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 software for, 319 
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Fixed mindset, 33–34 
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Flow state, 61, 61n8, 115 
Focused work. See Deep work 
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 contact details for, 240, 245, 251 
 form for, 256, 274 
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 protocol for, 277 
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 environment for, 501–7 
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 hiring process, 494–501 
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 hiring tools, 486–88 
 key takeaways, 512 
 management, 503–5 
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 rehiring employees, 511 
 remote workers, 488, 523–24 
 sample letter to job candidates, 514 
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 office setup, 227–37. See also Office setup 
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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 
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 attorney–client agreements and, 471–74 
 best practices, 465–71 
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 billing for, 474–78 
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 client expectations and, 462 
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 for consultations, 253–54 
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 credits, applying, 470–71 
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 ethics and, 539 
 evaluation of, 461–62 
 financial management practices and, 434 
 firm style and, 64–65 
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 learning from others, 467 
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 payment options for, 215, 254, 337, 343, 346 
 pro bono or low bono cases, 474 
 raising, 462, 469–70 
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 partnership tracks and, 611–12 
 project management tools and, 157–58 
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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 
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 technology and, 312 
Minorities, 10–17 
Miro (project management tool), 504 
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 intake forms as opportunity to gain subscribers, 
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 law change updates through, 260, 349 
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 opening a case and, 275 
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 selling, 627 
 social media and, 403, 408 
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 communication dynamics and, 162–63 
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 hiring, 148, 485 
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Office space. See Buying office space; Renting of-
fice space 
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Onboarding clients, 260–61, 275, 292 
Onboarding staff, 281–83 
O’Neal, Jayce, 85 
One-year plan, 57, 76–77 
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 file storage, 276–77 
 mail, 228–30, 232, 314, 525, 589 
 paperless law firms, 308, 314, 586 
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Pareto Principle, 98 
Parking spaces, 227, 229, 232 
Parkinson’s Law, 119 
Partnership (business entity), 212 
Partnerships, 595–616 
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 choosing track for, 602–3 
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 key takeaways, 615 
 models for, 600–602 
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 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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Paying yourself, 218, 440 
Payment plans, 466, 476 
Payments. See Legal fees 
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Payroll management, 485 
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People with disabilities, accommodations for, 375 
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530 
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Performance improvement plans (PIPs), 504, 

509, 532 
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Personality assessments, 149–51, 487, 496 
Phone interview template, 515–16 
Phone service and calls. See also Cell phone use 
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 decision trees and, 242–43 
 ideal scenarios for client communication, 350 
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240, 272–73 
 receptionists and, 240–46. See also Reception-

ists 
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 of presentations, 382 
 professional, 376 
 for social media, 410 
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Picasso, Pablo, 68 
Pink, Daniel, 121, 129 
Pipedrive (CRM system), 316 
PIPs (performance improvement plans), 504, 

509, 532 
Podcasts 
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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, 136–37 
Popl (digital business cards), 373 
Port, L., 43 
Portals, 348–49, 375 
Positive affirmations, 26–29 
Positive attitude, 55 
Positive Intelligence (Chamine), 114, 144–46 
Positive Intelligence Quotient (PQ), 144–46 
Positive mindset, 144–46 
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 

 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, 49–50 
 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, 44–47 
 time and energy audits, 39–40 
 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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664  POWER UP YOUR PRACTICE 

 continuous improvement and, 554–55 
 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 

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, 257–59, 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, 344–45 
 frustrated clients and, 348 
 government calls, 243, 247–48 
 hiring, 484–85 
 immediate assistance needed calls, 248 
 media calls, 247 
 non-client calls, 247–52 
 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 

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, 216–18, 431 
 hiring staff and, 95 
 law firm valuation and, 622–24 
 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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 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 
S corporations, 438 
Salaries. See Compensation 
Sale of law firms, 210–11, 618, 626–28 
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, 367–69, 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, 517–18 
 written warning, 303–4 

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, 556–57 
 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, 180–83 
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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, 146–51 
Self-limiting beliefs, 26–29, 41, 58, 144–46 
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 

 ethical considerations, 575–76 
 financial management and, 574–75 
 ideas for, 570–72 
 key takeaways, 576–77 
 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, 399–424 

 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, 400–401 
 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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 as side hustle, 573 
 TikTok, 322, 349, 405, 412–14 
 trademarking business names and, 386 
 video broadcasts through, 349 
 viral trends on, 403–4, 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, 382–83 
 as side hustle, 570 

Spencer, J., 41 
Spiritual health, 186–88 
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, 214–15 
 check signing authority and, 442 
 client issues and, 354–55 
 complaints of, 162–65 
 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 

 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, 510–11, 

532 
 training for. See Training 
 vacations for, 195 
 virtual, 519–34. See also Virtual law firms 
 wages. See Compensation 
 written warnings for, 285, 303–4 

