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Start with a 
budget and 

business plan  
 



Create a marketing 
plan and take time to 

market every day  
 



Mix traditional and new media 

• Social media and traditional marketing can 
work together 
 

• See Social Media Issue of LAWPRO 
Magazine 

S 



Pick an area of law you are 
passionate about. Specialize. 



Don't dabble 



Keep clients happy 



Risks in a soft economy 
• Ambiguous retainers 
• Ambiguous language in 

documents 
• Poor communication 
• Missed deadlines/delay 
• Unanticipated scenarios 

or circumstances 
• Unexpected results 
• Conflicts of interest 

 

• Unhappy clients 
looking for 
– Someone to blame  
– Someone to pay 
– A way to delay things 
– A way out 

 



Risky lawyer behaviour  
in a soft economy 

• Poor client selection 
• Rushing/taking shortcuts 
• Bending the rules 
• Dabblers 

– Helping existing client, family or friends 
– Switching to “growth” area 

• Suing for fees 

S 



 
Learn to listen 

 
 



Claims Count %  by Description of Loss 
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   Are big firms really 
that different? 



LAWPRO Claims Count  by Area of Law 
1997 to 2007
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LAWPRO Claims Count  by Error Type 
1997 to 2007
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Beware of difficult clients 
 



Categories of difficult clients 
• Angry/hostile 
• Vengeful/with a mission 
• Over-Involved/obsessive 
• Dependant 
• Secretive/deceitful/dishonest 
• Depressed 
• Mentally Ill 
• The difficult client with the difficult case 
• Client unwilling to accept, follow or believe 

lawyer’s advice 



How to deal with difficult clients 
 

• Set expectations at the start 
• Continually manage expectations 
• Be firm and consistent 
• Don’t tolerate inappropriate behaviour 
• Know when to say goodbye  

 
• See paper by Justice Carole Curtis and client 

billing and administrative information precedents 
– www.practicepro.ca/difficultclients 



The 2/3 Rule 

All your clients/matters should do at least 
two of these three things: 

• Interesting and challenging matters 
• People you enjoy 
• Pay you 

2/3 



Tasks and time management 



  Urgent and 
important 

 
 
 
  Urgent but     

not important 

  Important but 
not urgent 

 
 
 
  Not urgent and 

not important 

1   2     
3   4 

The different types of tasks 
 

Stephen R. Covey's book, The 7 Habits of Highly Effective People  



• Motion today 
• Court filing due 

tomorrow 
• Real estate closing 

 
 
 

• Calls/emails 
• Most interruptions 
• Other people imposing 

on your time 
 

• LAWPRO premium 
due next month 

• Employee issues 
• Collecting ARs 
• Marketing  
• Exercise/time off 

 
 

• Trade press 
• Television 
• Did the Leafs win? 
• Facebook updates 

1   2     
3   4 



Getting things done  
with a daily to do list 
• Use it every day 
• Write it out 
• Have only one list 
• Make it at beginning/end of day 
• Show priorities  

– What are the top 3 or 5 
• Use standard form 
• Enter bigger tasks in calendar 



Ways to capture smaller tasks  
or reminders 

• Send email to yourself  
• Create a new email message  
• Save draft message in email drafts folder 
• Dedicated to do or reminder sub-folders in 

Inbox 
 



Practice management software 

• Amicus Attorney 

• TimeMatters 

• Credenza 

• CLIO 

• Rocket Matter 



Get sufficient retainer at start 
 

Replenish retainer when it runs out 



If clients don’t replenish retainer or 
pay outstanding accounts… 

 



Bill something every week  
 
 
 
 
 
 
 
 

Bill matters at milestones 



Bring clients to your office door 
asking to pay their bills 

     
     Give clients automatic discount if bill is 

paid within a specified short period of 
time after receipt of the bill by the client 



Be prepared for unexpected things 
 
 
 
 
 
 
 
 

Prepare a disaster plan 



Technology  
is essential 

See top legal technologies paper 



Get a 
mentor 



Connect with peers by joining CBA 
or local law association 



What goes around comes around: 
So be nice!  



