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Work on your firm, not just in your firm . . .

https://www.emyth.com/inside/work-on-the-business-not-in-the-business


The Three Cs of Small Firm Success

Competency

Chemistry

Compensation

http://www.scienceofpeople.com/2014/08/5-habits-exceptionally-charismatic-people/?utm_source=ConvertKit&utm_medium=email&utm_campaign=SoP%20B%20Version&utm_term=The%205%20Secrets%20of%20Charismatic%20People&utm_content=The%205%20Habits%20of%20Exceptionally%20Charismatic%20People


Solid infrastructure . . .

• The Plan

• The Office Manual

• A system for engaging prospective clients

• A system for problem solving for clients



Working smarter . . .

• How do you work efficiently and effectively

• What are the tools you need

• We can always work smarter



Is it really possible to 
manage time?

When people & projects compete for your time:

•Works in blocks of time with a single goal

•Employ self-discipline & focus

•Avoid Chronic Reaction Syndrome 

•Avoid Distractions of Doom





Today

Fee agreement

Summary
judgment 

Newsletter

Return calls, respond to 
email

Filing

Contact list

A concept map for the next three hours



To clear your head, to get focused, ask yourself:

Why am I here?

What’s going on around me?

What am I going to do about it?

How will my actions affect others?



Manage information

• Information is power;  create a system for 
managing it

• A paperless system can mean productivity 
and efficiency for the small firm if it is 
managed well and used by all

• Ideally, be able to access all client and firm 
data from your device



Working smarter helps avoid:

Undervaluing your work
Procrastinating

Living with disorganization
Giving away time
Discounting fees

Accepting clients who cannot pay
Handling too many non-lawyer tasks

Only working in your enterprise & not on your enterprise
Catastrophizing 



How to make a good impression & get clients

LISTEN
L = laser focus on the target
I = investigate the target
S = shun judging
T = take brief notes
E = elevate the target
N = Note non-verbal messaging





Everything and everyone comes
and goes

and maybe comes again
except time.



Your competition may be
smarter
richer 

and better looking,
but they have the same

amount of time
as you.



Every day

Set your most important task

Do creative work first

Do reactive work second



Schedule time
for the most important task



Design your ideal week
in blocks of time
on your calendar



Keep a journal

Self-evaluate



It does not have to be perfect



The paperless system. . .

• One or more computers & a Fujitsu Scansnap
• RocketMatter, MyCase, Clio, NetDocuments 

or LegalWorkspace
• Going Paperless-A Practical Guide 
• ScanSnap demo

https://www.filevine.com/wp-content/uploads/2018/05/FV_Paperless_WhitePaper.pdf
http://www.vimeo.com/110414974


ScanSnap products 

http://www.fujitsu.com/us/products/computing/peripheral/scanners/scansnap/




RocketMatter integrations

https://www.rocketmatter.com/legal-billing-software/


A DC Bar Member Benefit

https://www.dcbar.org/membership/member-benefits/Practice-Resources.cfm


Clio integrations

https://www.goclio.com/features/integrations/


Build a system . . .

Automate Word documents
Free version / Pro version $89.00

The Form Tool 

https://www.theformtool.com/




Free & low cost research . . .

• Fastcase:  Nationwide law library for free
• Local research sources:  request from 

dmills@dcbar.org
• Google Scholar / http://scholar.google.com

https://www.dcbar.org/for-lawyers/membership/membership-benefits/legal-research
mailto:dmills@dcbar.org
http://scholar.google.com




Time59

https://www.time59.com/Default.asp


Ruby

http://www.callruby.com/


smith.ai

https://smith.ai/


Dymo

http://www.dymo.com/en-US


Video conferencing with Zoom

Microsoft 365

Matter365
Practice Management integrated with Microsoft 365

https://zoom.us/
https://www.microsoft.com/en-us/legal/productivity/office365.aspx
https://matter365.com/


Clio Grow for client intake & management 

Direct Law for virtual lawyering 

https://www.clio.com/grow/
https://www.directlaw.com/


More tools & support
LawPay

Credit card processing | Getting paid on the go

Bench

TrustBooks.com

Bookkeeping applications

CustomerSure

Reviews on client service

RingCentral

Ooma

Cloud phone system

https://lawpay.com/how-it-works/mobile-app/
https://bench.co
https://trustbooks.com/
http://www.customersure.com
http://www.ringcentral.com
http://ooma.com/businessphone/v4.html?offer=OFFICE_PROMOFS&purchase_code=SEM-NB&_vsrefdom=SEM-NB&keyword=office%20telephone%20systems&matchtype=e&gclid=CIao8P_208gCFdMXHwodMJ8NBw


Emotional intelligence for lawyers

The Power of Emotional Intelligence

Travis Bradberry

http://www.americanbar.org/content/dam/aba/marketing/careercenter/muir_emotional_intelligence_for_lawyers.authcheckdam.pdf
https://www.youtube.com/watch?v=auXNnTmhHsk


Recommended reading .  . . 

https://www.amazon.com/Client-Centered-Law-Firm-Succeed-Experience-Driven/dp/1989603327/ref=asc_df_1989603327/?tag=hyprod-20&linkCode=df0&hvadid=416671910316&hvpos=&hvnetw=g&hvrand=13044258579064711419&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9007774&hvtargid=pla-866663336587&psc=1&tag=&ref=&adgrpid=95590145884&hvpone=&hvptwo=&hvadid=416671910316&hvpos=&hvnetw=g&hvrand=13044258579064711419&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9007774&hvtargid=pla-866663336587


Be bold . . .

• Follow the rules

• But don’t be paralyzed by your lawyer brain

• Our analytical, problem-solving skill-set does not always 

work well for growing our firm

• You are a lawyer-entrepreneur; find your way around “no”

• Know your value to the potential client & communicate it 

well



Take care of yourself . . .

In a knowledge business,
capital is human.
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