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, 276–77 
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, 66–68 
 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, 636–37 
 closing a law firm, 628–29 
 exit strategies, 620–22 
 firm valuation and, 622–24 
 gifting a law firm, 629 
 importance of, 621 
 legal and financial considerations, 634 
 mergers and acquisitions, 630–32 
 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, 44–47 
 emotional health and, 184 
 self-care and, 189–92 
 sharing goals with, 56 

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, 

319–20 
 consolidation of legal tech companies, 320–22 
 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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 entrepreneurship and skill development, 83 
 evaluation of existing tools, 323–24 
 evolution of law practice and, 10–11 
 future of, 329–30 
 keeping up with, 310–11 
 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, 510–11, 

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, 105–42 

 audits of time and energy, 39–40, 106–9, 153, 
482 

 “big rocks” metaphor for, 113 
 boundaries and, 342 
 controlling your schedule, 127–32 
 daily schedules, 122–23 
 deadlines for, 119 

 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, 139–40 
 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, 456–58 
 timekeeping software for, 319 

The Tipping Point (Gladwell), 386 
Townsend, John, 114 
Toyoda Production System, 235, 315 
Traction (Wickman), 48–49, 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, 502–3 
 videos for, 351 
 virtual law firms and, 527 
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Transcription programs, 405 
Translation and interpretation services, 542 
Trauma-informed law, practicing, 196–98 
Trauma-Informed Law (American Bar Associa-

tion), 196 
Trauma Stewardship (Lipsky & Burk), 196 
Trautz, Reid, 308 
Trello (project management tool), 156, 318, 504 
Trudeau, Renée, 114 
Trust accounts, 214, 477–78, 540 
Trust and rapport, 256, 257–59, 353, 374 
Twain, Mark, 29, 123 
Two-tier partnerships, 601 

 

U 
Uber, 310 
Umbrella insurance, 222 
Unauthorized practice of law (UPL), 546 
Unconscious mind, 117 
Unreasonable Hospitality (Guidara), 506 
Unstructured time, 132–33 
Upwork (remote staff platform), 522 
Urgent calls, 248–50 
Urgent-important matrix, 23–25 
User-generated content, 403 

 

V 
Vacation time, 59, 117, 180, 194–95 
Values of law firms, 157, 340, 341, 495, 507. See 

also Law firm culture; Mission statements 
Van Der Kolk, Bessel, 199 
Vendors 

 at conferences, 326 
 phone calls from, 243, 248 
 for promotional materials, 370 
 researching, 325–26 
 training on new technology, 322 

Venmo, 215, 476 
Vibrational frequency, 26 
Video clips, 405, 410, 411, 412–14, 416 
Video conference calls, 351 
Video interviews, 487, 517–18, 525 
Video monitoring tools, 504 
Videos 

 film production as side hustle, 572 
 for marketing, 383–84 
 social media and, 349, 402, 409–10 

 turning into blog articles, 381 
Virtual assistants (VAs), 521–22 
Virtual law firms, 519–34. See also Technology 

 benefits of, 314, 523–24 
 Google My Business accounts and, 378 
 hardware and software for, 527–28 
 hybrid offices for, 522–23 
 ideal functions and jobs for, 524–26 
 key takeaways, 533 
 laws, taxes, and obligations, 529–31 
 overview, 520–21 
 productivity and success, gauging, 531 
 reflections, 534 
 staffing agencies for, 528–29 
 termination of staff, 532 
 transition to, 526–31 
 virtual assistants, 521–22 

Virtual phone systems (VoIP), 225 
Virtual Private Networks (VPNs), 320 
Vision boards, 29–30, 555 
Vision statements, 68–69, 111, 340, 364 
Vistage, 84 
Vistaprint (business cards), 372–73 
VoIP (virtual phone systems), 225 
Volunteering 

 community leadership and, 560 
 conference planning, 561 
 conferences, speaking at, 382–83 
 media interviews, 242, 247, 389–90 
 pro bono cases, 474, 560 
 speeches to the community, 382–83, 387, 562 

VPNs (Virtual Private Networks), 320 

 

W 
Wages. See Compensation 
Walker, Matthew, 181 
Walking, 182 
Walmart-style law firms, 63–64, 452–53, 459 
Waste elimination, 310, 315–16 
Wave (digital business cards), 373 
Waytz, Adam, 134 
Weaknesses 

 ADHD and, 118 
 business responsibilities and, 101–2 
 delegating tasks and, 86 
 generational differences and, 165–66 
 management skills and, 144, 146 
 staff members to offset, 91 
 in SWOT analysis, 66–68 
 of teams, 157 
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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, 466–67 
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, 285–87 

 employee manuals, 283 
 file disposal, 276–77 
 human resources guidelines, 277–83 
 key takeaways, 287 
 lifecycle of a case, 271–74 
 mapping operations and procedures, 269–71 
 opening a case, 274–75 
 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, 305–6 
 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, 402–3, 405, 
537, 562, 571 

 goals, 57 
 as side hustle, 571 

Written employee warnings, 285, 303–4 
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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