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EXPERIENCED. CREATIVE. CONNECTED.

&’
- Complete Practice - Bring Strength
& Efficiency to Your Firm
/ \ v Presented By: Jeffrey Schoenberger, Esq.
2 £ jschoenberger@affinityconsulting.com
\ // (614) 602-5491
| _ /
‘/ SMART BUSINESS STRATEGIES FOR THE LEGAL WORLD.
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Strategic Planning

Get Your Meetings Under
Control




Invest in Teaching
People about Time
Managment

Process Matters
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Understand the
Importance of
Leadership

MARKETING
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MARKETING

Improve Your Law Firm
Referral Contacts




Don’t Forget To Start With
Your Clients

Seek Client Feedback




Set Time Aside for
Business Development

Relationships
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Build a Technology Plan
for Your Office

Have a Cloud Strategy




Use The Right Tool for the
Job

Get Training for
Everything
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‘Technology Problems’
are not always
Technology Problems

@)

FINANCE

NNNNNNNNNN

24

12



25

26

a

FINANCE

@

Set Your Targets And
Then Mleasure Them.
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Have a Billing Process.

With Deadlines.
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Value/Flat Rate Billing?
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Internal Controls

A

NNNNNNNNN

And Your Trust Account
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MANAGEMENT

L

Strategic Planning
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Get Your Meetings Under
Control
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Effective Meeting Tips
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29 minutes 56 seconds
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The Value of the Issue List

® « Everything has
a place
« We feel better

knowing our
issue will not

get lost A
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Invest in Teaching
People about Time
IManagement

48
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How do you fitit all in?

Busy =/= Getting Things Done

Deep and Shallow Work

VALUE = IMPACT
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Busy =/= Getting Things Done

Don’t “drown in the shallows”

N NN A
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Process Matters
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“Applying

technology to an -

inefficient process 2 |

gives you a net gain \ A

of zero.” * —
Affinity
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Tackling Process Challenges

> 85% of a worker’s effectiveness is determined
by the system he works within, only 15% by
his own skill.

-William Deming
» Process first, technology second
> KISS

Everything should be made
as simple as possible,

but not simpler.

Albert Einstein
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Understand the
Importance of
Leadership

Working “on”
the business

Providing Clear
Direction

Creating
Openings

58
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Working “in”
the business

Creating
Clear
Expectations

Ensuring
Things Get
Done
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How Do You Make Time?

DELEGATE AND ELEVATE

Love doing it & great at doing it

Don't like doing it & good at
doing it

Like doing it & good at doing it

Don't like doing it & not good at
doing it

A
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Leadership and Management

Leadership Leadership
without With
Management Management

% HALLUCINATION GROWTH
o)
3 No Leadership No Leadership
3 Or Management [With Management

NIGHTMARE RUDDERLESS

Management !
Affinity
61
FINANCE MANAGEMENT
TECHNOLOGY MARKETING !
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62

31



4/2/20

MARKETING

MARKETING

32



4/2/20

wwwwwwwwww

Other
Law Firms
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Strategic
Partherships

67

Parther with
Good Marketers
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Return the
Favor
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Track Your
Referrals
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And
Thank Them
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Don’t Forget To Start With
Your Clients
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Cost of
Acquisition

73

They Already
Love You
(Hopetully)
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Lifetime
Value
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Grade
Your Clients
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Seek Client Feedback

Ask Regularly

78
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Address
Bad Feedback
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Invest in @
Survey Tool

80

4/2/20

40



4/2/20

Set Time Aside for
Business Development

Hunting
and Eatfing
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Make Time

83

Spend Your
Non-Billable Time
Wisely
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Relationships

The New
Marketing
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How Are

You Viewed?
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Build a Technology Plan
for Your Office

Stop managing technology
by crisis

92
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Proactive vs.
Reactive dollars
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Create a business plan or an
on going budget

This is where | am

This is where | want to be at the end of
the year

This is where | want to be after 5 years
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Technology is (almost always)

not a project
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Have a Cloud Strategy
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Email?

