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Waiting for Mr./Ms. Right



We are what we repeatedly do. 
Excellence then, is not an act, but a habit. 

- Aristotle

Develop the right habits from the start.  It will 
save you time, money and trouble later. 
Good office management is something you 
do every day for as long as you practice law.  
It is NOT an accident.                                 
Being a solo or small firm practitioner is no 
excuse for poor management.



Getting Started

Location, Location, Location
What type of law you practice could 

determine where you practice
It is possible to practice from your home 

but not for all practice areas



Getting Started
Understand budgeting
•Determine your current fixed 

expenses
•How long can you survive 

without an income



Miscellaneous
Services you need before you hang 

out your shingle
Good Childcare
Good Housekeeper
CPA



Practicing from a Home Office

Separate phone lines with one for business.
Instruct others about interruptions.
Answer machine.
Perception is reality: You are NOT a part time 

lawyer.
Confidentiality issues.
Separate computers??



Learn to Manage Your Time

• Allows you to have emergencies
• Can actually accomplish more
• Suffer less stress and anxiety
• Improve concentration
• Increase happiness and 

satisfaction
• Improve self-confidence



Finances



 

Most banks in Maryland can provide trust accounts.
• Choose one of the banks on the MSBA/MLSC Honor Roll



 

Your checks should have “Escrow Account” on the 
checks.
• Have different color checks for escrow and general account 

checks.


 

All banks are required to immediately report to the 
Attorney Grievance Commission all overdrafts. 



 

You may keep enough money in your trust account to 
cover monthly bank fees.



http://www.mlsc.org/honor-roll.htm



Quality Client Service

Good client service starts with 
good client selection.  

Know the warning signs.
Do not take bad clients.



Avoiding Trouble


 

Begins by choosing clients wisely


 

Develop client intake procedure and interview forms


 

Do not take clients outside of your expertise 


 

Clients to Avoid


 

Who have had three or four previous attorneys


 

Who have unrealistic expectations


 

Who bash lawyers (even jokingly)


 

Who need serious handholding


 

Who act as though they know the law or have a brother-in-law who 
once went to law school



 

Who are looking for revenge or who have serious hurt feelings


 

Who make the legal fees a serious issue



Quality Client Service

Do not over promise but if you 
see you cannot keep a 
promise, call and explain.  It 
is better to be honest.



Technology
You need to personally 

understand technology but 
still have someone you can 
contact in an emergency.



http://www.msba.org/sec_comm/sections/solo/listdisc/index.htm



Technology

Email - If you are going to use 
email for business, do NOT 
put restrictions on it.  

Make sure the email address 
is accurate.



Technology
Get Your Own Domain Name

janelawyer@mylawfirm.com



www.nameboy.com



You can see what
may become available

Allows you to buy 
many similar

names 



Technology
Email

If you give it out, respond to it
Update it 

Voicemail
Use it to give information
Update it

Listservs
Join listservs through the MSBA



www.msba.org
Committees/Sections

Listservs





Technology


 

BACKUP  


 
BACKUP  


 
BACKUP



Marketing/Client 
Development

You are ALWAYS  Marketing
And

You NEVER know where your
next client may come from



Marketing/Client 
Development
Find a way to distinguish yourself
NEVER apologize for being solo

Use it to your advantage



Marketing/Client 
Development
Track your marketing efforts



Marketing/Client 
Development

ENUNCIATE 
(Don't mumble)

and
WRITE LEGIBLY



Administrative
Send "You are not my client.  I am 

not your lawyer" letter to any 
client you met and did not take.



Administrative
Even if you are a solo (you and a 

computer) there should be 
procedures 

This is the perfect time to start with 
procedures

The procedures should be written 
The procedures can be adjusted as your 

practice grows



People


 

In a solo/small firm there 
is no place for anything 
other than excellence.  
You do not have the 
luxury to allow 
mediocrity.



People
Staff must have the same 

commitment to excellence 
and quality client service as 
you do.



You must have written 
descriptions and policies and 
people must know what is 
expected of them.

People



Sometimes it IS all about YOU!!
Take care of yourself 

Exercise   

Eat properly

Have a hobby

Ask for           if you need it



And Finally


 
Enjoy yourself



 
Know when perfection is not 
necessary



 
Laugh often and loud 
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