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Presenter
Presentation Notes
You are in business for yourself because you are good at something and quite often, that something is not running a business.

Today we are not here to speak to you about how to practice law, we are here to help you to open your doors of your new law practice in a way that will afford to less headaches and a strong foundation to build a lasting practice.

A little bit about Kelly

A little bit about Jeff



Out On Your Own — Discussion

e Down Economy = Less Jobs
— Leaving Large Firm
— New to Law, Recent Graduate

e \Want more freedom
e \Want to work from or close to home

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Presentation Notes
This is a discussion with the audience.

How or why do you become a solo

Positives 

Both of us are solos but work with contractors



@
BIGGEST MISTAKES MADE 8

By New Business Owners

e Lack of Planning prior to opening for business

e Not understanding the key elements of
owning your own business
— Need a Self-Starter Attitude
— Perseverance to weather ups & downs
— Define your Goals for Personal & Professional Success

e Not engaging in Experts to assist you

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Presentation Notes
Lawyers are smart … 

Cash flow is king, queen is time, opportunities 

6 hours of expert v. 2 weeks of you figuring it out
$200 per hour 

How many of you:
Are in business for yourself
Are solos?
Are solos by choice
Keep track of billable of time 
Create your bills
Write your checks
Reconciled a bank account? 
Setup a file server?




Experts To Engage

MUST HAVES:

e Technology/IT

e Accountant

e Bar Association - LOMAP
CONSIDER:

e Peer In Business for 1 + years
e Business consultant/Mentor

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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B I

efore You Open Your Doors

e Choose your Name, Legal Entity, EIN
— What does your state allow/require?
— What are the benefits and consequences of each?
— Tax Requirements

e Bar Association Registration

— Obtain training or at least documentation on Trust
Requirements

e Setup Bank Accounts
— Will need at least 2, Operating & Trust

e Create Action Plans & Identify Processes

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Where To Get Help

e Professional Organizations
— ABA

— State Bar
e LOMAP

— Small Business Association (SBA)
e Online Courses

e Mentoring

— State Bar and other Professional Groups
— Peers

— Law Schools

— SCORE by SBA

o \Nebsites

® . . Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Presentation Notes
LOMAP

Let’s mentioned technology … why are we at legaltech …???


@
The Key to Leveraging Your I
Time & Your Work Load

e TECHNOLOGY (we are at LegalTech right?)

— Meet regulations regarding Accounting and
Record-Keeping

— Won’t need to hire staff on Day 1

— You can work from anywhere

— Able to handle more cases with same resources
— Track & visualize your work-flow processes

— Allows you to market yourself less expensively
and more effectively

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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True solos now … 


TECHNOLOGY MUST HAVE: I

Workstation

e DO
— Buy a hame brand with a good warranty
— Get plenty of RAM
— Get a large hard drive (esp. if this is your only PC)
— Make sure it has enough video power
— Think about how you plan to work

e DO NOT

— Forget what the workstation needs to do

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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TECHNOLOGY MUST HAVE: I

Printer

e DO
— Consider consumables

— Think about all of the different paper types and
envelopes you have to print

e DO NOT

— Buy an inkjet, consumables are too high
— Underestimate necessary paper capacity

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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TECHNOLOGY MUST HAVE: 8

Scanner

e DO
— Buy a scanner that scans to PDF by default
— Consider a scanner at every desk

e DO NOT

— Forget to consider where saved documents will
be saved and how you will find them

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Who is creating folders on their own?


TECHNOLOGY MUST HAVE: I

Redundant Backup

e DO
— Have a rotation (5,6,10,11, or 12)
— Have one copy offsite at all times
— Perform a full backup

e DO NOT
— Forget to test your backup regularly

— Backup only parts of a mission critical PC or
server

— Forget to run application specific backups

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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TECHNOLOGY MUST HAVE: 8

Email

e DO
— Use an email address with your own domain

— Remember to backup your email

e DO NOT

— Use a non-professional email address (aol.com,
yahoo.com)

— Forget that some email clients integrate with
other applications and some do not

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Cost to get your own email and domain is CHEAP!! 


TECHNOLOGY MUST HAVE: I

Phone & Fax
e DO
— Consider Internet phone and/or eFax
e DO NOT

— Forget about options like call forwarding,
simultaneous ring, etc.

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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TECHNOLOGY -

What SHOULD you consider?

e Website
e Online Search Optimization
e Smart Phone/PDA Synchronization

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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	Today, most potential clients will check your website before they make the initial call to you.  Your website is their first impression of your firm.

