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ABA. See American Bar Association
Abbott, Ida, 620
Abdicating tasks, 86, 154, 53738
Abrahams, Sharon Meit, 599
AccessiBe (web accessibility tool), 375
Accommodations, websites and, 375
Accountability

for delegated tasks, 155

firm culture and core values, 157

for goals, 55

for remote workers, 524

to support network, 191

Accountability charts, 89-90, 92-93, 155, 157, 284
Accounting. See Financial management
Achieving Success at Work and in Life (Scott), 352
Acquiring a law firm, 209-10, 219, 627-28, 631—
32
Actionable Gamification (Chou), 44, 322
Active learning, 502
Active listening
with clients, 246, 257-58, 340, 345, 464
management strategies, 149
networking and, 387

Acuity (calendar app), 255, 375
Acupuncture, 182
Address changes, S88-89
Adjunct professors, 570-71
ADKAR: How to Implement Successful Change in
Our Personal Lives and Professional Careers
(Hiatt), 42
Administrative assistants. See Executive assis-
tants
Adverse childhood experiences (ACEs), 196-97
Advertising. See Marketing
Affirmations, 2629
Ahrefs (website speed), 374
Al See Artificial intelligence
AIDA (Awareness, Interest, Decision, and Ac-
tion) model, 36769
AILA (American Immigration Lawyers Associa-
tion), 4, 5, 7, 561
Alcoholism, 172
Allen, David, 34, 38-39, 110, 125-27
Allen, Florence E., 11
Ambrogi, Bob, 322
American Bar Association (ABA)
disbarment and, 537-38, 552
first African American woman to lead, 11
on Interest on Lawyer’s Trust Accounts, 477—
78
on law firm mergers and sales, 210-11
legal education standards and, 10
Model Rules of Professional Conduct, 210, 535,
537,544,618, 632
Profile of the Legal Profession, 210
resources from, 644

speaker’s bureaus, 387
TECHSHOW conferences, 311, 324, 326, 561
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American Immigration Lawyers Association

overview, 471-73

(AILA), 4,5,7,561 regular review of, 472-73
Angelou, Maya, 192 scope of service in, 342
. third-party agreements and, 541
i“ﬁiﬁty-;sl 7224;61 73637 353,422 workflow for, 27374
AP ) g}l) (i t, 18 ; ’ Attorney-client privilege, 473, 540—42. See also
Ap P l? odeas :;1 ATS) sof 487 Confidentiality and data protection
P p icant tracking system ( ) software, Attorneys. See Associate attorneys; Contract at-
Aristotle, 106 torneys
Arrien, Angeles, 31 Audits

Articles, op-eds, and blogs, 380—82, 402-3, 405,

537,562,571

Artificial intelligence (AI)

automation and, 14, 483

billing and, 457

entrepreneurship and skill development, 83
ethical usage in law, 329-30

overview, 311-12

revolutionizing law practice, 13—17

tools for, 400

videos, turning into blog posts, 381

The Artist’s Way (Cameron), 179

of law firm operations, 269

of law firm technology, 324-25

sales funnel exercise, 369

of technology, 324-25

of time and energy, 39-40, 106-9, 153, 482
Automation

artificial intelligence and, 14, 483

benefits of, 315

delegation of tasks vs., 88, 111, 483

document management and, 316, 317-18

in Elon Musk algorithm, 36

e-mail folders and, 12728

e-mail responses and, 195
payroll software, 226
time audits for, 40, 106-8

Asana (project management tool), 156, 318, 504
Assistants. See also Executive assistants; Legal
assistants

billing assistants and clerks, 429, 485, 525
virtual, 521-22

waste reduction and, 316
Avvo (legal directory), 374, 378, 400

Associate attorneys Awareness, Interest, Decision, and Action
compensation plans for, 485, 508-9 (AIDA) model, 36769
consultations done by, 99-100
delegation of tasks to, 3940, 154
hiring, 485, 525
independence of, 149 B

mentorship of, 493
partnership track and, 595-616. See also Part-
nerships

Atomic Habits (Clear), 25
ATS (applicant tracking system) software, 487

Baby Boomer generation, 210, 618-19

“The Baby Elephant and the Chain” (parable),
27

Background check services, 487, 496

Attention deficit/hyperactivity disorder (ADHD), | Bain & Company, 341
118 Banking, 213-14, 434, 442, 583-85
Attention spans, 119-20 Bankrate, 567
Attorney—client agreements Bar examinations, 10
boundary setting and, 198 Bartlett, Steven, 59
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breaches of, 355

client intake process and, 259-61
client retention and, 345-46
conflicts of interest and, 356
contact information of clients in, 543
CRMs and, 316

deadlines on signing, 44

ethics and, 539

file retention rules in, 276

legal fees in, 473, 478

newsletter opt-ins, 377
onboarding clients and, 26061

Basecamp (project management tool), 156
Bates v. State Bar of Arizona (1977), 360
Becoming Supernatural (Dispenza), 30
Beliefs, self-limiting, 26-29, 41, 58
Bell, Alexander Graham, 105
Benefits packages for staff, 489, 499500
Bennett, Kimberly, 458
Berra, Yogi, 53, 58
Best practices

for billing, 475

for client communication, 540
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for cybersecurity, 528

for financial management, 442

for long-term goals, 135-36

for managing and delegating, 143—69. See also

Management skills

for meetings, 130-31

for receptionists, 24344

for setting legal fees, 465-71

for social media use, 40618

for succession planning, 63637

for training, 343
“Big rocks” metaphor, 4749, 113
Billing. See Legal fees
Billing assistants and clerks, 429, 485, 525
Billings, Josh, 116
Bing (search engine), 378, 400
Biometric authentication, 225
Bitly (short website links), 418
Blinq (digital business cards), 373
Blockbuster, 310
Blogs, 38082, 400, 402, 405, 537
BLS (Bureau of Labor Statistics), 427
The Body Keeps Score (Van Der Kolk), 199
Bookkeepers, 428-29, 525
Bookkeeping software, 319
Boundaries

customer service and, 342

downtime and, 138

energy and, 109

professional, 149

saying “no” and, 114-15, 559

self-care and, 174, 197-98

side hustles and, 575
Boundaries (Cloud & Townsend), 114
Box (document management tool), 317
Branding

digital marketing and, 400, 402

intellectual property protection, 385-86

marketing plan and, 364, 372-73

podcasts and, 385

professional photos and, 376

social media and, 400401
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Buying office space, 579-93

Breach of agreements, 355
Breathing exercises, 183
Brent, Margaret, 11
Brick-and-mortar leases, 231-32, 234
Brown, Brené, 132-33
Brown, Paulette, 11
Brunson, Russell, 420
Buckingham, M., 158-60
Budgets, 21620, 431. See also Cost considera-
tions of starting law firm
Build and Manage Your Successful Immigration
Law Practice (Powers), 5
Building a StoryBrand (Miller), 370-71, 420
Bureau of Labor Statistics (BLS), 427
Burk, Connie, 196
Burnout
boundaries and, 177
deepwork and, 116, 117
downtime and, 138
empathy and, 109
mental health awareness and, 176
overtime hours and, 483
self-care and, 109, 122, 193-95, 501
side hustles and, 575
time management and, 122, 342
Business addresses, 228, 229-30, 232, 58889
Business bank accounts, 213-14
Business cards, 373-74
Business coaches and consultants, 42829
Business credit cards, 214-15
Business development. See Marketing
Business directories, 374, 378, 588
Business entity forms, 212-13
Business insurance, 221-24, 529, 536-37
Business plans, 208, 427
Business roles
entrepreneur, 37, 83-85
manager, 37, 82-83, 144
technician, 37, 80—82
Business stages, 37, 80, 85-86
Buy Back Your Time (Martell), 39, 96-100
Buying a law firm, 209-10, 219, 627-28, 631-32
Buying office space, 579-93
celebration of, 589-90
change of address, 588—89
closing on the property, 585-86
financing for, 583-85
finding the perfect space, 581-83
key takeaways, 592
leasing to oneself, 232-33, 591
marketing new office, 587-89
moving offices, 58687
Powers Law Group, P.C. and, 581-91
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C corporations, 438

