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SMART BUSINESS STRATEGIES FOR THE LEGAL WORLD.

EXPERIENCED. CREATIVE. CONNECTED.

Complete Practice – Bring Strength 
& Efficiency to Your Firm

Presented By: Jeffrey Schoenberger, Esq.
jschoenberger@affinityconsulting.com

(614) 602-5491
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1
Strategic Planning
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Get Your Meetings Under 

Control
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3
Invest in Teaching 
People about Time 

Managment
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Process Matters
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5
Understand the 
Importance of 

Leadership
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MARKETING
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1
Improve Your Law Firm 

Referral Contacts
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2
Don’t Forget To Start With 

Your Clients
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3
Seek Client Feedback
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4
Set Time Aside for 

Business Development
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5
Relationships
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TECHNOLOGY
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1
Build a Technology Plan 

for Your Office
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2
Have a Cloud Strategy
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3
Use The Right Tool for the 

Job
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4
Get Training for 

Everything
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5
‘Technology Problems’ 

are not always 
Technology Problems
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FINANCE
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1
Set Your Targets And 

Then Measure Them.
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Have a Billing Process.

With Deadlines.

27

3
Value/Flat Rate Billing?

28



4/2/20

15

4
Internal Controls
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5
And Your Trust Account
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MANAGEMENT
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1
Strategic Planning
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2
Get Your Meetings Under 

Control
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Regular team meetings
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Death by Meeting
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Effective Meeting Tips
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Starts on Time
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http://e.ggtimer.com/
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Ends on Time
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Has an Agenda
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Sticks to the Agenda
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The Issue List
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The Value of the Issue List

• Everything has 
a place

• We feel better 
knowing our 
issue will not 
get lost
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Issue Resolution
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3
Invest in Teaching 
People about Time 

Management
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How do you fit it all in?
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Busy =/= Getting Things Done

Deep and Shallow Work

VALUE = IMPACT
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Busy =/= Getting Things Done

Don’t “drown in the shallows”
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4
Process Matters
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53

Innovation
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“Applying 
technology to an 
inefficient process 
gives you a net gain 
of zero.”

SYNERGY BETWEEN PROCESS AND TECHNOLOGY

55

Tackling Process Challenges

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

-William Deming
Ø Process first, technology second
Ø KISS
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5
Understand the 
Importance of 

Leadership
57

Leadership

Working “on” 
the business

Providing  Clear 
Direction

Creating 
Openings
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Management

Working “in” 
the business

Creating 
Clear 

Expectations

Ensuring 
Things Get 

Done

59

How Do You Make Time?

DELEGATE AND ELEVATE
Love doing it & great at doing it Like doing it & good at doing it

Don’t like doing it & good at 
doing it

Don’t like doing it & not good at 
doing it
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Leadership and Management

61

Leadership 
without 

Management

HALLUCINATION

No Leadership 
With Management

RUDDERLESS

Leadership 
With  

Management

GROWTH

No Leadership
Or Management

NIGHTMARE

Le
ad

er
sh

ip

Management
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LAW PRACTICE MANAGEMENT

FINANCE MANAGEMENT

TECHNOLOGY MARKETING
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MARKETING
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1
Improve Your Law Firm 

Referral Contacts

65

Other
Law Firms
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Strategic
Partnerships

67

Partner with
Good Marketers
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Return the
Favor

69

Track Your
Referrals
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And
Thank Them

71

2
Don’t Forget To Start With 

Your Clients
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Cost of
Acquisition

73

They Already
Love You
(Hopefully)
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Lifetime
Value
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Grade
Your Clients
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3
Seek Client Feedback
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Ask Regularly
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Address
Bad Feedback
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Invest in a 
Survey Tool
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4
Set Time Aside for 

Business Development
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Hunting
and Eating
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Make Time

83

Spend Your
Non-Billable Time
Wisely
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5
Relationships

85

The New
Marketing
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How Are
You Viewed?
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LAW PRACTICE MANAGEMENT
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TECHNOLOGY
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1
Build a Technology Plan 

for Your Office

91

Stop managing technology 
by crisis
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Proactive vs. 
Reactive dollars

93

Create a business plan or an 
on going budget

This is where I am
This is where I want to be at the end of 
the year
This is where I want to be after 5 years
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Technology is (almost always) 
not a DO IT YOURSELF project
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2
Have a Cloud Strategy
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97

Many Options

Ø Email?
Ø Software as a Service
Ø Hosted Infrastructure
Ø Hosted Applications?
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3
Security, Security, 

Security

99

A lawyer shall provide competent 
representation to a client. Competent 
representation requires the legal knowledge, 
skill, thoroughness and preparation reasonably 
necessary for the representation.