Take care of 
yourself 



Have a life 
outside law 



Create a  
strategic plan 



Trust your 
 instincts. 



Tips for doing things better 
and fewer interruptions  



  



Turn off new e-mail  
pop-up and beep 

Go for fewer interruptions by: 
• Turn off the pop-up 
• Turn off the beep 
• Set check for new messages  

to lower frequency 
• Enable new mail icon             

on task bar 



Control your boundaries and space 

• Daily/weekly meetings for routine issues 
• Set aside your best time in the day to 

do work 
• Don’t bug me protocol 

– Close your door; phone to voicemail 
• Work in a war room 
• Consider call display 
• Have people send email, not voicemail 
• Used detailed voicemail messages 
• Learn to say “NO” 



Delegation  
• Getting the job done though 

others 
• Basic principle: work ought 

to be pushed down to the 
lowest capable level 

• Consistently doing tasks that 
lower level lawyers/staff can 
do wastes your time and your 
money 



Why lawyers do not delegate 

• Don’t want to give up control 
• Fear it will not be done properly 
• Can complete it better, faster  
• Not enough time to delegate 
• The tyranny of the urgent 

– The emergency never ends 
 

 



Better delegation 
• Right person for the task 
• No talking down 
• Give clear instructions and all information 
• Explain any parameters 
• Realistic deadlines 
• Reporting mechanism 
• Confirm instructions were understood 
• Give feedback 



Time saving technology tips 



 Telephone headsets 

• Once you try one, you’ll never go back 
• Models 

– Over the head 
– Over the ear 
– In the ear 

• Prices - $50-$350 
• Consider dual phone/computer type 

– Voice recognition software 
– Virtual meetings 



BlackBerry tips 

• Keyboard shortcuts 
• Helpful features and settings 
• BlackBerry 101 article in                     

Winter 08/09 issue                                
LawPRO Magazine 

http://www.practicepro.ca/LawPROmag/Blackberry101.pdf


Essential Mac and  
iPhone resources 

• iPhoneJD 
– www.iphonejd.com 

 
• The Mac Lawyer 

– www.themaclawyer.com 
 

• ABA Techshow 60 iPad and iPhone Apps 
in 60 Minutes 
– www.ReidMyBlog.com 



Can we meet next Tuesday? 

Use online scheduling tools: 
• GatherGrid 
• Tungle 
• WhenIsGood 
• Doodle 
• SAM:SetaMeeting 
• MeetingWizard 

DP.. 



Instant ad hoc virtual meetings 

• Share your desktop via a web browser 
with 1-20 other people 

• Can look at other person’s computer too 
• Also IM and document sharing 
• $50/month 
• GoToMeeting or WebEx 

 
• Mikogo (free) 

 
DP.. 

https://www1.gotomeeting.com/en_US/entry/entry.tmpl?_sid=115851945%3ADA3A1D6B2E5D885


Google Docs 



DP.. 

Google Translator 



Google Account  
security best practices 

• Use a strong password 
• Enable Google account recovery options 
• Set-up two step authentication 
• Check application access 
• See post on Rick Klau’s blog 

– http://tins.rklau.com 
 

DP.. 



Dual monitors 

• Working screen and 
reading screen 

• Less jumping 
around to different 
screens 

• Easier cut/paste/edit 
• Less printing!!! 



Clean up a mess with the 
miraculous Undo or Ctrl+z  

• To undo changes press Ctrl+z, 
Alt+Backspace, or click the Undo button  

• To redo undone changes press Ctrl+y or 
click the Redo button 

• You can do this multiple times  
• Works in all MS Office apps,                

and many other programs 



Save your work 

• Press Ctrl+s to save your work 
• Works in most applications 
• In most email programs will save copy of 

current message in Drafts folder 
 
 

 



Essential word  
processing shortcuts 

• To turn on/off; or change selected text: 
– Ctrl+B = bold 
– Ctrl+U = underline 
– Ctrl+I = italics 

 
• Ctrl+A = selects all text in a document 

DP.. 