	Make sure your site is optimized for search engines so that people can find you.

Facebook 



TECHNOLOGY I

What WOULD BE NICE to have!?

e Server (if more than just one attorney)

— Servers make it much easier to share data,
provide remote access, set security and manage
computer users

e Digital Dictation

— With digital dictation, you can dictate files to an
electronic format and send them over the
network or email

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Where Will You Work!? I

e Do You Need an Office?

— Today, it is possible to operate a “Virtual” office,
especially if you do not routinely meet with clients
in the office.

— Perhaps, all you need is conference space from
time to time. Consider a strategic partnership
with a firm that has it.

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Where Will You Work? (cont.) I

e Other Options
— Office Sharing
— Opening Your Own Office

e Don’t Forget the Cost of:
— Building to Suit
— Furniture

— Cabling, wiring, networking

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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ind and Select Qualified Experts

e Best method is referrals

— Use your network of peers and associations

e Contact at least 2 or more

— Ask for references and follow-up

e Make sure to explain your priorities, goals and
unique business processes

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Presentation Notes
First decision factor is services offered
Next is cost
Final is personality and service style – something the most important!


C I

apital and Financing

e Start Up Expenses

e Monthly Expenses
— Fixed
— Variable

e Budgets
 Financing Options

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Operations Analysis I
Keep Yourself & Your Client Happy

e Do your clients require special hours?
e How many hours do you need/want to work?
e What is standard in your industry?

e What are your client’s expectations?

— Setting reasonable expectations equals happy clients
and happy lawyers.

e What do your competitors offer?
e How much work can you handle?

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Setting reasonable expectations equals happy clients and happy lawyers.
If clients think you are available 24/7 for their calls or able to return every call that day, how does that effect your ability to service multiple clients
Callback personally within a few minutes, and they will come to expect it.  OK for few, disasterous for many.



How Will You Get Your Clients!? I

e Existing Niche/Specialization/Reputation

e Traditional Marketing
— Martindale Hubbell
— Newsletters to existing and potential clients
— Lawyer-to-Lawyer
— Networking Groups
— Print
e Article writing
e Press releases/Open House

e Online
— Website
— Blogs
— Search Engines

e Social Marketing (LinkedIn, Twitter, Facebook, etc.)

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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hat software will help you manage your office
and service your clients!?

e Case Management

e Document Management
e Time/Expense and Billing
e Accounting

e Legal Research

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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ase Management

e Stay Organized
— Client phone numbers, history, etc. are easier to find.

— Allows you to find and reuse the knowledge you have
accumulated rather than reinvent each time

e Outlook v. Case Management

e [ntegration with other software Email,
Documents, Internet, Time & Billing

e Track and visualize your work-flow processes

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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ocument Management

e A Document Management System provides:
— Organization and accessibility for documents
e Consistent save locations
e Consistent naming conventions
e Search by Client, Matter, Text and more

— Searching is much faster and more advanced than
Windows alone

e Security

— Secure entire clients or specific documents

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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C Tmeandilng

ime and Billing

e Track time
e Track expenses

e |nvoice clients for services

— Produce clear, accurate and professional looking bills
e Track Accounts Receivable*
e Receive Payments™

* An Integrated Accounting Software or a link will help to
reduce double-entry.

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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ccounting

e Need to track cash in-flows and out-flows
e Trust Account

— Make sure your accounting software is capable of
tracking Trust Accounts in the way your state bar
requires

e Financial Statements
e Tax Returns

— Work with your Tax Professional early to make sure your
accounting system can create the reports they will need

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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egal Research

e Needed more in some areas of practice

e Free v. Registered v. Subscription-based
resources

e Consider speaking with a few vendors to get
an idea of what is available

e Whatever you choose, have a way to track
your time spent and save back into your Case
Management system

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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MISSPELLED NAME? PART OF AN ADDRESS?
 
Try to do a public records search with either of these and you could quickly reach a dead end -- unless you turn to LexisNexis. Only LexisNexis offers SmartLinx(R) technology with the power to intelligently connect a diversity of records across multiple sources to a single person or business entity. Its ability to "see" relationships reveals associations and hard-to-find facts that might otherwise remain hidden.

Statutes, and even caselaw, can be gotten from a number of sources, sometimes even the state.
 
But there is additional content that they have to create an account to access.  For instance: at LexisNexis there is a verification check when we get a new customer, where they verify that the practice is legit, and a law firm, and that the people are who they said they were.  Once they’re verified, they can get special access to public records and additional content, and they get access to more data than the general public would.  Also, if they use a reasonable amount, they get a discount if they subscribe, plus some protection from month to month overages to let the cost be predictable.
 