pros and cons of, 58081
reflections, 593
taxes and maintenance, 591

C

C corporations, 438
Cafés and restaurants as side hustle, 573
Calendars
project management tools in, 319
scheduling apps, 375
shared, time management and, 255
for social media content, 404, 408, 410, 415,
418
Calendly (calendar app), 255, 375
Calls to action (CTAs)
direct marketing and, 366
in newsletters, 375
post-webinar follow-up, 383
on social media posts, 405, 408
Cameron, Julia, 179
Candor to the tribunal, 544
Canfield, J.
4-D Solution, 34, 87-91, 110
on goals, 56-59, 72
The Power of Focus (with Hansen & Hewitt),
25,47,87,89, 114
on purpose, 554, 556
on subconscious mind, 54
The Success Principles, 29, 57, 59
Canva (design tool), 405, 415
Cardone, Grant, 466
Career development. See Partnerships; Profes-
sional development
Caregiving, 200-203, 228
Casa Juan Diego, 4
Case management software
address changes and, 589
communication with clients through, 24546
documentation of client communication, 251
intake questionnaires in, 252
law firm creation and, 220-21
opening a case, 275
overview, 316-17
project management tools in, 319
virtual law firms and, 526
websites, integration with, 375
workflow optimization and, 272-73
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Case method of study, 9—10
Case studies, 403
Case timelines, 34748
Cash flow management, 430, 431, 434
Cash payments, 215, 254, 477
CBCYV (customer-based company valuation), 623
C corporations, 438
Cell phone use
customer service and, 64
as main phone, 224-25
media inquiries and, 247
signal strength, 229, 232
texting clients, 350, 543
Certified public accountants (CPAs), 428-29,
475,591
CFOs (Chief Financial Officers), 429
Chamine, Shirzad, 114, 144-46
Change in circumstance, 538-39
Character archetypes, 149-51
Charlesworth, Edward A., 178
Chatbots, 375, 407, 414
ChatGPT, 381, 400, 405
The Checklist Manifesto (Gawande), 271
Checklists
for exit interviews, 286
importance of, 271
for law firm creation, 227
for onboarding of staff, 282-83
for partnership agreements, 609—10
prevention of mistakes and failure, 271
Check signing authority, 442
Chief Financial Officers (CFOs), 429
Chiropractic care, 182
Chou, Yu-Kai, 44, 322
Cialdini, Robert B., 43-44, 337, 466
Clear, James, 25
Clear Your Clutter with Feng Shui (Kingston), 185
CLE (continuing legal education), 174, 349, 474,
508
ClickUp (project management tool), 318
The Client-Centered Law Firm (Newton), 341
Client-centered law practices. See Customer ser-
vice
Client complaints
difficult conversations for, 351-55
negative reviews, 392-93, 421-22
receptionists responding to, 246
Client contracts. See Attorney—client agreements
Client expectations
accepting prospective clients, 249
boundaries and, 34243
complaints. See Client complaints
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consultation follow-ups and, 468—69
customer service and, 343-51. See also Cus-
tomer service
initial consultation and, 258-59
in-person meeting requests, 525
intake process and, 241
legal fees and, 462
malpractice and, 536
opening a case and, 275
overpromising, 53940
responses times, 246
Client fees and billing. See Legal fees
Client intake, 239-65
conflicts and accessibility, 250-51
consultation preparation, 252—61. See also Con-
sultation preparation
customer service assessment, 338
deciding to take clients, 24950, 260
decision tree for, 24246
first impressions and, 34445
following up, information for, 251
initial consultation forms, 256, 264—65
initiating contact with firm, 239-46, 271-72
intake system, 251-52
key takeaways, 261-62
origin of clients, tracking, 272-73
questionnaires for, 251-52, 263
receptionists and, 24046
reflections, 262
sample client intake questionnaire, 263
third-party consultations, 244
Client portals, 348-49, 375
Clients
confidentiality and. See Confidentiality and data
protection
difficult conversations with, 351-55
extra case costs for, 478
ideal, marketing for, 364
obligations of, 198, 245, 468—69
office setup considerations and, 227
red flags of, 249, 252-53, 259
retention of, 34546
technology and improved relations with, 308
trauma-informed law and, 196-98
value of services and fee setting, 455
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Compensation

Clio Grow (CRM system), 316
Clio Manage (case management software), 317
Closing a case, 275-76, 293, 35657, 391, 544-46
Closing a law firm, 628-29. See also Succession
planning
Clothing decisions, 121, 139
Cloud, Henry, 114, 197
Clutter control and feng shui, 185
Coffman, C., 158-60
Cognitive abilities, 175, 179
Cognitive biases, 463
Collaboration software, 319-20
Collections process, 435
Collins, Jim, 42, 130
Comfort zones, 555
Commercial real estate. See Buying office space
Common-size financial statements, 436
Communication. See also Follow-up; Marketing
boundaries and, 342
client expectations and, 258-59, 275
client portals for, 348-49
client relations and, 346
crisis management and, 422
customer service assessment, 339
for different scenarios, 350-51
difficult conversations, 351-55
e-mail. See E-mail
ethics and, 54041
of fees, 46768
with former clients, 357
partnership tracks and, 605, 612
phone. See Cell phone use; Phone service and
calls
with remote workers, 505
software programs for, 319-20
with staff, management skills and, 162—-66
succession planning and, 635
termination of staff and, 510, 532
texting clients, 350, 543
video broadcasts through social media, 349
virtual law firms and, 531
Community participation. See also Media and in-
terviews; Volunteering
nonprofit management or board position, 572—
73
office neighborhood and, 591
phone calls from community members, 243,
248
political office and, 571
programs, committees, and boards, 560
Commuting time, 139
Compassion, 186
Compensation
for attorneys, 485, 508-9
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Complaints. See Client complaints

benefits vs., 499
contractors vs. employees, 490
partnerships and, 610, 614, 625
paying yourself, 218, 440
payroll software, 226
payroll taxes, 436
for remote staff, 530
Complaints. See Client complaints
Complementary consultations, 242, 468
Computers and hardware, 225-26, 527-28
Conferences
ABA TECHSHOW, 311, 324, 326, 561
on management, 84, 97
networking and, 93, 562
planning and volunteering at, 561
speaking at, 382—83
Confidentiality and data protection
in attorney—client agreements, 472—73
attorney-client privilege, 473, 540-42
case management software and, 317
cybersecurity software and, 225, 320, 326, 329,
527-28
in employee manuals, 283
employee onboarding and, 282
encryption for, 225, 320, 528
ethics and, 54043
home offices and, 228
partnership agreements and, 609
receptionists and, 241, 245
remote workers and, 522, 523, 530
responding to negative reviews and, 392
sharing office space and, 230
succession planning and, 630
translators and interpreters, 542
Conflict resolution, 164-65
Conflicts of interest
with clients, 250, 356, 536, 538
mergers and, 631
side hustles and, 575
Connectively (for media connection), 389
Constant Contact (e-mail marketing software),
318,377
Consultants, 270, 570. See also Professional guid-
ance
Consultation fees, 46771

Consultation forms
handouts for different types of cases, 258
handouts on fees, 467
sample, 256, 264-65

Consultation preparation, 25261
complementary consultations, 242, 468
concerns prior to consultation, 252—53
conducting consultations, 255-56
confirming consultations, 273, 291
conveying your value, 464—65
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customer service assessment, 339
fee quotations and, 465—68
first impressions and, 345
in-person vs. virtual, 521
onboarding of clients, 260-61, 292
optimal consultations, 253
payments and, 25354
post-consultation considerations, 259-60
prescreening, 253
scheduling consultations, 25455, 273, 290
trust, building, 257-59
workflow optimization and, 272
Contact information. See Customer relationship
management software
Content marketing, 366
Contingency fees, 460—61
Continuing legal education (CLE), 174, 349, 474,
508

Continuous improvement
kaizen and, 49-50, 315, 554
professional growth and, 554-55
social media and, 422-23
Contract attorneys, 48485, 491-92, 525
Contractors vs. employees, 490-91
Contracts. See Attorney—client agreements
Corporate entities, 212-13, 437-38. See also spe-
cific types of entities
CosmoLex (case management software), 317
Cost considerations of starting law firm. See also
Financial management; Legal fees
banking options and, 213-14
budgets, creation of, 216-20
business credit cards, 214-15
buying back your time, 96—100
case management systems, 220-21
delegation and, 153
financial management and accounting software,
319
insurance, 221-24, 536
iron triangle and goal setting, 62—-63
marketing and, 365, 371-72
office equipment, 225-26
office setup, 227-37. See also Office setup
phone service, 224-25
professional photos, 376
satellite offices and, 633
technology upgrades, 323, 325, 327-28
trust accounts, 214
virtual law offices and, 524
Court appearances, 40, 176, 248, 526
Covey, Stephen R., 24, 4748, 112-13, 617
COVID-19 pandemic
adaptations to, 12
Great Resignation and, 12—13
Paycheck Protection Plan loans, 213-14
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working from home and, 12,234
Co-working spaces, 572
Coyle, James C., 173
CPAs (certified public accountants), 428-29, 475,
591
Crabtree, Greg, 93-95, 440, 510-11
Creation of law firm. See Law firm creation
Creativity
ADHD and, 118
deep work and, 116-17
early risers and, 125
journaling and, 179
mental health and, 175
unstructured time and, 134
zone of genius and, 552
Credit cards
automatic charges to, 476
for businesses, 214-15
client fees paid by, 215, 254, 337,476
processing fees charged by, 47677
Credit history, 214
Crisis management and social media, 421-22
Critical thinking, 463
CRM. See Customer relationship management
software
Cryptocurrency, 215, 476
Csikszentmihalyi, Mihaly, 61n8, 115
Cultural sensitivity, 247
Culture of firms. See Law firm culture

Customer-based company valuation (CBCV),
623
Customer relationship management (CRM) soft-
ware
contact information, capturing, 240, 242, 251,
272-73
follow-ups, reminders for, 277
law firm creation and, 220
marketing data and, 369, 376, 394
overview, 316
template software integrated with, 274
tracking client origin through, 277
Customer service, 335-58
assessing law firm for, 33840
boundaries and, 34243
cell phone use and, 64
client expectations and, 343-51
client retention and, 345-46
communication and, 346
communication with clients, 348-51
convenience for clients and, 347
culture of law firm and, 34042
difficult conversations, 351-55
ending relationships, 355-56, 473
end of service, 356-57
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Delegation

importance of, 335-36
in iron triangle, 61-63
key takeaways, 357-58
learning, 336-38
mergers and acquisitions of law firms, 631-32
potential clients and, 34445
receptionists and, 244
reflections, 358
standardized procedures for, 343
succession planning and, 626, 629-30, 636
timeline of cases and, 34748
training staff on, 343
Cyber liability insurance, 221
Cybersecurity, 225, 320, 326, 329, 527-28

D

Daily schedules, 12223
The DaVinci Method (LoPorto), 118
Davis, T. F., 162-63
DBA (doing business as) designations, 21213
Deadlines, 119, 508
Death, 213, 614. See also Succession planning
Debt collection, 435
Decision making
decision fatigue and, 120-21
decision trees for, 241-44
Elon Musk algorithm for, 34-36
unstructured time and, 134
Deel (global payroll and compliance), 530, 530n1
Deep work
flow state and, 61, 61n8, 115
office setup and, 236
requirements for, 31-32
strategies for, 131-32
time management and, 115-18
Deep Work (Newport), 31-32, 255
Deferring tasks, 88. See also Prioritization
Delegation
automation vs., 88, 111, 483
avoiding, 152-53
choosing staff for, 154
choosing tasks for, 15354
e-mail and, 127-28
in 4-D Solution, 87-91
how to, 154
long-term goals and, 136
manager role and, 83
oversight of, 155
payment capabilities with credit cards, 21415
reclaiming, 155
responsibilities and, 85-87
side hustles and, 575
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Depression, 172

by staff, 155-56
time audits and, 3940
Depression, 172
Detained clients, 543
Difficult conversations, 351-55
Diffusion of Innovations (Rogers), 310
Digital business cards, 372-73
Digital detox, 120, 179-80, 195
Digital marketing, 36971, 378-79. See also So-
cial media
Digital payment services, 215
Dillard, Annie, 112, 122
Direct marketing, 36667
Disabilities, accommodations for, 375
Disability insurance, 222
Disbarment, 537-38, 552
DiSC (personality assessment), 149, 496
Dismissing staff, 285-87, 305-6, 500, 510-11, 532
Dispenza, Joe, 30-31
Dissatisfied clients, 246, 348. See also Client com-
plaints
Distractions. See also Time management
deep work and, 32
long-term goals and, 136
mental health and, 176
project batching to reduce, 131
shiny object syndrome and, 11011
Doctorow, Cory, 321-22
Documents. See also Confidentiality and data
protection; Cybersecurity
attorney—client agreements. See Attorney—client
agreements
automation and assembly of, 317-18
case files, client copy, 356
client portals for, 348—49
file disposal, 276-77, 314, 546
management tools for, 316, 317
Doerr, John, 22, 207
Doing business as (DBA) designations, 212—13
Domestic violence cases, 541
Donations, 248
Dopamine, 119-20
Downtime, scheduling for, 117, 133-34, 138
Drip campaigns, 316
Dropbox, 308, 317
Drucker, Peter
on action plans, 127
on change, 41
The Effective Executive, 108, 110, 146
on management skills, 151, 159
on meetings, 130
on morale, 164, 164n22
on office culture, 163
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on strengths, 80

on time management, 106, 108, 132
Dual representation, 250, 539
Duhigg, Charles, 343
Dweck, Carol, 33

