_MM
http://www.youtube.com/watch?v=oi-y9s4OhEo

Think about it. People remember...

D @ &

20% 30% 70%

20% of what they hear 30% of what they saa An amazing FO% of
what they see & hear!




Create a great logo

http://99designs.com/logo-design



http://99designs.com/logo-design

priced packages will attract maore

experienced designers and offer vou more

support.

Design concepts (approx.)

100% money-back
guaraniee

Full copyright ownership

Mid & Top Level designers
only

Top Level designers only

Dedicated manager

Prioritized support

Bronze Silver Gold Platinum
uss299 Uss499 Ussa99 UsS$1,299
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A FEW FINAL WORDS









WhO's In your networke




Practice 360°A Day For Lawyers & Law Firms on
May 15, 2020



https://www.dcbar.org/bar-resources/practice-management-advisory-service/practice-360.cfm
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But don’t be
paralyzed by

Follow the rules
your lawyer

brain.




=~ o rsjillions@gmail.com


mailto:rsjillions@gmail.com



mailto:rwashington@dcbar.org

More Marketing Resources

The Culture Code by Clotaire Rapaille

Influence, the Psychology of Persuasion
by Robert B. Cialdini

Contagious, Why Things Catch On by Jonah Berger
You Can 't Teach Hungry by John Morgan

Great Legal Marketing by Ben Glass
(Request the book - it's free)

Primal branding: Create Zealots for Your Brand, Your Company,
and Your Future by Patrick Hanlon


http://www.freegiftfrombenglass.com/
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