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Law Firm Management Self-
Check is our new confidential 
self assessment quiz. See how 
you score.

https://www.dcbar.org/bar-resources/practice-management-advisory-service/selfcheck.cfm


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




















Fee Agreement

New matter info sheet

Case notes

Telephone messages

Log

Discovery docs

Expense log





Conflict Check!  D.C. Rule 1.7

Keep a master log of all files

Consistent naming conventions

File location management system

Consider storage

http://www.dcbar.org/bar-resources/legal-ethics/amended-rules/rule1-07.cfm




Can use separate systems for court dates and 
then other appointments (not recommended)

Use one uniform system that includes all 
important dates

Office procedure in place to get all court 
notices placed on calendar

Office procedure for deadlines





Content of your invoices will improve

Better explanation of the work

More likely to be fair and accurate

Review before they are sent to client

Block out time to do this!

Include all you did, even if you take off billing time



Presentation 
means 

something

Make them 
easy for client 

to 
understand 

what is owed





Follow the 
terms in your 
fee agreement

01
Bill when you 
say you will

02
If you don’t 
send- they 
won’t pay

03
Don’t include 
invoice with 
work product-
keep separate

04













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
• Know how much you 

need to make

Balance your 
Operating Account 

Checkbook

Process or Review 
Payroll

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





The simple secret to 
productivity

1

Block out Time -
important times for 
all ongoing task 

2

Being disciplined

3



How do you 
work the most 
efficiently and 

effectively

What are the 
tools you need



1. Name your 
workflow

2. Identify Start 
and End Points

3. Identify what is 
need to perform 

the process

4. List any task and 
activities

5. Identify the 
order task should 
be accomplished

6. Identify roles
7. Identify your 

flowchart type and 
draw it out

8. Review and 
finalize

9. Use a workflow 
automation tool to 
create your actual 

workflow
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1
1. Understand 
what you are 

using
2

2. Know why 
you are using it

3

3. Read the 
Terms of 
Service

4
4. Rule of 

Thumb- Avoid 
Free Services

5. Use 
encrypted 

service



Virtual Office

VS.

Brick and Mortar

Do you really need an office?



Website

Email/web hosting

Printer/scanner/copier

Answering Service

Conference/meeting  
room

Phone

Laptop

Virtual Office

The Virtual Office
Paper Management

Case Management





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


Monitors – the More the Merrier!



Printer and 
Scanner

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


And if you REALLY want to go Virtual….











Block out Time

Try at least 3

Confirm capabilities and Intuitiveness

Like the look and feel

Allows for your billing methods

Integration with other products (accounting)

Electronic/ Batch Invoicing option

Accounts Receivables

WIP view



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
















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




Google Drive vs. Microsoft OneDrive: A point-by-point comparison
PC World 12/2019

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






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/


www.citrix.com
www.onedrive.com
www.box.com
www.dropbox.com

Click here to see comparison

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


The Lawyer’s Options

Dragon Professional 
Individual
New in 2015   $300

Dragon Anywhere 
for Android and iOS
New in 2015
$15 per month to 
$150 per year

Dragon Legal Individual 
New in 2016 
Starting at $500



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/


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


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


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


http://www.efax.com/


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


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


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








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





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




















Honesty/
Ethics 
Ratings





http://www.abajournal.com/lawscribbler/article/do_lawyers_really_suck_no_potential_clients_antipathy_can_be_overcome














https://www.dcbar.org/bar-resources/legal-ethics/opinions/Ethics-Opinion-374.cfm




















Contextualized Knowledge

Technologically Competent

Reasonably Accessible

Industry Awareness

























Listen

Manage Expectations

Initiate Dialog



1. Interviews

2. Conferences

3. Team interviews

4. Financial planning discussions

5. Ask for Feedback

6. Close Survey



mailto:PMAS@dcbar.org
http://www.surveymonkey.com/








http://www.dcbar.org/bar-resources/legal-ethics/opinions/opinion333.cfm


http://www.dcbar.org/bar-resources/legal-ethics/amended-rules/rule1-16.cfm






Marketing for Law Firms



http://www.dccourts.gov/internet/appellate/orders/main.jsf
http://www.dcbar.org/bar-resources/legal-ethics/amended-rules/rule7-05.cfm
https://www.dcbar.org/bar-resources/legal-ethics/opinions/Ethics-Opinion-370.cfm
https://www.dcbar.org/bar-resources/legal-ethics/opinions/Ethics-Opinion-371.cfm


Codes, regulations & other 
jurisdictions can also apply.

Example:
Bergman v District of Columbia

DC Court of Appeals 08-CV-859





https://www.crispvideo.com/videos/yolofsky-law-legal-video-marketing/












I’ve got a problem . . .

Maybe it will go away . . .

Can I solve it myself . . .

Do I need a lawyer . . .

Who is the right lawyer for me?





Talk about you

Or 

The problems you solve





https://youtu.be/cFdCzN7RYbw


Prepare 
information (about 
5-10 questions you 
get often from 
clients

01
Prepare a 15-30 
minute talk for a 
room full of your 
potential ideal 
clients

02
You should be 
informing and 
educating on the 
problems you solve

03



Which is 
more effective?





No one thinks their child will 
end up here

For HELP when the 
unthinkable happens call

Thomas Wright
Attorney at Law
555-555-1212

This is Serious



Do your readers (of your 
marketing material, 
newsletter, website, book) see 
themselves in what you write,

Or is your writing all about 
you?









What does process focused
Marketing do?

ENGAGE



Some examples of 
process focused sites:

www.virginiadivorceattorney.com
www.rosen.com

www.jerseyestateplanning.com
www.bobbattlelaw.com
www.oginski-law.com

www.paestateplanners.com

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


Marketing focused on
"me"



























You & your presence

Your office

Business card

Website (video)

Newsletter



Blog

01
Brochure

02
Social media

03
Speaking 
engagements

04
Books/ free 
publications

05















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


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


Unique, relevant content

Link equity

An old domain name

SEO 

D.C. Metro Crash - who is first in Google?

Search living trust or I need a will





Mobile website?  www.dudamobile.com

Thumb-friendly design;

Create for visibility & simplicity;

Click-to-dial phone number;

No more than 7 main navigation 
buttons





http://www.sankel.com/






3. Your solution reaches the problem

2. Directed to the potential client

1. Talk about ideal clients problem



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




Customer Relationship Management
Customer 
Relationship 
Management 
Software





Worst Lawyer 
Video

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


www.pixability.com

www.fairfaxvideostudio.com

www.oginski-law.com

www.crispvideo.com

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


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




Create a great logo

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

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








One Practice Area

High quality work product

Be the expert





https://www.dcbar.org/bar-resources/practice-management-advisory-service/practice-360.cfm


Build a system for 
engaging

Create and Feed your 
network

Follow up



Follow the rules

But don’t be 
paralyzed by 
your lawyer 

brain.



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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