E

E-books, 403, 405
EEOC (Equal Employment Opportunity Com-
mission), 510
E-fax services, 226
The Effective Executive (Drucker), 108, 110, 132
Efficiency. See Workflow optimization
Ego drive and strength, 362
Einstein, Albert, 25, 26
Eisenhower, Dwight D., 23-24, 112
Eisenhower Matrix, 23-25, 112
Eker, T. Harv
on action steps, 563
on happiness, 558
on knowing and getting what you want, 58, 551
on professional growth, 555
Secrets of the Millionaire Mind, 3, 26, 58
on self-limiting beliefs, 26-28, 41
Electronic contract providers, 473
Elon Musk algorithm, 34-36, 88, 111
E-mail. See also Newsletters
automation and, 127-28, 195
closing a case, 276, 293
confidentiality and, 543
e-mail marketing software, 318, 376-77
ideal scenarios for client communication, 350
inbox, 127-28
monitoring, 247
onboarding clients and, 261, 275, 292
project management tools in, 319
prospective clients initiating contact through,
240
rectifying mistakes in, 543
reference checks for new hires, 496
templates for, 111, 290-94, 445-46
Embry, Stephen, 320-21
Emergency funds, 214, 441
Emerson, Ralph Waldo, 554
Emotional intelligence, 109, 147, 175
Emotional Intelligence (Goleman), 144
Emotions
affirmations and, 27
emotional health, 179, 184-86
manifesting and, 30-31
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Empathy
Al and future of law practice, 15
answering phone calls and, 241
caregiving and, 200
conveying your value and, 464
customer service and, 246, 337, 341, 422
emotional health and, 184
marketing and, 362, 370-71
mentorship and, 607
rainmaking and, 109
Empire-builder level of career, 101
Employee level of career, 100
Employee manuals, 157, 283, 297-99
Employees. See Hiring staff; Staff; Termination
of staff
Employer of Record (EOR) platforms, 530
The E-Myth Revisited (Gerber), 36-37, 80, 269
Encryption, 225, 320, 528
Energy
audits of, 3940, 106-9, 482
clutter and, 185
decision fatigue and, 121
elevated emotions and, 30
law of attraction and, 25-26
prioritizing tasks for, 125, 129
Entrepreneurship. See also Law firm creation;
Side hustles
ADHD and, 118
business education and, 7
as career level, 100-101
entrepreneur business role, 37, 83-85
mindset for, 81, 84, 87
Entrepreneurship Organization, 84
Equal Employment Opportunity Commission
(EEOC), 510
Equity partnerships, 600
Erikson, Tomas, 144, 149-50
E-signature programs, 274
Ethics, 535-48
ABA Model Rules of Professional Conduct,
210, 535, 537, 544, 618, 632
Al usage in law and, 329-30
artificial intelligence and, 16
attorney—client agreements and, 473
boundaries and, 342
candor to the tribunal and, 544
change in circumstance and, 538-39
children, representation of, 541-42
clients from same community, 542
closing cases and, 54446
communication with clients, 54041
confidentiality and, 540, 543
conflicts of interest and, 250, 356, 536, 538
deciding to take clients and, 250, 260
detained clients, 543
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Expert Secrets (Brunson), 420

dual representation, 250, 539
in employee manuals, 283
incapacitated clients, 541
key takeaways, 547
language barriers and, 251
law firm mergers and sales, 210-11
malpractice, 53638
overbearing relative of client, 542
overpromising, 53940
professional misconduct and legal malpractice,
536-38
professional reputation and, 546
reflections, 548
requesting reviews and, 277
side hustles and, 575-76
spousal abuse cases, 541
state bar ethics hotlines for clarification on, 251,
356
succession planning and, 630
third-party cases, 541
translation and interpretation services, 542
Everyone Deserves A Great Manager (Miller, Ols-
son, & Davis), 162—66
The Evolving Ethics of Selling a Law Practice
(Rendleman), 210
Executive assistants
delegation of administrative tasks to, 39
e-mail tasks and, 128
on replacement ladder, 97
virtual, 522, 525
Executive suites, 228-30, 234, 525, 572
Exercise, 181-82
Exit interviews, 286
Exit strategies. See Succession planning
Expansion of law firms, 633
Expertise
consultation preparation and, 256
declining cases and, 250
ethics and, 538
knowing your worth, 452
legal fees and, 46667
media and interviews, 389
podcasts, 384
resources on leveraging, 420
social media as side hustle, 573
speaking engagements and, 570
speeches to the community, 382—83
technology use and, 308
webinars, 383

Expert Secrets (Brunson), 420
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Facebook, 5, 322, 349, 400, 405, 406-9

F

Facebook, 5, 322, 349, 400, 405, 406-9
Facebook Insights, 408
Facebook Live, 383
Fair Debt Collection Practices Act of 1977
(FDCPA), 435
Fair Labor Standards Act of 1938 (FLSA), 489
Fax machines, 226
Feedback. See also Reviews
from clients, 340
customer service assessment, 33940
net promoter score, 34041
from staff, 149, 160, 163
from support network, 191
Fees. See Legal fees
Fee splitting, 539
Feng shui and clutter control, 185
Ferriss, Tim, 34, 88, 110-11, 122
File disposal, 276-77, 314, 546
Filevine (case management software), 317
Film production, 572
Financial advisors, 429
Financial consultants, 428-29
Financial evaluation of firms, 6023
Financial management, 425-49. See also Cost
considerations of starting law firm
backup plans, 441
best practices, 442
billing practices, 434
budgeting, 431-33
business survival rates and, 427
buying office space and, 583-85
cash flow, 434
challenges in, 440
collections, 435
evaluation of legal fees and, 461-62
failure, prevention of, 427-28
financial ratios, 438-39
financial statements, 43637
financial team for, 428-30
FIRE (Financial Independence Retire Early),
574
hiring new staff and, 483
key takeaways, 443
partnership tracks and, 612, 614
reflections, 444
sample templates, 44549
side hustles and, 575
small business overview, 42627
software for, 319
steps for, 430
succession planning and, 621
taxes, 437-38
tracking expenses, 433-34
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FIRE (Financial Independence Retire Early), 574
Firing staff. See Termination of staff
Firm creation. See Law firm creation
First, Break All the Rules (Buckingham & Coff-
man), 158-60

First impressions, 34445, 372, 415
First Things First (Covey), 48
Fit

of clients, 260

of employees, 159-62, 244
The 5 AM Club (Sharma), 125
The Five Dysfunctions of a Team (Lencioni), 43,

161

Five-year plan, 57, 77
Fixed mindset, 33-34
Fixed-share partnerships, 601
Flat legal fees, 455-56, 476
Floor plan designs, 235-37
Flow state, 61, 61n8, 115
Focused work. See Deep work

Follow-up
after consultations, 259-60, 274, 468—69
closing a case and, 277, 293, 391
consultation handouts to reduce, 258
contact details for, 240, 245, 251
form for, 256, 274
past-due payments and, 435
post-webinar, 383
protocol for, 277
sales and, 99, 368
sample e-mail template for, 290

Foonberg, Jay, 309

Forms. See Samples and templates
4-D Solution (Canfield), 34, 87-91, 110
The 4-Hour Workweek (Ferriss), 34, 110-11
Free consultations, 242, 468

Freelance work. See Side hustles

Free space, 132-33

Fritz, Robert, 557

Fulleringer, Simon, 111

Furlong, Jordan, 14-15, 14n11, 329-30
The Future Leader (Morgan), 47

POWER UP YOUR PRACTICE



INDEX

G

Gallagher, Winifred, 31
Games, learning from, 313
Gamification, 322
Gandhi, Mahatma, 26
Gantt charts, 318
Gavel (document automation), 375
Gawande, Atul, 271
Gender discrimination, 11-12
General liability insurance, 221
Generally Accepted Accounting Principles
(GAAP), 436
Generational differences, 165-66, 607-8
Genius zone, 552-53
The Genius Zone (Hendricks), 553
Gerber, Michael E., 36-38, 80, 85, 144, 269
“Get it, Want It, Capacity to Do It (GWC)”
(Wickman), 161-62
Getting Things Done (Allen), 34, 38-39, 110, 125-
27
GIFs, 403
Gifting a law firm, 629
Gig economy jobs. See Side hustles
Gladwell, Malcolm, 386
Goals, 53-78
combining with vision and mission, 72-73
defining, 55-60
exercise for, 61
financial, 429-30
firm style and, 63-65
iron triangle and, 61-63
key takeaways, 73
long-term, 135-37
manifesting, 29-31
marketing plan and, 364, 401
overarching, 57
personal and professional, 57-60
for podcasts, 384
reassessing, 555-57
reflections, 74—78
self-assessments on, 55657
SMART goals, 29, 56-58
SWOT analysis and, 66—68
three-tiered fees and, 65-66
time management for, 111
vision and mission statements, 68—71
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Hiring staff, 481-518