Essential Outlook  
keyboard shortcuts 

• Ctrl+M = new E-Mail message 
• Ctrl+Enter = to send an email message 
• Ctrl+T = new Task 
• Ctrl+N = new Note 
• F7 to spell check 
• Ctrl+B = open Address Book 



Keep calendar open while using 
other parts of Outlook 

• Open Calendar in new window 

• Right-click on Calendar and select Open in 
New Window 



SimplyFile 

• Amazing Outlook add-on 
• “Guesses” which folder e-mails go to 
• Unbelievably accurate!! 
• US$40/user 
• www.techhit.com/SimplyFile 

 

http://www.techhit.com/SimplyFile/screenshots.html


Where did I store that document? 

• Don’t waste time looking for electronic 
copies of documents 

• Use the same folder structure on your 
computer hard drive and in your email 
Inbox sub-folders 



Your one stop travel shop 

• Searches all other travel sites 
• Flights and hotels 
• You filter results to find what you want 
• www.kayak.com 
• Also www.tripadvisor.com 

http://www.kayak.com/
http://www.tripadvisor.com/
http://www.kayak.com/


 



Adobe Acrobat X Professional 

 
• Create/Edit .pdf files 
• OCR 
• Portfolios 
• Security 
• Forms 
• Email archiving 

DP.. 



Dealing with a chatty caller 

 
 
 
 
 

• Need help to get off the phone? 
• www.sorrygottago.com can help 

http://www.sorrygottago.com/


 

Bad cheque fraud  



How bad cheque frauds work 

• Contrived legal matter  
• Basic goal: have you run 

fraudulent certified cheque 
through your trust account 

• You disburse funds on the bad 
cheque 

• Fraudster gets real money 
• You get shortfall  



Common types 

• Bad debt collection 
• Spousal support collection 

– “Collaborative law participation agreement” 
• Business loan 
• Inventory purchase loan 
• Refund of retainer/deposit 

 
 



 



 







 















 





 









 



 



 













 



Don’t let your guard down 

• Getting very sophisticated! 
• Watch for red flags 
• Dig deeper if things don’t add up 
• Cross-check facts 
• Terminate retainer if not sure 

 
• Only wired funds via LVTS are 

irrevocable!! 



More info on fraud prevention 
 

• www.AvoidAClaim.com blog 
• LAWPRO Fraud Fact sheet 

 
• Report suspicious matters to  

fraudinfo@lawpro.ca 
 

• CALL FOR HELP 
 

• www.practicepro.ca/fraud 

mailto:fraudinfo@lawpro.ca


Implementing all this Stuff!! 

 
• Resolve to make changes 
• But not all at once 

– Baby steps will get you there 
• Pick the things that will help you 
• Put them on your calendar or to do list 

– Immediately; next week; next month; 6 months 



Places to learn more: 



www.practicepro.ca 

www.lawpro.ca 

http://www.practicepro.ca/
http://www.lawpro.ca/




practicePRO Lending Library 



LSUC/OBA Solo & 
Small Firm Conference 

 
May31-June 1, 2011 



ABA Law Practice Magazine 



Thanks and questions please!! 

 
 

          www.titleplus.ca 
 

 
   www.lawpro.ca 

 
 

                          www.practicepro.ca 



Contact Info 

Dan Pinnington, BSc, LLB/JD 
Director, practicePRO, LAWPRO, Toronto, Ontario 
(416) 598-5863 or 1-800-410-1013 
dan.pinnington@lawpro.ca 
www.practicepro.ca and www.lawpro.ca 
• Connect with me:  

– Linkedin: Dan Pinnington 
– Twitter: danpinnington 
– Legal OnRamp: DanPinnington 
– Facebook: Dan Pinnington 

http://www.practicepro.ca/
http://www.lawpro.ca/
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