Software as a Service
Hosted Infrastructure
Hosted Applications?
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Security, Security,
Security

X

[

RULE 1.1 - COMPETENCE
A lawyer shall provide competien

representation to a client. Competent
representation requires the legal knowledge,
skill, thoroughness and preparation reasonably
necessary for the representation.
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RULE 1.1 COMMENT 8

To maintain the requisite knowledge and skill, a

lawyer should keep abreast of changes in the

law and its practice, including the benefits and

risks associated with relevant technology,

engage in continuing study and education and

comply with all continuing legal education

requirements to which the lawyer is subject. A
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> the process of converting information or data into a code,
especially to prevent unauthorized access.

f
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Get Training for
Everything
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Handcuffs vs Seatbelts
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Budget for quality training
every year

Admit that you can’t afford the technology
without training

Your staff will likely not just LEARN the software
on their own

Amortize training into your TOTAL COST of
ownership - including depreciation costs
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‘Technology Problems’
are not always
Technology Problems
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Technology
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Affinity
Set Your Targets And
Then Mleasure Them.
A
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Scorecard Perspective

, Grow revenues, Increase
Financial | profitability, eliminate waste

Manage brand
and diverse
client base, (

, ¢ , Create

Learning Balanced ( Customer jawareness,

ERSTONTH Scorecard establish brand
and image,
foster loyalty

adapt to
evolving
environment

Set Market standards,

WU A
Affinity
115
Key Metrics You May Measure
» Hours Entered vs. Billed
» Discounts
» Write-offs
» Expenses
» Realization Rates A
Affinity
116
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January