Goethe, 111

Goldman Sachs 10,000 Small Businesses pro-
gram, 7, 58-59, 84, 213, 368, 426, 560

Goleman, Daniel, 144

Goodness of fit, 159-62, 244

Google (search engine), 400

Google Alerts, 392

Google Business, 378, 588

Google Calendar, 255

Google Chat, 526

Google Forms (document automation), 375

Google My Business accounts, 229, 378, 392, 400

Google Workspace, 317, 320

Gottfried, Sara, 175

Government calls, 243, 24748

Graham, Paul, 133

Graham, Perry James, 350

Gratitude, 31, 184, 186

Great Resignation (2021-2022), 12-13, 493

Greenwald, Carol Schiro, 388-89

Growth mindset, 33-34

Guidara, Will, 506

Guiding principles, 23. See also Principles, para-
digms, and mindsets

H

Habits
chameleon effect and, 45
evaluating, 35
law of attraction and, 25-26
physical health and, 181-82
time management and, 106
Haggling over legal fees, 462
Hansen, M. V., 25,47, 87,114
Harding, Ford, 361, 382
Harnish, Verne, 481-82
Harvard Law School, 9-10
Hashtags, 411
Health insurance, 221, 224
Hendricks, Gay, 553
Hewitt, L., 25, 47, 87, 114
Hiatt, Jeffrey M., 42
HiHello (digital business cards), 373
Hill, Napoleon, 25, 54-55
Hiring staff, 481-518
assessing staffing needs, 483—84
attorney compensation, 508-9
benefits, offering, 499—-500
communication and expectations, 505
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Hobbies, 177

considerations for, 48283
contract attorneys, 491-92
contractor vs. employee, 490-91
environment for, 501-7
firm culture, 505-7
hire slow, fire fast, 500
hiring process, 494-501
hiring sequence and speed, 484-85
hiring tools, 48688
key takeaways, 512
management, 503-5
mentorship for associate attorneys, 493
new positions, creation of, 485-86
onboarding process, 502
part-time vs. full-time, 488-90
performance reviews, 509—10
phone interview template, 515-16
pre-interview preparations, 495-97
recruiting, 277-80
red flags to avoid, 496, 497-99
reflections, 513
rehiring employees, 511
remote workers, 488, 523-24
sample letter to job candidates, 514
short-term hires, 507—8
staffing agencies, 501
terminations, 51011
training, 502-3
video or in-person interview template, 517—18
workflow optimization for, 277—83
Hobbies, 177
Hoffer, Eric, 21
Holacracy, 157
Home offices, 12, 228, 234
Hootsuite (social media management tool), 404
Hourly billing, 45658, 476
How to Start and Build a Law Practice (Foon-
berg), 309
HubSpot (CRM system), 316
Human resources guidelines, 277-83
offer letters for staff, 280-81, 295-96
onboarding staft, 281-83
recruiting staff, 277-80
Huxley, Aldous, 202
Hybrid offices, 52223
Hybrid partnerships, 602
Hybrid workers, 520. See also Remote workers

656

Ideal clients, 364
Ikigai, 40, 553-54
Immigration law, 3-5
Imposter syndrome, 176
Incapacitated clients, 541
Incompetence, 536
Indeed, 487, 528
Independent contractors, 488, 490-91
Indirect marketing, 366—67
Influence: The Psychology of Persuasion
(Cialdini), 43—44, 337, 466
Infographics, 403, 406
Initial consultation forms. See Consultation
forms
Initial contacts. See Client intake
Innovation
Roger’s Innovation Adoption Curve, 1314,
13n10, 310-12
technology adoption and, 310
In-person interview template, 517-18
Insightful (video monitoring tool), S04
Instagram, 349, 405, 410-11
Instagram Reels, 411
Insurance
business, 221-24
disability, 222
general liability, 221
health, 221, 224
key person, 222
life, 221
professional liability, 221, 222, 529, 536-37
property, 221
renter’s, 222, 223-24
umbrella, 222
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Intake processes. See Client intake

Intapp, 307-8

Integrity Selling (Willingham), 466—67

Intellectual property, 385-86, 572

Interest on Lawyers’ Trust Accounts (IOLTA),
214, 477-78, 540

Intergenerational mentoring, 607-8

InterGuard (video monitoring tool), 504

Internal Revenue Service (IRS), 488-89, 490. See
also Taxes

Internet service, 229, 232

Internships, 607

Interpretation and translation services, 542

Interviews of prospective staff, 279, 343, 495-96,
525

Introduction videos, 346

Invisible load, 174

Invoicing. See Legal fees

IOLTA (Interest on Lawyers’ Trust Accounts),
214, 477-78, 540

Iron triangle and goal setting, 61-63

IRS (Internal Revenue Service), 488-89, 490. See
also Taxes

Isaacson, Walter, 34, 36

Isolation and loneliness, 173, 177, 191

Japanese philosophy
ikigai, 40, 55354
kaizen, 49-50, 315, 554
Jenyns, David, 270
Job application screening, 279
Job descriptions, 278-79, 486, 495, 529
Job opening advertisements, 277-80
Job posting platforms, 487, 528
Job satisfaction, 307-8, 523
Journaling, 178-79, 184
Jung, Carl, 26
Juran, Joseph, 98
Justia (legal directory), 378, 400, 588
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Law firm culture

K

Kaizen (continuous improvement), 49-50, 315,
554

Kelleher, Herb, 500

Kerbis, Mathew, 385

Key performance indicators (KPIs), 327-28, 369,
461, 483, 531

Key person insurance, 222

Khosravi, John Q., 384-85

Kingston, Karen, 185

Kondo, Marie, 185

L

Labor laws, 510, 527, 529-30, 633
Labor shortages, 12-13, 493
Lamott, Anne, 179
Langdell, Christopher Columbus, 9-10
Language barriers, 251, 542
Lao Tzu, 135
Laptops, 225, 528
Late clients, 468, 469
Law changes, 349
Law firm closure. See Succession planning
Law firm creation, 207-38. See also Professional
guidance
banking options, 213-14
budgeting for, 216-20
business credit cards, 214—15
buying existing firm, 209-10, 219
case management systems and, 220-21
form of business entity, 212—13
insurance types for, 221-24
key takeaways, 237
merging two firms, 210-11, 219
name of firm, 211-12
office equipment, 225-26
office setup, 227-37. See also Office setup
payment options, 215
phone service, 224-25
reflections, 237
right after licensure, 208, 217, 218
sometime after licensure, 209, 217-18
tax and other paperwork for, 22627
trust accounts, 214
Law firm culture
accountability and, 157
client-centered, 34042
contract attorneys and, 492
employee manuals and, 283
feedback and, 163
management skills and, 144, 163-66
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Law firm expansion, 633

meetings and, 166, 167
mergers and, 631
mindset and, 34
partnership tracks and, 606-7, 613—14
personality assessments and, 151, 487, 496
self-care and, 174
staff recruitment and, 279-80, 498, 500, 505-7
Law firm expansion, 633
Law firm infrastructure, 91-101
buying back your time, 96—-100
career levels and, 100-101
ideal, 100
key functions, 92-95
Law firm purchases, 209-10, 219, 627-28, 631-32
Law firm sales, 210-11, 618, 62628
Law firm style, 63—65, 45253
Law firm valuation
partnership track and, 602—3
succession planning and, 62224
Law libraries, 10
Lawmatics (CRM system), 316
Law of attraction, 25-26
Law school
adjunct professor as side hustle, 57071
customer service instruction and, 335, 337
history of, 9-10
on law firm management, 81, 207
skill development and, 15
staff members attending, 508
talent acquisition from, 493
technology skills and, 16
Lawyer identity entanglement, 552
Leadership. See also Management skills
community participation and, 560
in replacement ladder, 99-100
succession planning and, 635-36
Lean6Sigma management, 235
The Lean Law Firm (Port & Maxfield), 43
LEAP (case management software), 317
Leasing office space. See Renting office space
Lee, Ivy, 122-23
Legacy. See Succession planning
Legal assistants
client relations and, 346, 34748, 354
delegation of delivery tasks to, 39—40
hiring sequence for, 484-85
legal team meetings and, 167
prescreening for consultations, 253
on replacement ladder, 97-98
virtual, 522, 525
Legal consultant and advisory service, 570
Legal directories and listings, 374, 378, 400
Legal fees, 451-80
advance payments of, 254, 469
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attorney—client agreements and, 471-74
best practices, 465-71
billing assistants and, 429, 485, 525
billing for, 474-78
case management software and, 317
client expectations and, 462
collections process, 435
communication of, 467-69
for consultations, 25354
contingency fees, 46061
conveying your value, 464—65
credits, applying, 470-71
disputes, 435, 539
ethics and, 539
evaluation of, 461-62
financial management practices and, 434
firm style and, 64-65
firm type and, 45253
flat fees, 455-56
handouts on, 256
hourly billing, 456-58
increasing, revenue and, 431
key takeaways, 479
knowing your worth, 451-52
learning from others, 467
market research for, 454-55
non-engagement letters, 471-74
onboarding clients and, 26061
payment options for, 215, 254, 337, 343, 346
pro bono or low bono cases, 474
raising, 462, 469-70
reflections, 480
selling your services, 466—67
setting, 453-61
splitting with other attorneys, 539
status quo bias and, 463
subscription fees, 458—60
three-tiered, 65-66
time tracking for, 319, 454
Legal malpractice, 53638
Legal structures of firms, 21213
Lencioni, Patrick, 43, 70, 70n12, 161
Lewis, E. St. Elmo, 367
Liability protection
form of business entity and, 212-13
insurance for, 221, 222, 529, 536-37
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Lifecycle of a case, 269, 271-74
Life hacks for time management, 139-40
Life insurance, 221
Life Leverage (Moore), 110, 135
Liking and human psychology, 44
Limited liability corporations (LLCs), 212, 438,
582
Limited partnerships, 437-38
Ling, Kristi, 201
LinkedIn
best practices for, 414—17
following-up after events with, 388
job postings on, 487
networking, 373
of Powers Law Group, P.C., 8, 415, 644
remote workers, hiring through, 528
video broadcasts through, 349, 383, 405