A lot has to do with the practice area, as well. There is specialized content by practice area.  If someone is a litigator they will want access to legal research tools that let them see not only the statutes and caselaw, but also the profiles of the judge (what do they typically try? How do they generally rule?), opposing counsel, etc.  LexisNexis offers CourtLink profiles (only $20 by report, no subscription required, or subscription for high volume users).
 
There is one small law estate planner who says that the automated forms (court forms that were revised by the courts, and at LN we have editors who automate those forms) help him put out wills that never get overturned in court.  He said that a lot of attorneys who cut and paste from “model documents” forget to update the statute citations in the document year over year and wind up submitting wills that get contested because the citations are erroneous/no longer valid.  This is expensive and time consuming, and also increases the risk (plus hits to the reputation).
 
There are lots of studies that show that paying for subscription research (which can be news/business for background check, not just legal research) saves attorneys time, and if time is money then this is potentially saving them money to take advantage of the additional power features that subscription research offers over free.
 
So it’s worth talking to some vendors, and not just going with what’s free 100% of the time.  Free can be “good enough,” for many things, but when it really counts the experts go with expert sources…
Lexis sells what it calls “menus” which are by state, and a small (and therefore affordable) set of jurisdiction-specific content.  So in CA they would purchase a California “basic” menu.  The rep could describe what other content was available.  Basically as long as they get “smartlinx,” which are links to public records and related stuff, and an account, they can use little, and then buy transactionally the other stuff when needed.

http://law.lexisnexis.com/specialized-law-firms/research-solutions-practice-area-research 
 
http://law.lexisnexis.com/lexis 
 
LexisOne has stuff transactionally, and some for free
http://www.lexisone.com/lx1/caselaw/freecaselaw?action=FCLDisplayCaseSearchForm&l1loc=FCLOW 



@ | I

s It Time to Hire? - Discussion

e \When to hire
e How to hire

e How to vet

e Job Descriptions

— Start with the processes they will be in charge of
e Setting Expectations
e Investigate payroll and tax requirements

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Online/Unsolicited submissions are like blind dates
ALWAYS REQUEST AND CHECK REFERENCES 
Education too
Background Checks
Some payroll companies also perform Human Resources services 
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ou Made It — End of Your First Year In
Business

e Tax Returns

— Year-end opportunities
e Closing your accounting books and software
e Review first year

e Plan for next year
— Budgets

e New clients

Kelly Jones & Jeff Krause - LegalTech West - June 25,2009
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Questions!?

Jeff Krause Kelly Jones

Krause Practice Management, LLC BTF Services, Inc.

262-806-7218 (Tel.) 480-422-4315 (Tel.)

262-922-4135 (Fax) 480-422-4315 (Fax)

jeff@krausepm.com kelly@btf-services.com

http://www.krausepm.com http://www.btf-services.com
@ LexisNexise Kelly Jones & Jeff Krause - LegalTech

\A/act - Tiine 265 20N0


mailto:jeff@krausepm.com�
mailto:kelly@btf-services.com�
http://www.krausepm.com/�
http://www.btf-services.com/�

	Practice Management�Newly On Your Own: Best Practices for Starting Up New Solo or Small Law Firms��Presented By:��Jeff Krause			Kelly Jones�Krause Practice Management		BTF Services
	Out On Your Own – Discussion
	BIGGEST MISTAKES MADE�By New Business Owners
	Experts To Engage
	Before You Open Your Doors
	Where To Get Help
	The Key to Leveraging Your �Time & Your Work Load
	TECHNOLOGY MUST HAVE:�Workstation
	TECHNOLOGY MUST HAVE:�Printer
	TECHNOLOGY MUST HAVE:�Scanner
	TECHNOLOGY MUST HAVE:�Redundant Backup
	TECHNOLOGY MUST HAVE:�Email
	TECHNOLOGY MUST HAVE:�Phone & Fax
	TECHNOLOGY�What SHOULD you consider?
	TECHNOLOGY�What WOULD BE NICE to have?
	Where Will You Work?
	Where Will You Work? (cont.)
	Find and Select Qualified Experts
	Capital and Financing
	Operations Analysis�Keep Yourself & Your Client Happy
	How Will You Get Your Clients?
	What software will help you manage your office and service your clients?
	Case Management
	Document Management
	Time and Billing
	Accounting
	Legal Research
	Is It Time to Hire? - Discussion
	You Made It – End of Your First Year In Business
	Questions?

