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Revenue

People cost %

Overhead % 

Average case value

# of cases closed 

rdj + Jea

AMDJEA SPJ

SPJ

SPJ

Cases signed

Revenue by referral source

Google Reviews

% of marketing spent

# of attorney/client calls

# of completed forms
% of cases under $10k

% of cases under $8k

% of Pre-Suit cases resolved

% of missed calls

# of missed calls

 Websit
 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 networkin
 Cobb chambe
 Company-wide events

 If settle
 Confirm Liens/ subrogation (CFO
 Request reductions (L
 Settlement statement (CFO
 Settlement release review (L
 Get client signature (CFO
 Monitor check collection (CFO
 Disperse money (CFO
 Request review (OM
 File case dismissal (LP)


If doesn’t settl
 Trial prep (L
 Prepare exhibits (LP
 Draft jury charge (L
 Draft pre-trial motion (L
 File Pre Trial (LP) 





If controverte
 Request hearing (WA
 Send discovery (WA
 Respond to discovery (WA
 Schedule depositions (WA
 Calendar hearing dates (WA
 Hearing prep (WA+L
 Schedule mediation (WA
 Schedule IMG (WA)

If settle
 Review STIP (L
 Go over STIP w/ client (L
 Settlement Statement (CFO
 Hartman Language (L
 COnfirm WC (IS
 Confirm settle docs signed (L
 Send Docs including expense 

statement to Op. Counsel (CFO
 Calendar when STIP Approved (WA
 Download STIP and save (WA
 Copy of STIP w/ check (CFO
 Disburse (CFO
 Request Review (OM)

 Confirm complete meds with 
COA (LP

 Send litigation letter to client 
(2 versions) (LP

 Pleadings drafting (LP
 File complaint(LP
 Request service (LP
 Request check for service (LP
 Issue check for service (CFO
 Confirm service complete (LP
 Confirm answer filed (LP
 Respond to disclosures (LP
 Discovery drafting (LP
 Respond to discovery (LP
 Review other sides discovery 

(L
 Schedule depositions (LP)
 Schedule mediation (LP)


 Confirm limits correct (PA
 Set up treatment if necessary (L
 Send out LOR's (PA
 Bi-weekly client check-in (PA
 Request certified disposition (PA
 Confirm treatment complete (PA
 Records requests (PA
 Complete yellow sheet + send to 

attorney (PA
 Demand draft (L
 Get client approval for demand (L
 Send demand (PA
 Negotiations (L
 Confirm Liens (PA
 Subrogation (CFO
 Confirm Funding pay off (L
 Request reductions (L
 Settle, move to Lit or refer out (L)


 Set up claim on ICMS (WA
 File WC14 + fee agreement (WA
 Send out LOR's (WA
 Request Panel (WA
 Set up treatment if necessary (L
 Bi-weekly client check-in (WA
 Confirm settlement request (L
 Records requests (WA
 Demand draft (L
 Get client approval for demand (L
 Send demand (L
 Negotiations (L
 Settle (L)


If settle
 Settlement statement (CFO
 Settlement release review (L
 Get client signature (L
 Monitor check collection (CFO)
 Disperse money (CFO
 Request review (OM)

 Send client packet (OM
 Confirm retainer signed (OM
 Advise L Retainer signed (OM
 Request police report (OM
 Confirm packet completed (OM
 Assign case id (OPM
 Enter into Case Peer (OM
 Pass case to Pre-Lit assistant- (OPM
 Notify Referral Source (L)


 Schedule IT 
maintenance (AMD

 Copier (AMD
 Water Delivery (AMD
 Supplies (AMD
 Send Google reviews  

request (AMD)
 Answer calls (AMD) 

 Watering Plants (AMD)
 Holiday Decorations (AMD)
 Kitchen Clean up (AMD)
 Delivering Faxes (AMD)
 Current client appreciation 

program
 File docs and files (AMD) 


Mai
 Sort + distribute mail (AMD)
 Scan to case manager (AMD)
 Upload to Case Peer (AMD)
 Send mail / FedEx (AMD)
 Distribute faxes (AMD)
 Stamp logs (AMD) 

 Hiring/firin
 Onboarding (OPM)
 Training
 Vendor managemen
 Conflict managemen
 PTO
 Celebration committee
 Core value program
 Team performance
 Job description
 System
 Auditin
 Problem solving meeting
 Annual retreat
 Special events 

 Firm visio
 Firm cultur
 Firm strateg
 Business developmen
 Mentorship 

 Employee review
 Conflict managemen
 Team bonu
 Firm metrics analysi
 Leadership meeting
 Strategic planning

 Settlement
 P&L
 Budget/Plannin
 Case expense
 Taxe
 Accounts payabl
 Payrol
 Quarterly finance meeting
 Line of credi
 Accountant liaison 

 Send client packet (WA
 Confirm fee agreement + 

WC207 signed (WA
 Confirm packet completed (WA
 Assign case ID (OPM
 Enter into Case Peer (OPM
 Notify Referral Souce (L)


 Case Managemen
 Maintain Master Client Lis
 Maintain billing ID lis
 Scheduling monthly status 

meeting
 Monitor case flo
 Close out gussets
 Quality control

intake legal

Work

RDJ

RDJ

BSJ

BSJ BSJ

RDJ

jea

jea

SPJ