LinkedIn Live, 383, 416-17

Lipsky, Laura van Dernoot, 196

Listening. See Active listening

Litigation fees, 457-58, 461

Living in Gratitude (Arrien), 31

LLCs (limited liability corporations), 212, 438,
582

Lockstep partnerships, 601-2

Logos and color schemes, 372-73, 379-80, 385

Loneliness and isolation, 173, 177, 191

Long-term vision, 57, 77-78, 111

Loom (video recording), 346, 503

LoPorto, Garret, 118

Low bono cases, 474

Lunch breaks, 182

M

Mail, 228-30, 232, 314, 525, 589
MailChimp (e-mail marketing software), 318, 377
MailerLite (e-mail marketing software), 318
Malpractice, 353
Management skills, 143—69
communicating with staff, 162—66
delegation and, 152-56
importance of, 143-44
key takeaways, 168
management approaches, 158-60
manager business role, 37, 8283, 144
meetings and, 166—67
mergers and, 631
motivation of team, 14849
office managers. See Office managers
partnership tracks and, 611-12
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Marketing, 359—-97. See also Social media

personality assessments and, 14951
positive intelligence and, 14446
promoting people without, 83, 91, 148
reflections, 169
satellite offices and, 633
self-evaluation and, 14651
staff evaluations, 160—62
team size and, 15657
time management. See Time management
virtual law firms and, 531
Manifesting, 29-31, 29n30, 186
Mansfield, Arabella, 11
ManyChat (chatbot), 414
Mapping operations and procedures, 269-71, 323
Market and competitive analysis, 604
Marketing, 359-97. See also Social media
articles, op-eds, and blogs, 380—82
branding, 372-73. See also Branding
budget for, 371-72
business cards, 373-74
customer relations management software and,
376
digital, 369-71, 378-79
directories and listings, 374, 378, 400
direct vs. indirect, 366—67
e-mail marketing software, 318, 376-77
ethics and bar association rules, 537
evolution of, 10
Google My Business accounts, 229, 378, 392
history of, 360-61
importance of, 363—64
intellectual property and, 385-86
key takeaways, 395
law firm names and, 212
law firm sales and, 626
marketing plan components, 364—65
media and interviews, 389-90
meetings on, 393-95
moving offices and, 587-88
networking and, 38688
podcasts for, 384—-85
professional photos, 376
promotional materials, 379—80
rainmaking and, 361-63
reflections, 396-97
in replacement ladder, 98-99
return-on-investment reports of CRMs, 316
reviews and, 391-93
sales funnel, 367-69
search engine optimization, 379
speeches in the community, 382—83
staff for, 99, 486
traditional vs. digital, 36971
videos for, 383-84
webinars for, 383
websites, 374-75
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Marketing professionals, 99, 363, 394, 419, 522, 525

Marketing professionals, 99, 363, 394, 419, 522,
525
Market research
for legal fees, 454-55, 469
for side hustles, 569
Martell, Dan, 39, 96-100
Martin, Thomas G., 13
Martindale-Hubbell, 400
Massage, 182
Maxfield, D., 43
McTaggart, Lynne, 26
Media and interviews
marketing and, 389-90
media requests, 242, 247, 570
Mediation services, 570
Meditation practices, 116, 187
Meetings
customer service training in, 343
efficiency of, 130, 166
of legal team, 167
with managers, 162—63
on marketing, 393-95
partnership tracks and, 611-12
project management tools and, 157-58
timing for productivity, 121
weekly, 16667
Memes, 403
Mental health, 172-73, 175-80, 191, 199
Mental load, 174
Mental saboteurs, 14446

Mentorship for associate attorneys, 485, 493, 629.

See also Partnerships
Mergers of firms, 210-11, 219, 630-31. See also
Succession planning
Merit-based partnerships, 601-2
Messenger (messaging platform), 375
Michalowicz, Mike, 426, 434
Microsoft Outlook, 255
Microsoft Teams, 320
Milestones, 136
Millennials, 165-66
Miller, Donald, 370-71, 420
Miller, J. Roscoe, 24
Miller, S. J., 162-63
Mindfulness, 116
Mindset (Dweck), 33
Mindsets. See also Principles, paradigms, and
mindsets
entrepreneurial, 81, 84, 87, 641
growth vs. fixed, 33-34
money, 23, 2629, 58
positive, 14446
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technology and, 312
Minorities, 10-17
Miro (project management tool), 504
Mission statements, 6871, 76, 111, 340, 364
Mistakes, 33, 39, 353, 535-37
checklists to prevent, 271
in emails, 543
Mobile Pathways, 4, 4n4
Model Rules of Professional Conduct (ABA), 210,
535,537, 544, 618, 632
Modified lockstep partnerships, 602
Monday (CRM system), 156, 316, 318, 504
Money mindset, 2-3, 26-29, 58
Montaigne, Michel de, 31
Moonlighting. See Side hustles
Moore, Rob, 110, 135
Morale, 164-65
Morgan, Jacob, 47
Morning time
designing, 126
energy levels and, 129
for productivity and creativity, 125
10-minute morning manifestation, 186
Morrison, Toni, 8
Mortgage brokers, 584-85
Moving offices, 58687
Multifactor authentication, 320, 528
Multitasking
batching projects to avoid, 131
deep work and, 32, 116-17
productivity and, 32, 129, 176
receptionists and, 241
Murray, Pauli, 11
Music and productivity, 176-77
Musk, Elon, 34-36, 88, 111
MyCase (case management software), 317
Myers-Briggs Type Indicator, 149
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N

Nakamura, Jeanne, 61n8
Names of law firms, 211-12
National Association of Women Business Own-
ers, 84
National Task Force of Lawyer Well-Being, 173
Negative reviews, 392-93, 421-22
Negative self-talk, 144-46
Negligence, 353, 536, 538
Negotiating fees, 462
NetDocuments, 317
Netflix, 310, 312
Net promoter score (NPS), 340—41
Networking
buying office space and, 584
community participation and, 560
fining remote workers through, 528-29
Goldman Sachs 10,000 Small Businesses pro-
gram and, 560
marketing and, 38688
professional growth and, 562
for side hustles, 569
social media and, 415
Newport, Cal, 31-32, 115-16, 255
Newsletters
automation and adding e-mails, 315
buyer psychology and, 337
client follow-up and, 277
customer relationship management systems and,
316
intake forms as opportunity to gain subscribers,
252
law change updates through, 260, 349
marketing and, 366, 376-77
offering speaking services through, 382
opening a case and, 275
purchasing, 627
selling, 627
social media and, 403, 408
websites and subscriptions to, 375
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Office setup, 227-37

Newspaper articles, 380—82

Newton, Jack, 34142

Nightingale, Earl, 643

Noise issues, 232, 234

Non-client calls and inquiries, 247-52
Non-compete agreements, 609, 611, 632
Nondisparagement agreements, 392-93
Non-engagement letters, 474

Non-equity partnerships, 600—601
Nonprofit management, 572
Nordstrom-style law firms, 63—65, 452-53, 459
No-show clients, 468, 469

Notetaking during consultations, 260, 272
NPS (net promoter score), 340—41

0]

O’Connor, Sandra Day, 11

O’Donohue, John, 186

Offer letters for staff, 280-81, 295-96

Office culture. See Law firm culture

Office equipment, 225-26

Office managers
communication dynamics and, 162—-63
community members calls and, 248
difficult conversations and, 246, 353
hiring, 148, 485
law firm infrastructure and, 91, 94-95
office culture and, 165
performance reviews and, 285

Office setup, 227-37
buying a building, 579-93. See also Buying of-
fice space
cafés and restaurants as side hustle, 573
executive suite or serviced office space, 228-30
floor plan design, 235-37
furnishings, 233-34, 58687
home office, 228
leasing, 231-32. See also Renting office space
subleasing, 230-31
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Office space. See Buying office space; Renting office space

Office space. See Buying office space; Renting of-
fice space

Office warming parties, 589-90

Olsson, V. R., 162-63

Onboarding clients, 260—61, 275, 292

Onboarding staff, 281-83

O’Neal, Jayce, 85

One-year plan, 57, 76-77

Online courses, 403

Online forums, 400

Online scheduling, 255

Opening a case, 274-75

Operating costs, 454. See also Cost considerations
of starting law firm

Organizational systems, 110. See also Accounta-
bility charts; Workflow optimization

Origin of clients, tracking, 272-73

Otter.ai (transcription program), 405

Overpromising, 53940

P

Paper. See also Documents
file disposal, 27677, 314, 546
file storage, 27677
mail, 228-30, 232, 314, 525, 589
paperless law firms, 308, 314, 586
Paralegals. See Legal assistants
Pareto Principle, 98
Parking spaces, 227, 229, 232
Parkinson’s Law, 119
Partnership (business entity), 212