New Clients
New Projects Opened
New Recurring Matters

14
34

Available Hours 5308 4968 5176 5092 4392 4420 4572 4480 4820
Billable Time Worked 3131 2969 3263 3148 2713 2877 2614 2481 3025
Percentage of Hours Billed 58.99% 59.76% 63.04% 61.82% 61.77% 65.09% 57.17% 55.38% 62.76%
No Charge 357 278 347 353 242 507 237 268 280
No Charge % 11.40% 9.36% 10.63% 11.21% 8.92% 17.62% 9.07% 10.80% 9.26%
Non Billable Time 2016 2316 2573 2299 2100 2180 2447 2407 2369
Total Hours 5147 5285 5836 5447 4813 5057 5061 4888 5394
Mnth Avg Billable Per 92.1 92.8 105.3 104.9 90.4 99.2 90.1 85.6 100.8
Non Billable % (of Total) 39.17% 43.82% 44.09% 42.21% 43.63% 43.11% 48.35% 49.24% 43.92%
Billable % (of Total) 60.83% 56.18% 55.91% 57.79% 56.37% 56.89% 51.65% 50.76% 56.08%
# of hours over Available -565 165 380 167 13 -47 -43 16 354
# of days over Available -71 21 48 21 2 -6 -5 2 a1
# of days avail over / consultant -2 1 2 1 o 0 0 o 1
Value of Time Worked $501,163.17 $494,396.00  $547,456.92  $586,906.94  $481,925.26  $501,901.36  $459,039.61  $418,070.56  $511,580.34
Target 1 $469,311.24 $469,311.24  $469,311.24  $469,311.24  $469,311.24  $469,311.24  $469,311.24  $469,311.24  $469,311.24
Over/Under $31,851.93 $25,084.76  $78,145.68  $117,595.70  $12,614.02  $32,590.12  ($10,271.63)  ($51,240.68)  $42,269.10
|Trust Balance Y s01,558.81 $368,412.74  $441,694.70 $82,926.17 $88,198.20 $129,932.83 $90,008.18 $114,572.17  $100,087.80
Number of Bills Sent 415 469 243 429 a2 247 435 465 440
Value of Bills Sent $536,930.54 $381,141.59  $382,885.38  $570,591.81  $601,540.46  $700,301.74  $471,338.67  $403,019.53  $538,347.49
Average Bill $1,293.81 $812.67 $864.30 $1,330.05 $1,360.95 $1,566.67 $1,083.54 $866.71 $1,223.52
Budget to Actual Expenses ($16,879.77) $12,146.61 | ($37,264.85) | ($9,648.57) | ($18,658.49) | ($29,656.81) | ($21,986.82) = ($1,318.65)  ($10,031.82)
Goal To Actual Overall T s101,933.72 7 $2906294  $13,426.33 $88,352.64  ($3,208.29)  $13,621.64  ($57,681.32)  (S76,680.65)  $6,757.73
A/RTotal Y $254,563.68 $229,097.43  $188,484.32  $195,370.99  $276,172.84  $190,141.89  $114,084.15  $145,918.29  $199,683.44 A
A/R Greater > than 60 Days $78,619.77 $53,187.42  $55,836.25  $60,602.49  $51,686.07  $58,614.04  $33,121.26  $26,149.99  $50,427.76 i
Under 60 69% 7% 70% 69% 81% 69% 71% 82% 75% Afﬁ ni ty
CONSULTING
For mustration only.
2015 Firm Metrics Tracking
2015 YTD
Budget Jan Feb March Actual  YTD Avg/MN 1_ # 0' new cases
1 # of New Matters 120 6 9 8 52 52.0
Flat Fee 3 3 47 2 26.0
Hourly 2 5 d 21 21.0
Contingent 1 0 N 3 30 2_ Mnn“‘lv B ngs
Pro Bono 0 1 o” 2 20
2 Billings
v
#of Hours|  1500.00 125.00 110.00 13000  675.00 675.0 3_ no‘lars co‘lecteu
Billed $ on Hourly
Cases 15,500.00 8,500.00 12,500.00 36,500.00 36,500.00
Billed Flat Fees 420000 280000 6,800.00 13,800.00  13,800.00
Total Fees Billed 19,700.00 7 11,300.00 ” 19,300.00 50,300.00 ” 16,766.67 A
Avg Hourly Rate 157.60 102.73 14846 74.52 4- “nnllled no“rs = WIP
3 Collected
Hourly Fees 11,00000 600000 12,500.00 29,500.00 29,500.00
Flat Fees 4,500.00  7,800.00  6,000.00 ” 18,300.00 5_ Monev nnt cn“ecte“ —
Contingent 000  8,500.00 0.00” 8500.00
Collected Total 270,000.00 15,500.00 22,300.00 18,500.00 56,300.00  18,766.67 accn“nls recei“anle
Collection d
Realization Rate 787%  197.3% 959%  111.9%
4 Unbilled Hours 75 100 55 230 6 w = “
Unbilled Fees 15,750.00 21,00000 11,550.00 48300 N I'Ile 0 S
5A R
Jan Feb March
Total $13,100.00 $15,100.00 $19,500.00 1. Prosnects
30 Days $5,600.00 $6,200.00 $9,500.00
60 Days $1,500.00 $2,500.00 $4,500.00
90 Days $3,000.00 $2,000.00 $1,200.00
120 Days $0.00  $900.00 $1,500.00 A
Over 120 Days $3,000.00 $3,500.00 $2,800.00
- Affini
6 Written Off [ In Ity
n $600.00 $0.00 $250.00  $3,150.00 CONSULTING
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BUDGET JAN Y10
Client Advanced Expenses P
Filing Fee Expense Paid 3,500.00 $1,039.21
CAC Postage and Delivery Paid -$15.90 4
CAC Medical Records 850.00 $104.29 Y
CAC Deposition Transcript Fees 5.000.00 _$1.323.48 Y
Total Client Advanced Expenses 9,350.00 7'$2,451.08 F
General and Admin |
Auto Expenses Y ll —
Parking Fees $400.00  $135.00 | r n
Total Auto Expenses. ¥ $400.00” $135.00 "
Bank Service Charges
Credit Card Fees $3,200.00  $447.38 I
Retum Check Bank Fee $50.00  $56.20 r
Total Bank Service Charges ¥ $3.250.007 $503.58 r
Business Development Expenses
Advertising and Promotion $3,000.00  $128.00 4
Meals and Entertainment $1,500.00  $235.94 I
Website $6,500.00 __$650.00 Y rt
[+ ¥$11,000.00 7 $1,013.94 Y
Computer and intemet
Software $5.800.00  $702.62 ¥ 70262
Hardware - PCs, Printers $1,300.00  $359.39 ¥ 35039
Email Hosting $1,500.00  $120.48 r 120.48
Internet $3600.00  $288.60 E: 288.60
Coples.Printer Maintenance Cont $100.00 $12.50 | 12.50
Total Computer and Intemet ¥ $12,300.00 7 $1,483.59 ¥ 1.483.59
Equipment Leasing $375.00  $30.89 30.89
Insurance Expense
MalPractice Insurance Coverage $8,900.00 $2.449.55 ¥ 244955
Insurance Expense - Other $650. $444.72 ¥ 444.72
Total insurance ¥ $9,550.00 7 $2,894.27 Y 289427
Interest Expense $350000  $515.26 ¥y 51526
Miscellaneous Expense $500.00  $8228 Y 8228
se
Phone $2580.00  $215.37 ¥y 21837
Telephone Expense - Other $240000 _ $173.57 4 173.57
TotalTelephone se 7 $2,980007 $388.94 ¥ 38894
Rent Expense $78,000.00 $6.416.38 Y 641638
Total Occupancy Expense 77$78,000.00 7 $6,416.38 Y 641638
Supplies - Office $450000  $773.57 r 773.57
Postage and Delivery $500.00  $123.50 Y 12359
Repairs - Office Equipment $500.00 $151.69 r 151.69
Payroll Expenses
Impounded Funds $0.00 $0.00
$175,000.00 $13,834.97
ER Taxes $22,000.00 $1,636.41 ¥ 163641
Payroll Fees $1.000.00 _ $276.48 r 27648
Total Payroll Expenses 7$198,000.00 ’$15,747.86 ¥ 1574786 A
fessional Fees
Accountant $2,500.00  $40.00 o .
Business Consuitant $18,000.00 __$679.00 ¥ 679.00 Affl n |t
Tota Professional Fees ¥ $20,500.00 ’511,810.50 ¥ 11,810.50 I NS
Total General and Admin 7$347,855.00 5542,071.34 Y 4207134
Total Expense SIS7.20500 $44522.42 Y 4452242
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Bad Lead