RULE 1.1 - COMPETENCE
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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.

RULE 1.1 COMMENT 8
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ENCRYPTION:

Ø the process of converting information or data into a code, 
especially to prevent unauthorized access.
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HOME OR WORK WIFI

103

RISK OF PUBLIC WIFI
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PASSWORD MANAGER

105

4
Get Training for 

Everything

106



4/2/20

54

Handcuffs vs Seatbelts

107

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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5
‘Technology Problems’ 

are not always 
Technology Problems
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People

Technology

Process
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LAW PRACTICE MANAGEMENT

FINANCE MANAGEMENT

TECHNOLOGY MARKETING
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FINANCE

113

1
Set Your Targets And 

Then Measure Them.
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Grow revenues, Increase 
profitability, eliminate waste

Create 
awareness, 
establish brand 
and image, 
foster loyalty

Set Market standards, 
differentiate firm, 

become segment leader

Manage brand 
and diverse 
client base, 

adapt to 
evolving 

environment

Balanced 
Scorecard

Financial

Customer

Internal 
Business 
Process

Learning 
& Growth

Scorecard Perspective

115

Key Metrics You May Measure
• Hours Entered vs. Billed

• Discounts

• Write-offs

• Expenses

• Realization Rates
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117

1. # of new cases

2. Monthly Billings

3. Dollars collected

4. Unbilled hours – WIP

5. Money not collected –
accounts receivable

6. Write offs

7. Prospects
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3rd Set of Metrics: 
Expenses of all 

sorts

119

The Leaky Bucket

Uncapture
d Time

Bad or Non-Existent 
Collection Processes

Bad Lead 
Capture/Follo
w Up

No Client 
Retention 
Plan
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2
Have a Billing Process.

With Deadlines.

121

Contemporaneous 
Time Entry
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Punctuation, Grammar
and Capital Letters 
Matter

123

Run Pre-Bills on the 1st
Business Day

124



4/2/20

63

Review Deadline

125

Understandable
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Out by the 5th

127

Due Dates that Mean
Something?
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AR Plan

129

NO WORKING FOR
FREE
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3
Value/Flat Rate Billing?

131

RISK
132
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4
Internal Controls

133

3 Components

Ø The Money You Have Now
Ø Your Future Money
Ø Your Stuff

134
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Bank Accounts

Ø Signers/Reconciling
Ø Bank Statement Review
Ø Signing Checks
Ø Sign off on Bank Reconciliations
Ø Stale Checks
Ø Uncleared Receipts
Ø Check Stock

135

Credit Cards

Ø Don’t forget!
Ø Review statements
Ø Verify charges
Ø Watch for client costs
Ø Track like a bank account?
Ø Personal vs Business

136
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Online Banking?

137

Other Things…

Ø Line of Credit?
Ø Payroll?
Ø Accounts Receivables
Ø Reporting/Trends
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5
And Your Trust Account

139

The buck stops here…
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Tips…

Ø Regular reconciliations (same rules…)
Ø Three Way Reconciliation
Ø Do not comingle funds
Ø Understand refundable/non refundable and 

your state rules
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BOILING THE OCEAN

143
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MANAGEMENT
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1
Strategic Planning

147

2
Get Your Meetings Under 

Control
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3
Invest in Teaching 
People about Time 

Managment
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4
Process Matters
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5
Understand the 
Importance of 

Leadership
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MARKETING

153

1
Improve Your Law Firm 

Referral Contacts
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2
Don’t Forget To Start With 

Your Clients
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3
Seek Client Feedback
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4
Set Time Aside for 

Business Development
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5
Relationships
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1
Set Your Targets And 

Then Measure Them.
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2
Have a Billing Process.

With Deadlines.
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3
Value/Flat Rate Billing?
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4
Internal Controls
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5
And Your Trust Account
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LAW PRACTICE MANAGEMENT
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TECHNOLOGY
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1
Build a Technology Plan 

for Your Office
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2
Have a Cloud Strategy

169

3
Security, Security, 

Security
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4
Get Training for 

Everything
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5
‘Technology Problems’ 

are not always 
Technology Problems
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Jeffrey Schoenberger, Esq.
jschoenberger@affinityconsulting.com

(614) 602-5491
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