Partnerships, 595616
agreements for, 608—11
building track for, 603—6
choosing track for, 602—3
key characteristics of partners, 607
key takeaways, 615
models for, 600-602
reflections, 616
responsibilities and benefits of, 596
steps and milestones in, 596-600
succession planning and, 609, 625-26
success strategies, 606—8
transition to new partnership track, 612-14
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Part-time vs. full-time staff, 488—90
Part-time work. See Side hustles
Past-due client balances, 435
“The Path to Lawyer Well-Being” (National
Task Force of Lawyer Well-Being), 173
Paying yourself, 218, 440
Payment plans, 466, 476
Payments. See Legal fees
Pay-per-click advertising, 37879
Payroll management, 485
Payroll software, 226
Payroll taxes, 437
Peer endorsements, 391
People Analyzer, 496, 507
People with disabilities, accommodations for, 375
PEOs (Professional Employer Organizations),
530
Perfectionism, 176
Performance improvement plans (PIPs), 504,
509, 532
Performance metrics, 328
Performance reviews for staff, 285, 300-304, 509—
10
Perry, Bruce D., 196
Personal crises, 192
Personality assessments, 149-51, 487, 496
Phone interview template, 515-16
Phone service and calls. See also Cell phone use
conference calls, 229, 254
confidentiality and, 543
decision trees and, 24243
ideal scenarios for client communication, 350
law firm creation and, 224-25
prospective clients initiating contact through,
240, 272-73
receptionists and, 240-46. See also Reception-
ists
sample phone script, 289
Photos
LinkedIn profile, 415
of presentations, 382
professional, 376
for social media, 410
Physical health, 180-83, 199
Picasso, Pablo, 68
Pink, Daniel, 121, 129
Pipedrive (CRM system), 316
PIPs (performance improvement plans), 504,
509, 532
Podcasts
for marketing, 384—85
networking and, 562
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Power Up Your Practice, 6, 8, 372-73, 385,
644
as side hustle, 572
social media and, 403, 405
Poker, skills required for, 147
Pomodoro technique, 116, 13637
Popl (digital business cards), 373
Port, L., 43
Portals, 34849, 375
Positive affirmations, 2629
Positive attitude, 55
Positive Intelligence (Chamine), 114, 14446
Positive Intelligence Quotient (PQ), 14446
Positive mindset, 14446
Post-traumatic stress disorder (PTSD), 199-200
The Power of Focus (Canfield, Hansen, &
Hewitt), 25, 47, 87, 89, 114
The Power of Habit (Duhigg), 343
The Power of Human (Waytz), 134
Powers, R. L., 5
Powers Law Group, P.C.
accountability chart of, 89—90
contact information for, 644
fee structure of, 456
growth of, 90-91, 94-95, 309
mentorships of associate attorneys, 493
mission statement of, 71, 340
name change of, 211-12
office of, 6, 581-91
overview, 3—7
social media of, 408, 410, 414
technology use by, 308, 326-27
vision statement of, 69
“why” statement of, 70
Powers Strategy Group, LLC., 5, 573, 644
PowerUpYourPractice.com
attorney—client agreement sample, 473
CRM programs, 376
law firm operation audit, 269
marketing plan, 365
processes, checklists, and procedures, 268
responsibilities exercise, 102
sound absorbing panels and artwork, 234
starting a law firm checklist, 227
succession planning, 637
time audit chart, 106
virtual staffing agencies, 522
Power Up Your Practice (podcast), 6, 8, 372-73,
385, 644
Practice of law, 9-18
artificial intelligence and, 13—17
evolution of, 9-11
key takeaways, 17
reflections, 18
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Professional development, 551-65. See also Conferences

women in the law, 11-12
PracticePanther (case management software),
317
Predictive analytics, 16
Prescreening clients, 253
Presentations to the community. See Community
participation; Speaking engagements and
workshops
Principles, paradigms, and mindsets, 21-51
affirmations, reprogramming with, 26-29
change, approach to, 41-42
Eisenhower Matrix, 23-25
Elon Musk algorithm, 34-36
E-Myth Revisited, 36-38
Getting Things Done, 38-39
goals and manifesting, 29-31
growth vs. fixed mindset, 33-34
habits, energy, and law of attraction, 25-26
kaizen, 4950
key takeaways, 50
overview, 21-23
prioritization, 47-49
psychology of persuasion, 43—44
reflections, 51
right people in right places, 42-43
support networks, 4447
time and energy audits, 3940
time management, deep work, and themed days,
31-32
Printers, 226, 314, 347
Prioritization. See also Workflow optimization
“big rocks” metaphor for, 47-49, 113
Eisenhower Matrix and, 23-25
time management for, 111. See also Time man-
agement
Privacy. See Confidentiality and data protection
Pro bono cases, 474, 560
Procedures map, 269-71
Procrastination, 119
Productivity. See also Deep work; Time manage-
ment
digital detox and, 180
document automation and assembly, 317-18
4-D Solution for, 87-89
multitasking and, 32, 129, 176
music and, 176-77
project management software and, 318
workflow management stages, 38—39
Professional corporations, 212
Professional development, 551-65. See also Con-
ferences
attorney compensation and, 508-9
career levels and, 100-101
continuing legal education credits, 174, 349,
474, 508
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Professional Employer Organizations (PEOs), 530

continuous improvement and, 55455
continuous learning and skill enhancement, 562
as employee benefit, 499
evaluation of experiences, 562—63
key takeaways, 564
lawyer identity entanglement, 552
networking and professional relationships, 562.
See also Networking
partnership track and, 595-616. See also Part-
nerships
professional plans and, 557-60
programs, committees, and boards, 560-61
reassessing goals, 555-57
reflections, 565
zone of genius, 552-53

Professional Employer Organizations (PEOs),

530

Professional guidance
business coaches and consultants, 428-29
certified public accountants, 428-29, 475, 591
contractors vs. employees, 490-91
on financial management, 428-29, 431
on firm valuation, 604, 622, 628
on marketing, 99, 363, 394, 419, 522, 525
on Search Engine Optimization, 379
on video creation, 383

Professionalism
ABA Model Rules of Professional Conduct,
210, 535, 537, 544, 618, 632
attorney—client agreements and, 473
boundaries and, 342
closing a case and, 276, 391
collection of past due balances, 435
fee conversations and, 466
negative reviews, responses to, 422
office furnishings and, 234
partnerships and, 608
of receptionists, 246

664

Professional liability insurance, 221, 222, 529,
536-37

Professional limited liability companies, 212

Professional misconduct, 536-38

Professional organizations, 84. See also American
Bar Association; Conferences

Professional photos, 376, 415

Professional plans, 557-58

Professional reputation, 382-83, 546, 575

Professional responsibility. See Ethics

Profile of the Legal Profession (ABA), 210

ProfileXT (personality assessment), 149, 151, 496

Profit First (Michalowicz), 426, 434

Profit sharing, 499, 599, 600, 602, 605, 613. See
also Partnerships

Project batching, 131

Project management tools and software, 155-58,
318-19, 504

Project plans, 135

Promotional materials, 379-80

Property insurance, 221

Prospective clients. See Client intake

PTSD (post-traumatic stress disorder), 199-200

Public relations, 366

Public speaking. See Speaking engagements and
workshops

Publishing, 571. See also Writing

Purchasing a building, 232-33

Purchasing a law firm, 209-10, 219, 627-28, 631—
32

Q

QR codes, 373

Qualification requirements for states, 529
Quality standards and goal setting, 62—63
Questionnaires for client intake, 251-52, 263
QuickBooks Online, 319, 487
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R

Rainmakers, 360—62, 464
Rain Making (Harding), 361, 382
Rapport and trust, 256, 25759, 353, 374
Ray, Charlotte E., 11
Real estate agents/real estate investing, 571. See
also Buying office space
Receptionists
callback numbers, 248
client calls, 240-46
community service-related calls, 248
first impressions and, 34445
frustrated clients and, 348
government calls, 243, 247-48
hiring, 484-85
immediate assistance needed calls, 248
media calls, 247
non-client calls, 24752
urgent calls, 248
vendor calls, 248
virtual, 522, 524
Reciprocation, 43
Recruitment agencies, 501
Recruitment of staff. See Hiring staff
Recusal, 538
Reference checks, 487, 495-96
Referrals
client follow-up and, 277
from closely linked community, 542
closing e-mails and, 276
customer service and, 336
marketing vs., 365
networking and, 386
Reflection. See Self-reflection
Reflexology, 182
Refunds, 392-93
Rehiring employees, 511
Reichheld, Fred, 341
Reiki, 187-88
Remote client services, 261. See also Virtual law
firms
Remote workers, 488, 502-5, 574. See also Vir-
tual law firms
Rendleman, Dennis A., 210
Renter’s insurance, 222, 223-24
Renting office space
brick-and-mortar leases, 231-32
buying building to lease to your firm, 232-33.
See also Buying office space
considerations for, 231-32
executive suites, 228-30
renter’s insurance and, 222, 223-24
subleasing, 230-31
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Risk management

Renting out your office, 572
Reputation, professional, 382—83, 546, 575
Resignation letters, 285-86
Resilience
financial safety net and, 441
marketing and, 362, 464
mental health and, 176
mindset and, 33
positive self-talk and, 146
professional growth and, 563
Responsibilities, 79-104
complexity of, 101-2
delegation of tasks, 85-87
entrepreneur, 83—85
exercise for, 102
key takeaways, 103
law firm infrastructure and, 91-101. See also
Law firm infrastructure
manager, 82—83
reflections, 104
task management system for, 87-91
technician, 80-82
Rest and recovery
from deep work, 117
free space and unstructured time, 132-33
hobbies and, 177
massages for, 182
self-care and, 174
themed days for, 32
Retainer fees, 457, 478
Retargeting advertisements, 409
Retention of staff, 160, 164, 280
Retirement, 210, 574, 618-20. See also Succession
planning
Retirement by Design (Abbott), 620
Retreats, 184
Revenue. See also Financial management; Legal
fees; Side hustles
attorney compensation based on, 508
budget creation and, 21618, 431
hiring staff and, 95
law firm valuation and, 62224
marketing budget and, 365, 371-72
rainmakers and, 360-63
Reviews
marketing and, 391-93
negative, 392-93, 421-22
requesting, 277, 294, 340, 357
on social media, 403, 405
Richard, Larry, 362, 371
Risk management
artificial intelligence and, 14
budgeting for, 218
insurance and, 221-24
risk aversion, 81, 83
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Rockefeller, John D., 563

risk mitigation evaluation, 223
Rockefeller, John D., 563
Rogers, Everett, 310
Rogers’s Innovation Adoption Curve, 13-14,
13n10, 310-12
Rohn, Jim, 105
Role models, 559
Roosevelt, Eleanor, 60
Roosevelt, Franklin D., 643
Rowe, Nikki, 184

