Table of Contents

Part I: Getting the Most from Self-Audits
Introduction

How to Use the Self-Audits

Part I1: Practice Management Self-Audits
Client Interactions

Client Feedback

Client Relations

Client Selection and Acceptance
Individual Assessment and Planning
Career Reflections for Lawyers

Career Reflections for Support Staff

Law Office Satisfaction

Support Staff Management

Supervising and Working with Staff
Staff Professionalism

Office Management Systems and Procedures
Calendaring and Docketing

Checklists

Computers

Confidentiality

Conflicts of Interest

Documentation



Emergency and Disaster Plan

File Management

Marketing

Office Sharing

Partners and Shareholders
Telephone Procedures

Timekeeping, Billing and Collections
Trust Accounts

Time and Stress Management

Stress Management

Time Management

Other Self-Audits

Launching a Law Practice

Closing a Law Practice

Ethics

Goal Setting and Action Planning

A Little Bit of Everything

Part 111 Quarterly Progress Checkups
First Quarter Progress Checkup
Second Quarter Progress Checkup
Third Quarter Progress Checkup
Appendix A: Other Helpful Forms

A.1: Confidentiality Policy



A.2: Work Routing Form

A.3: Conference Record

A.4: Stress Management Health Checkup

A.5: Action Plan

Appendix B: Practice Management Articles and Checklists
B.1: Client Feedback: Obtaining Invaluable Information

B.2: Lawyer Behavior and Habits: Danger Signals

B.3: Staff Behavior and Habits: Danger Signals

B.4: Who’s in Control—You or the Telephone?

Appendix C: Additional Articles and Checklists for Success
C.1: Torch Brighteners: A Time Management Checklist

C.2: A Baker’s Dozen: Tips for Success

C.3: If Attitudes Are Contagious, Is Yours Worth Catching



