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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 1n blocks of time with a single goal
*Employ self-discipline & focus
*Avoid Chronic Reaction Syndrome

*Avoid Distractions of Doom



The only moment for action or omission

Future




A concept map for the next three hours

Fee agreement

Summary

Contact list judgment

Newsletter

Filing

Return calls, respond to
email



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

Why am | here?
What’s going on around me?
What am | going to do about it?

How will my actions affect others?



Manage information

* Information 1s power; create a system for
managing it
* A paperless system can mean productivity

and efficiency for the small firm 1if 1t 1s
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

| = 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

FUJITSU Document Scanner ScanSnap

ScanSnap scanners take the complication out of document imaging with one-
button ease of use. Perfect for home and small business environments, the
ScanSnap family of scanners bring duplex multi-sheet scanning to everyone,
combining performance and affordability in a compact size.

ScanSnap iX500 ScanSnap iX100

ScanSnap products



http://www.fujitsu.com/us/products/computing/peripheral/scanners/scansnap/
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iPad® Legal Software iPhone App for Lawyers Check Out Our Awesome Video
Part of the tablet revolution? Rocket Matter is Our new app is designed to be the perfect Learn about our online legal software and
an ideal solution for iPad, Droid®, and mobile partner to our web-based product. It how it can help your law firm with practice
Windows® tablet attorneys. Practice on the captures our core functionality and makes the management and time and billing. Secure,
go! work lives of our attorneys a whole lot easier! fast, and easy!
IT'S AWESOME... SEE THE APP... TESTIMONIALS...
P SSE.

RocketMatter integrations



https://www.rocketmatter.com/legal-billing-software/
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The best features.
Case closed.

Clio leads the way in cloud-based
practice management with a rich
set of features that make managing
everything from intake to invoicing
a snap.

Home Tour

.....

»»»»»

B DOCUMENT
E MANAGEMENT

Quickly and securely
store/access electronic copies of
relevant file correspondence.

B S| MPLIFIED
== BILLING

Our Customers

Resources Blog About

Pricing + Sign Up LOGIN

A suite of web-based
tools to help
manage your law

firm

Clio is the leading practice management, time & billing
and client collaboration platform for small- to mid-sized
law firms. Your important client data is securely
accessible anywhere — from your PC, your Mac, and

even your iPhone.

Get Started

== BANK GRADE
SECURITY

256-bit S5L encryption
combined with enterprise-class
data security and redundancy
ensures the safety of sensitive
client data.

? TASK
#w SCHEDULING

TIME
TRACKING

Effortless time fracking ensures
simplified and accurate billing
and recovery.

100%

WEB- BA

A DC Bar Member Benefit



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

netdocu m e nts Features & Pricing Live Demo Sign Up Login € 1 866 netdocs Search O\

nd v clio

Clio and NetDocuments Join Forces In the Cloud

THE #1 CLOUD-BASED DOCUMENT MANAGEMENT THE #1 CLOUD BASED PRACTICE MANAGEMENT

r .

Built for Mobility

SWITCH

TO THE CLOUD

LEARN MORE » LEARN MORE

What we do Who is NetDocuments for?

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/

%TheFormTool ABOUT SHOPNOW SUPPORT  RESOURCES

TheFormTool does in a few seconds what
used fo take me an hour to do.

3 Download FREE VERSION here

NO RISK] TheForm Tool is available at NO COST. We're that confident

Create smart forms and automate documents
in MS Word, brilliantly!

TheFormTool is the fastest growing, most user-friendly
and powerful software in the world to create forms or You're invited!
automate documents in Microsoft Word.

With a learning curve measured in minutes not months™, 08 .00

it uses your own MS Word documents to create intelligent "The Learning Curve"
forms for repetitive use. Many professionals spend as —

much as 30% of their productive time creating repetitive

documents, personalizing them for each client, matter, ‘ Q

patient, case or account.

Wadnacd=us



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

f’a stcase What is Fastcase? Help & Training Smarter Tools Pricing & Sign Up
What makes Fastcase Watch videos & free Find the best results first Flexible plans fit every

Smarter legal research in the office or on the go.

o=

Fastcase Desktop Fastcase HD iPad Fastcase iPhone / Android

Fastcase eBooks Free Fastcase Webinars Legal Research on Your Sign up for a Free Trial
iPhone




TIMES3

Hist-Biased Fime & Billing For Lawyers TOUR PRICINGASIGNUP  FAQs  ABOUT  BLOG  CONTACT  SIGNIN

TRACK YOUR TIME FAINLESS INVOICING  KNOW WHD OWES YOU  BASY LEDES INVOICING  EASY TRUST AQCOUNTING MY TIMESS

Web-Based Time & Billing

Software For Lawyers
Why Timesa?
Smmpicity.  Essentfial features. Outstanding value.