S corporations, 438
Salaries. See Compensation
Sale of law firms, 210-11, 618, 62628
Sales. See also Marketing
acquiring new law firm and, 632
conveying your value, 464
fees and selling your services, 466—67
receptionists and initial contact of clients, 241—
44
in replacement ladder, 99
resources for, 466—67
Salesforce (CRM system), 316
Sales funnel, 36769, 420
Samples and templates
balance sheet, 448
budget, 432-33
cash flow statement, 449
client intake questionnaire, 263
closing letter, 293, 545
consultation confirmation e-mail, 291
consultation scheduling e-mail, 290
employee manual table of contents, 297-99
employee offer letter, 295-96
initial consultation forms, 264—65
introduction e-mail, 292
letter to job candidates, 514
past due e-mail template, 445-46
performance review, 300-302
phone interview template, 515-16
phone script, 289
profit & loss template, 447
review request e-mail, 294
termination letter, 305-6
video or in-person interview template, 51718
written warning, 303—4
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Samuelson, William, 462
Sandwich generation, 200
Satellite offices, 633
Satmetrix Systems, 341
Savings accounts, 214, 441
SBA (Small Business Administration), 233, 426,
584
Scaling up, 268, 310
Scanner machines, 226, 314, 347
ScanSnap, 308
Scarcity principle, 44
Schedules. See also Calendars; Time manage-
ment
apps on company website for, 375
case management software and, 316-17
client consultations, 254-55, 273, 290
project management software and, 318
shared calendars for, 255
Schwab, Charles M., 122-23
Scope of services, 275, 342, 466, 471, 539
Scorecards for staff interviews, 498
S corporations, 438
Scott, Susan, 352
Search Engine Optimization (SEO)
articles, op-eds, and blog posts, 380, 382
Google My Business accounts and, 378
indirect marketing and, 366
overview, 379
professional guidance for, 419
social media and, 400-401, 403, 404
website essentials and, 374
Search engines, 400
Secrets of the Millionaire Mind (Eker), 3, 26, 58
Security issues. See also Confidentiality and data
protection; Cybersecurity
cash payments and, 477
of office buildings, 232
Self-affirmation theory (Steele), 28
Self-assessments. See also Audits; Self-reflection
on firm environment for new hires, 501-2
on goals, 74-78, 55657
on marketing, 363, 369
sample performance review, 300-302
Self-care, 171-204
burnout and, 109, 122, 193-95, 501
caregiving and, 200-203
clients’ experiences and, 198-200
downtime and, 138
emotional health and, 184-86
environment for, 501
key takeaways, 203
mental health and, 175-80
personal crises and, 192
physical health and, 18083
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reflections, 203
saying “no” and, 114-15, 559
spiritual health and, 186-88
support networks and, 189-92
trauma-informed law, practicing, 196-98
writing a book and, 642
Self-employment taxes, 437
Self-esteem, 176
Self-evaluation, 14651
Self-limiting beliefs, 26-29, 41, 58, 14446
Self-publishing, 571
Self-reflection
on buying office space, 593
on client intake, 262
on customer service, 358
on ethics, 548
on financial management, 444
on goals, 74-78
on law firm creation, 237
on legal fees, 480
on management skills, 169
on marketing, 396-97
on partnerships, 616
on practice of law, 18
on principles, paradigms, and mindsets, 51
on professional growth, 565
on responsibilities, 104
on self-care, 203
on side hustles, 577
on social media, 424
on talent acquisition, 513
on technology, 332-33
on time management, 142
on virtual law firms, 534
on workflow optimization, 288
Selling a law firm, 210-11, 618, 626-28
Sell or Be Sold (Cardone), 466
Semrush (website speed), 374
Seneca, 641
Senior partners, 620
Service delivery, 97
Serviced office space, 228-30
The 7 Habits of Highly Effective People (Covey),
24
Shared calendars, 255
Sharma, Robin, 125
Shiny object syndrome, 110-11
Shortcut (project management tool), 504
Short-term hires, 507-8
Side hustles, 567-77
challenges of, 575
considerations and due diligence, 568—69
defined, 567
diversifying and, 569-70
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Social media, 399424

ethical considerations, 575-76
financial management and, 574-75
ideas for, 570-72
key takeaways, 57677
professional growth and, 555
reflections, 577
Side Hustles Survey (Bankrate), 567
Signatures, 274
Simple Numbers, Straight Talk, Big Profits (Crab-
tree), 93-95, 440
Sinek, Simon, 70
Skill development, 33. See also Professional de-
velopment
Skills testing platforms, 487
Skype, 308
Sleep, 181
Small Business Administration (SBA), 233, 426,
584
Small businesses. See also S corporations; Solo
practitioners
defined, 426-27
failure, prevention of, 427-28
survival rates of, 427
Small law firms, 143, 157, 307, 603
Smart, Geoff, 43, 498
SMART (specific, measurable, achievable, rele-
vant, and time-bound) goals, 29, 56-58
Smith, Reginald Herber, 456
Smokeball (case management software), 317
Social media, 399424
advertising through, 420-21
analytics for, 419-20
buyer psychology and, 337
content creation for, 402—6
continuous adaptation, 422-23
crisis management, 421-22
Facebook, 5, 322, 349, 405, 406-9
getting started with, 401-2
importance of, 399-400
indirect marketing through, 366
Instagram, 349, 405, 410-11
key takeaways, 423
law firm names and, 212
LinkedIn, 414—17. See also LinkedIn
linking to website, 374-75
marketing teams, 419-21
media appearances, promotion of, 390
new office location announcements, 588
overview, 400401
platforms for, 400, 402
prospective clients initiating contact through,
240
QR codes for, 373
reflections, 424
Search Engine Optimization and, 401
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Social proof, 44

as side hustle, 573
TikTok, 322, 349, 405, 412-14
trademarking business names and, 386
video broadcasts through, 349
viral trends on, 4034, 412
X (formerly Twitter), 418-19
YouTube, 409-10
Social proof, 44
Software
applicant tracking systems, 487
case management. See Case management soft-
ware
communication and collaboration, 319-20
customer relationship management. See Cus-
tomer relationship management software
for cybersecurity, 225, 320, 326, 329, 527-28
document automation and assembly, 317-18
e-mail marketing, 318
financial management and accounting, 319
payroll, 226
project management tools, 155-58, 318-19, 504
regular updating of, 528
timekeeping, 319
Sole proprietors, 212-13, 437
Solo practitioners
infancy stage of business and, 86
managers and, 157
marketing reviews, 393
partnerships and, 606
succession planning and, 634
technological advances and, 307
Sound absorption, 232, 234
Speaking engagements and workshops
for the community, 382—83, 387, 562
at conferences, 38283
as side hustle, 570
Spencer, J., 41
Spiritual health, 18688
Spotify, 385
Spousal abuse cases, 541
Staff. See also Delegation; Meetings
accountability charts and, 89—90, 92-93, 155,
157,284
assistants, 39, 97, 128. See also Executive assis-
tants; Legal assistants
background checks for, 442
business credit cards and, 21415
check signing authority and, 442
client issues and, 35455
complaints of, 16265
disgruntled, 422
employee manuals for, 157, 283, 297-99
feedback from, 149, 160, 163
financial management and, 442
growth mindset of, 34
health insurance for, 224
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hiring, 481-518. See also Hiring staff
key functions of law firms and, 92-95
key person insurance, 222
labor laws and, 510, 527, 529-30, 633
management skills and, 143-69. See also Man-
agement skills
marketing tasks and, 363, 419
mergers of law firms and, 219
multitasking and, 32
offer letters for, 280-81, 295-96
office managers. See Office managers
onboarding of, 281-83
partnerships and, 595-616. See also Partner-
ships
payment processing of, 215
performance reviews for, 285, 300-304
receptionists. See Receptionists
recruitment of, 277-80, 310
replacement ladder and, 96-100
retention of, 160, 164, 280, 308
retreats for, 67
rewarding, 506
right people in right places, 42-43
satellite offices and, 633
tax and other paperwork for, 226-27
team-building activities for, 151, 166, 177, 521,
613-14
team dysfunctions and, 161
teamwork, environment for, 501
technology changes and, 326-28
termination of, 285-87, 305-6, 500, 51011,
532
training for. See Training
vacations for, 195
virtual, 519-34. See also Virtual law firms
wages. See Compensation
written warnings for, 285, 3034
Staffing agencies, 501, 522, 528-29
Stanley, Edward, 180
Starting a law firm. See Cost considerations of
starting law firm; Law firm creation
Start With Why (Sinek), 70
State qualification requirements, 529
Status quo bias, 462, 463
Steele, Claude M., 28
Stock allocation, 604
Storage of files, 27677
Strategic Coach Entrepreneurial Time System
(Sullivan), 32, 59, 84, 129
Strategic Networking for Introverts, Extroverts,
and Everyone in Between (Greenwald), 388—
89
Street, Randy, 43, 498
Strengths
ADHD and, 118
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business responsibilities and, 101-2

delegating tasks and, 86

generational differences and, 165-66

genius zone and, 552-53

managers and development of, 144, 159

merging firms and, 210

of staff members, 91, 149-50, 159-60

in SWOT analysis, 6668

of teams, 157

vision statements and, 69
Stress. See also Burnout; Self-care

acupuncture for, 182

clutter and, 185

legal practice and, 176

life hacks for, 139

management of, 178

post-traumatic stress disorder, 199—-200

unstructured time to reduce, 134
Stress Management (Charlesworth), 178
Subconscious mind, 27, 30, 54
Subleasing office space, 230-31, 234
Subscription legal fees, 458—60
Substack, 571

Succession planning, 617-39
assessing current leaders for, 635-36
best practices for, 63637
closing a law firm, 628-29
exit strategies, 62022
firm valuation and, 622-24
gifting a law firm, 629
importance of, 621
legal and financial considerations, 634
mergers and acquisitions, 63032
partnerships and, 609, 625-26
plan development, 634-35
preparation for exit, 629-30
selling a law firm, 626-28
senior partners and, 620
The Success Principles (Canfield), 29, 57, 59
Suicide, 172-73, 174
Sullivan, Dan, 32, 59

Supplemental income streams. See Side hustles

Supply and demand, 454-55
Support network
childcare and, 139
cultivating, 4447
emotional health and, 184
self-care and, 189-92
sharing goals with, 56
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Technology, 307-33. See also Software