Capture/Follo
w Up

No Client
Retention
Plan

Uncapture
d Time

Bad or Non-Existent
Collection Processes
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CONSULTING
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Have a Billing Process.
With Deadlines.

A
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Contemporaneous
Time Entry
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Punctuation, Grammar
and Capital Letters
Matter

123

Run Pre-Bills on the 1t
Business Day
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Review Deadline

125

Understandable
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Out by the 5th

127

Due Dates that Mean
Somethinge
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AR Plan

129

NO WORKING FOR
FREE

130

4/2/20

65



131

Value/Flat Rate Billing?
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RISK
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Internal Controls

» The Money You Have Now
» Your Future Money
> Your Stuff

A
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Signers/Reconciling

Bank Statement Review

Signing Checks

Sign off on Bank Reconciliations
Stale Checks

Uncleared Receipts

Check Stock

VVVVVYY
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Don’t forget!

Review statements

Verify charges

Watch for client costs
Track like a bank account?
Personal vs Business
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Online Banking?¢

137

Other Things...

YV V.V V

Line of Credit?
Payroll?

Accounts Receivables
Reporting/Trends

=
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And Your Trust Account

A
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The buck stops here...
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> Regular reconciliations (same rules...)
» Three Way Reconciliation
» Do not comingle funds
» Understand refundable/non refundable and
your state rules
A
Affinity
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BOILING THE OCEAN

%
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MANAGEMENT
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Strategic Planning

Get Your Meetings Under
Control




Invest in Teaching
People about Time
Managment

Process Matters
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Understand the
Importance of
Leadership
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MARKETING
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MARKETING

Improve Your Law Firm
Referral Contacts




Don’t Forget To Start With
Your Clients

Seek Client Feedback




Set Time Aside for
Business Development

Relationships
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Set Your Targets And
Then Measure Them.

A
Affinity
Have a Billing Process.
With Deadlines.
A
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Value/Flat Rate Billing?

Internal Controls

A
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And Your Trust Account

Affinity
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TECHNOLOGY A
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Build a Technology Plan
for Your Office

168
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Have a Cloud Strategy

Security, Security,
Security




Get Training for
Everything

‘Technology Problems’
are not always
Technology Problems
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QUESTIONS?

Jeffrey Schoenberger, Esq.
jschoenberger@affinityconsulting.com
(614) 602-5491
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