SAMPLE
FIRM ‘Practice Management’ University
Consisting of:
 Mandatory Programs

Optional Programs

Optional Resources
1.
Mandatory programs = BASICS - encompassing a re-packaged and streamlined curriculum beginning with orientation, then offered in routine modules over 2-3 year period.  Including many of the topics traditionally delivered by the firm to associates  The newly re-packaged program will be offered in module format on assigned dates for 2-3 years out.  

Mandatory (fundamental) Marketing & Client Development Program as follows:

I. Overview and Introduction


approx. time - 3 hours

Marketing and client development process

The function within the firm

Role of each attorney

Billable versus non-billable time expectations

Time management – finding and making time

Roundtable workshops to dovetail actions into personal plans

II. Excellent Communication


3 hours

Ethical considerations

First impressions – appearance, style and skills

Personal and firm introductions

Introducing colleagues

Effective listening

Making the most of conversations

Roundtable workshops to dovetail action into personal plans

III. Client Relationships and Client Service
3 hours

Who is the client?

Client expectations – setting and managing them effectively

Building blocks of relationship development

Client maintenance and retention

Panel of firm’s major rainmakers

Roundtable workshops to dovetail actions into personal plans

IV. Becoming Known



3 hours

Professional development and credential building

Identifying and selecting appropriate activities

Paying dues and becoming visible

Working into leadership positions

Roundtable workshops to dovetail actions into personal plans

V. Networking & Entertaining


4 hours

Community involvement

Initiating conversations with a stranger

Successful and productive client entertainment

Making introductions and remembering names

Communicating professional expertise

Managing contacts – role of technology

Roundtable workshops to dovetail actions into personal plans

2.
Optional programs = ADVANCED sessions on various topics, i.e. leadership skills, case management, budgeting, advanced uses of technology, etc.

ADVANCED – Marketing & Client Development:
Offered to senior associates who have proven their rainmaking potential and have first: inquired and or showed interest in the more advanced program, have a personal plan they have been working on and have made efforts and gotten results with for past 3-5 years. Then they could be eligible for the advanced program entitled ‘Getting New Business in the Door’ which requires and investment of time and money. 

3.
Optional resources = combined currently offered resources such as internal; mentoring, with optional resources available under certain circumstances, such as personal coaching for client development or career development
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