Surrounded by Idiots (Erikson), 144, 149-50

Surveys for clients, 340

Susskind, Richard, 15-16, 329

SWOT (strengths, weaknesses, opportunities,
and threats) analysis, 66—68

SYSTEMology (Jenyns), 270

T

Target-style law firms, 63—64, 452-53, 459
Task management systems, 87-91
Task-switching, 131. See also Multitasking
Taxes
business entity forms and, 212—13. See also
specific types of entities
buying a building to lease to yourself, 591
employees in other states and, 633
financial management and, 431, 437-38
independent contractors and, 490
paying yourself, 218
virtual law firms and, 527, 529-30
Taylor, Harold, 87
Teaching and lecturing, 570-71
Team-building activities, 151, 166, 177, 521, 613—
14
Teamwork, 501
Technician business role, 37, 80-82
Technology, 307-33. See also Software
artificial intelligence, 311-12. See also Artifi-
cial intelligence
audits of, 324-25
automation, 315. See also Automation
benefits of, 307-9
case management software, 316—17. See also
Case management software
challenges with, 328-29
choosing, 325-27
client capabilities and, 347
communication and collaboration software,
31920
consolidation of legal tech companies, 32022
COVID-19 pandemic and, 12—-13
CRM software and, 316. See also Customer re-
lationship management software
cybersecurity. See Cybersecurity
digital business cards, 372-73
digital detox from, 120, 179-80, 195
digital marketing, 369-71, 389-90
distractions and, 119-20
document management, 317-18
electronic contract providers, 473
e-mail marketing software, 318
e-mail responses, automation of, 128, 195
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Technology Perceptions Report (Intapp, 2024), 307-8

entrepreneurship and skill development, 83
evaluation of existing tools, 323-24
evolution of law practice and, 1011
future of, 329-30
keeping up with, 31011
key takeaways, 331
law school and skill development in, 16
legal tech companies as side hustle, 572
leveraging, 323
mindset for, 312
monitoring performance of, 328
paperless law firms, 308, 314, 586
planning and executing strategies for, 327-28
project management software, 318-19
reflections, 332-33
self-care and, 181
succession planning and, 630
tailoring to individual needs, 315
tech stack for law firms, 309-10, 323
training for use of, 322
virtual law firms, 519-34. See also Virtual law
firms
waste elimination through, 315-16
work-life balance and, 138
Technology Perceptions Report (Intapp, 2024),
307-8
TECHSHOW conferences (ABA), 311, 324, 326,
561
Templates. See Samples and templates
10-80-10 principle, 97
Teramind (video monitoring tool), 504
Termination of clients, 355-56, 473
Termination of staff, 285-87, 305-6, 500, 51011,
532
Text messages, 350, 543
Themed days, 31-32, 129
Therapy, 174, 177, 184
Third-party cases, 541
Third-party consultations, 244
“The Three Bricklayers” (parable), 71
Three-tiered fees, 65-66, 459—60
TikTok, 322, 349, 400, 405, 412-14
TikTok Ads, 413
Tik Tok Live, 413
Time audits, 106-9, 153, 482
Time blocking, 122, 127, 131, 136
Time management, 10542
audits of time and energy, 3940, 106-9, 153,
482
“big rocks” metaphor for, 113
boundaries and, 342
controlling your schedule, 127-32
daily schedules, 122-23
deadlines for, 119
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decision fatigue and burnout, 120-22
deep work and, 31-32, 115-18
distractions and, 119-20
downtime, scheduling, 138
eating the frog, 123-25
Eisenhower Matrix and, 23-25
free space and unstructured time, 132-35
Getting Things Done, 125-27
goals and priorities, 111
iron triangle and goal setting, 62—63
key takeaways, 141
life hacks for, 13940
for long-term goals, 135-37
office setup and, 227
organizational system for, 110
Parkinson’s Law and, 119-20
power of no, 114-15
reflections, 142
shiny object syndrome, 110-11
side hustles and, 575-76
themed days and, 31-32, 129
time-organizing frameworks, 112—13
Time tracking
fee setting and, 454
hourly billing and, 45658
timekeeping software for, 319
The Tipping Point (Gladwell), 386
Townsend, John, 114
Toyoda Production System, 235, 315
Traction (Wickman), 4849, 59, 69, 90, 92-93,
161-62, 163, 496
Tracy, Brian, 267, 555
Trademarks, 212, 385-86
Traditional vs. digital marketing, 369-71
Training. See also Mentorship for associate attor-
neys
for customer service, 343
on cybersecurity best practices, 528
on new technology, 322
procedures mapping and, 271
of receptionists, 242, 244
talent acquisition and, 5023
videos for, 351
virtual law firms and, 527
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INDEX Weaknesses

Transcription programs, 405 turning into blog articles, 381
Translation and interpretation services, 542 Virtual assistants (VAs), 521-22
Trauma-informed law, practicing, 196-98 Virtual law firms, 519-34. See also Technology
Trauma-Informed Law (American Bar Associa- benefits of, 314, 523-24
tion), 196 Google My Business accounts and, 378

Trauma Stewardship (Lipsky & Burk), 196 hardware and software for, 527-28
Trautz Reid. 308 hybrld ofﬁf:es for, 5.22723

? ’ ideal functions and jobs for, 524-26
Trello (project management tool), 156, 318, 504 key takeaways, 533
Trudeau, Renée, 114 laws, taxes, and obligations, 529-31
Trust accounts, 214, 477-78, 540 overview, 520-21
Trust and rapport, 256, 257-59, 353, 374 productivity and success, gauging, 531
Twain, Mark, 29, 123 reflections, 534

staffing agencies for, 528-29
termination of staff, 532
transition to, 52631

virtual assistants, 521-22

Two-tier partnerships, 601

U Virtual phone systems (VolIP), 225
Virtual Private Networks (VPNs), 320

Uber, 310 Vision boards, 29-30, 555
Umbrella insurance, 222 Vision statements, 68—69, 111, 340, 364
Unauthorized practice of law (UPL), 546 Vistage, 84
Unconscious mind, 117 Vistaprint (business cards), 372-73
Unreasonable Hospitality (Guidara), 506 VolIP (virtual phone systems), 225
Unstructured time, 132-33 Volunteering
Upwork (remote staff platform), 522 community leadership and, 560
Urgent calls, 248-50 conference planning, 561

conferences, speaking at, 38283

media interviews, 242, 247, 389-90

pro bono cases, 474, 560

speeches to the community, 38283, 387, 562

VPNs (Virtual Private Networks), 320

Urgent-important matrix, 23-25
User-generated content, 403

\%

Vacation time, 59, 117, 180, 194-95

Values of law firms, 157, 340, 341, 495, 507. See W
also Law firm culture; Mission statements Wages. See Compensation

Van Der Kolk, Bessel, 199 Walker, Matthew, 181

Vendors Walking, 182

t fi 326
ghf)(:; Zr;lr; cfer i;m 243. 248 Walmart-style law firms, 63—64, 452-53, 459

for promotional materials, 370 Waste elimination, 310, 315-16
researching, 325-26 Wave (digital business cards), 373
training on new technology, 322 Waytz, Adam, 134

Venmo, 215, 476 Weaknesses

Vibrational frequency, 26 ADHD and, 118

Video clips, 405, 410, 411, 41214, 416 business responsibilities and, 101-2

delegating tasks and, 86

Sy . generational differences and, 165-66
Video interviews, 487, 517-18, 525 management skills and, 144, 146

Video monitoring tools, 504 staff members to offset, 91
Videos in SWOT analysis, 66—68
film production as side hustle, 572 of teams, 157
for marketing, 383-84
social media and, 349, 402, 409-10

Video conference calls, 351
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Web Content Accessibility Guidelines (WCAG), 375

Web Content Accessibility Guidelines (WCAG),
375
Webex, 320
Webinars, 349, 383, 403, 405
Websites
as business card, 400
first impressions and, 344
introduction videos on, 346
marketing and, 374-75
prospective clients initiating contact through,
240, 251-52
Search Engine Optimization for, 344, 366, 374,
378,379
Weekly schedules, 129
Weight management, 182-83
What Happened to You? (Perry & Winfrey), 196
WhatsApp, 375, 400, 414
When: The Scientific Secrets of Perfect Timing
(Pink), 121, 129
Whitepapers, 403
Who (Smart & Street), 43, 498
Who Moved My Cheese (Spencer), 41
“Why” statements, 70
Why We Sleep (Walker), 181
Wickman, Gino
on core values, 163
on delegating, 39-40, 85
on functions of business, 92-93
“Get it, Want It, Capacity to Do It (GWC),”
161-62
on goals, 48-49, 59
on ideal clients, 364
People Analyzer, 496
on pruning an organization, 90
on responsibilities, 79
on support networks, 44
on vision, 69
Wiest, Brianna, 175, 642
Williamson, Marianne, 555
Willingham, Ron, 46667
Winfrey, Oprah, 189, 196
Withdrawing from representation, 544
Wix (website builder), 375
Women Business Owners Group, 84
Women in the practice of law, 11-17
Wooden, John, 158
WordPress, 375
Workflow optimization, 267-306
accountability charts, 284
attorney—client agreements, 274
client follow-up, 277
closing a case, 275-76
dismissing employees, 28587
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employee manuals, 283
file disposal, 27677
human resources guidelines, 277-83
key takeaways, 287
lifecycle of a case, 271-74
mapping operations and procedures, 269-71
opening a case, 27475
performance reviews, 285
reflections, 288
sample e-mail templates, 290-94
sample employee manual table of contents,
297-99
sample offer letter, 295-96
sample performance review, 300-302
sample phone script, 289
sample termination letter, 3056
sample written warning, 303—4
Working from home, 12, 228, 234, 238. See also
Remote workers; Virtual law firms
Work-life balance. See also Rest and recovery;
Self-care; Time management
downtime, scheduling, 138
environment for, 501
hybrid work model and, 522-23
as non-financial benefit, 509
office setup and, 227-28
weekly schedules and, 129
Work uniform, 121, 139
Wren, Christopher, 71
Writing
articles, op-eds, and blogs, 380—82, 4023, 405,
537,562,571
goals, 57
as side hustle, 571
Written employee warnings, 285, 3034
Written procedures. See Workflow optimization

X
X (formerly Twitter), 418-19
X Ads, 418
Y
Yale Law School, 11
Yelp (business directory), 374, 378, 400
Yoga, 187
YouTube, 349, 383, 400, 409-10
YouTube Live, 383
YouTube Shorts, 410
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Z

Zapier (automation tool), 315, 377
Zeckhauser, Richard, 462
Zelichenko, Roman, 416
Zelle (payment platform), 215, 476
Ziglar, Zig, 34-35
ZipRecruiter, 487, 528
Zoho (CRM system), 316
Zone of Genius, 40, 552-53

Zoom, 320, 346, 503
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Zone of Genius, 40, 552-53
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