Free 30 Day Trial Take The Tour

EII] 47

How much does Time59 cost?

Time54 i priced at 29025 ¢ YEAR for unlimited data. Youwr drsl 30 days are FREE. Times8 alao has an optional mokile web app called by TimeS3. Each
Tim=58 subscription inchedes one FREE My TimeS0 wser. Additional wsers are priced at $9.95 per user, per month.

How do | get started?

To get started go o the gon up fom wihere you will create your ussr nrame and password. When you Sign in to your account for the irst ime you will bs
instructed on how 1o procesd. TimesS has plenty of online help to guids you. Thers's also ee, Fendy support via phone or e-mail.

Here's what Time59 users are saying...

1 absclutely love TimeS3! R's the best application Tima&S allowra me 1o easly track fims and "Aa a presios user of Timedlips for many years,

tersb-based o otherwizs) that 1've ever used and expensas for all my clienta, The system is easy 1o can easly toss it oot the window for Timssa,

really mean that. i has pretly much svernyhing ez and has great ssatures. | highly recommend it wihich i3 user-fiendy, accurate, and sasy o

nead and nothing | don't need. | hate owerloaded ™ dor adlo [awyera.” access fom the intemet. | don't have to install

goftware with a million fsatures | will never wss gofiwiare on muiiple computera, updates ars

getling in the way.” Famafa 5. Wnn MSW JO automatic, and invoices are easy 1o creale and
Boyridon Beach, FL gend. §lowe working with TimeSa!

Aeed W Super, E2q
TimefD Lesr From Anzona

Time59



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

'{'J']" call us 866-611-7829 follow us n@@J member log-in &
receptionists
OUR SERVICES ABOUT RUBY  PRICING BLOG CONTACT US

Meet Ruby,

your real, live virtual receptionist.

Ruby is the smart and cheerful team of virtual receptionists
trained to make a difference in your day. From our offices in
Portland, Oregon, we handle your calls with care. We deliver
the perfect mix of friendliness, charm, can-do attitude, and
professionalism. Best of all, your callers will think we work in
your office. Meet us!

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

WHY IMPRESS BE MOBILE RELAX SAVE GROW
R U B Y Qur friendly, professional We'll transfer your Your calls are always You'll gain top-notch Inspire loyal customers
virtual receptionists will calls to you, when answered by a cheerful, | service at a fraction of the with exceptional
D oan4 | WOW your callers. and where you like. live person. price of an on-site customer service.
receptionist.

Ruby



http://www.callruby.com/

smith.ai

L]
M Calls, Chats & More For Businesses For Partners Who We Serve Resources Careers Pricing Login Call/text (650) 709-2947

ACCELERATE CROWTH 24/7 WITH LIVE AGENTS + Al

Responsive businesses
win more clients

GET STARTED

By creating a Smith.ai account, you agree to our and

Excellent 47 outof5 = Trustpilot



https://smith.ai/

LABELING NEEDS

PR Tef BT Te s Files & Binders  Specialty Assets & Barcoding  Facilities & MRO

DYMO? |labels are the
brand that small

businesses dream about.
Our LabelWriter® printers

and scales help make
mailing and shipping

processes easier - like a

well-oiled machine.

LabelWriter® 4XL

$279

LabelWriter® 450 Turbo

$129

Desktop Mailing Solution

$249

LabelWriter® 450

$99¢

LW Address Labels 1 1/8"
x31/2"

$B4~3

Dymo

Wires & Cables

Networking Components

Home Organization

LabelWriter® 450 Twin
Turbo

$199-

3

&

LW Shipping Labels 2
BM6" x 4"

$224~3

LabelWriter® 450 Duo

$209

$0.61

Us POSTAGE
FIRST CLASS
OOOADIOCC000
12348 T O

D

DYMO Stamps? Internet
Postage Labels 1 58" x 1
1/4"

$20ss


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 . ..

CLIENT
CENTERED

KLAW FIRM /

S



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 @ knowledge business,
capital is human.
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