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Cases signed

Lunches/Meetings set
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Average Case value

Google Reviews

� Google reviews�
� Websit�
� Google review�
� Quarterly thank you to 

referral partner�
� Holiday gifts for 

referral partner�
� Client gifting open/

clos�
� Birthday card�
� Referral gifting 

calenda�
� Community marketing 

calenda�
� Community marketing 

(person�
� Paid ad�
� Merc�
� Political networking

Identify systems needed

Create systems

Implement and train

� I�
� Caseflo�
� Financ�
� Communication�
� Marketin�
� SOP'�
� Intak�
� HR

� Profi�
� Reportin�
� Expense�
� Payrol�
� A�
� Tax Preperatio�
� Monthly P+�
� Monitoring A�
� Paying A�
� Retainer 

Monitoring

� New employee signu�
� Office supplies

Hours Billed

� Set appointment�
� Draft retaine�
� Send retaine�
� Monitor receipt of 

agreement + retainer

If doesn’t settl�
� Trial pre�
� Prepare exhibit list and 

notebooks�
� Witness lis�
� Draft jury charge�
� Draft pre-trial motion 


#Cases Closed

# Settlements

$ Total Settlement 
Collections

Demands Sent


Closed Cases


PETE

PETE PETE

� Send client packe�
� Confirm packet complete�
� Enter into FileVin�
� Confirm limitations correc�
� Set up treatment if necessar�
� Send out LOR's

� Monthly client check-i�
� Confirm treatment complet�
� Records requests�
� Demand draf�
� Finalize and approve demand�
� Send deman�
� Negotiation�
� Settle, move to Lit or refer out


If settle�
� Confirm Liens/ subrogation�
� Request reductions�
� Settlement statemen�
� Settlement release revie�
� Get client signatur�
� Monitor check collection�
� Pay everyon�
� Pay Advocate�
� Move firm mone�
� Request review

� If settle�
� Confirm Liens/ subrogation�
� Request reductions�
� Settlement statemen�
� Settlement release revie�
� Get client signatur�
� Monitor check collection�
� Pay everyon�
� Pay Advocate�
� Move firm mone�
� Request revie�
� File case dismissal 


If doesn’t settl�
� Trial pre�
� Prepare exhibit list and notebooks�
� Witness lis�
� Draft jury charge�
� Draft pre-trial motion 





� Confirm complete meds 
with affidavit�

� Pleadings drafting �
� Request servic�
� Confirm service complet�
� Confirm answer filed�
� File affidavits�
� Draft and submit 

scheduling orde�
� Retain expert�
� Confirm scheduling order 

entered�
� Calendar deadlines �
� Respond to disclosure�
� Discovery drafting�
� Respond to discover�
� Schedule depositions�
� Schedule mediation


� Pleadings drafting �
� Request service (if plaintiff�
� Confirm service complete (if 

plaintiff�
� Confirm answer filed (if 

plaintiff�
� Draft and submit scheduling 

orde�
� Retain expert�
� Confirm scheduling order 

entered�
� Calendar deadlines �
� Respond to disclosure�
� Discovery drafting�
� Respond to discover�
� Schedule depositions�
� Schedule mediation


If settle�
� Settlement statement�
� Settlement release revie�
� Get client signatur�
� Monitor check collection�
� Pay everyon�
� Pay Advocate�
� Move firm mone�
� Request revie�
� File case dismissal 


