CHECKLIST FOR STARTING A LAW PRACTICE
1. PLANNING/BUDGETING
· Do self-assessment about starting a practice

· Tolerance for Risk

· Managerial Skills

· Confidence Level in Legal Skills

· Write a Business and Marketing Plan

· Projection of gross fees

· Projection of overhead and expenses

· Projection of net fees

· Cash flow projections

· Projection of hours worked

· Marketable experience

· Setting fees to make a profit
· Written fee agreements

2. MARKETING PLAN/PRACTICE DEVELOPMENT
· Potential client Base

· Advertising

· Yellow pages

· Website

· TV, Radio, Billboard

· Office signage

· Lawyer Referral Service

· NCBA Services

· Firm Brochure

· Client Newsletter

· Join Civic Organizations

· Produce Community Seminars

· Announcements

· Speak at CLE programs

· Leadership positions

3. FORMS OF PRACTICE
· Solo Practice

· Partnership

· Professional Corporation

· Articles of incorporation

· Shareholders, officers, COO

· Limited Liability Company

· Articles of Organization

· Members

· Consult with a CPA

· Specialized/General Practice

· Partnership Agreement in writing

4. OFFICE SPACE/LOCATION
· Office Building

· Image, upscale, informal

· Square footage

· ADA considerations

· Parking

· Services, janitorial

· Expansion opportunities

· Renovation Needs

· Location

· Office Sharing

· Renting, leasing

· Purchasing/buy into a law practice

· Working from home

5. ACCOUNTING NEEDS
· Consult with CPA

· Set up accounting procedures
· Chart of accounts

· Profit and Loss Statements

· Balance Sheets

· Cash Flow Statement

· Tax returns – quarterly or annual

· Payroll services

· Bank and trust accounting systems and recons
· Software

6. START UP COSTS/CREDIT SOURCES
· Cash or line of credit to cover start up and first 6 months to one year of operating expenses plus personal living expenses

· Sources of Credit

· Bank/credit union

· Personal or business loan

· Home equity or refinance
· Line of credit

· Lease or equipment loans

· Family loans

· Personal savings

7. BANK ACCOUNTS
· Trust account (IOLTA)

· Operating Account

· Short term Savings

· Safety Deposit Box

· Firm Credit Card

· Investments

· Checks, deposit slips and endorsement stamp

· Accept credit cards or not

· Retirement Plan

8. TECHNOLOGY
· Software

· Word Processing

· Time and Billing/Accounting

· Calendaring and docketing

· Conflicts checking

· Case Management

· Document assembly
· Office Suite

· Word processing

· Email

· Spreadsheet

· Presentation

· Other

· Virus Protection

· Voice recognition

· Other specialized software

· Hardware

· Computers

· Operating System

· Back-up system

· Lease or purchase

· Printers

· Network/Firewall

· Scanners

· CD-ROM

· Laptop

· PDA

9. OFFICE EQUIPMENT/SUPPLIES
· Fax

· Copier

· Scanner

· Shredder

· Voice Recognition

· Internet

· Email address

· High speed internet or DSL

· Telephone system

· Answering machine or service

· Voice mail

· Local and long distance carriers

· On hold music

· Cell phone and service

· Pager

· Postage equipment

· UPS and FedEx
· Office Furniture

· Office Supplies

· Business Cards

· Letterhead

· Brochures

10.  LEGAL RESEARCH
· On line legal research

· Law Books

· Local Law Library

· Law School Library

· Courts Library

· Internet Research

· CD-ROM

· CLE Books

11. OFFICE SYSTEMS/PROCEDURES
· Develop office manual/operating procedures manual
· Policies and procedures for practice

· Personnel policies/benefits

· Docketing, calendaring, tickler system

· Computer

· Manual

· File Organization

· Alpha-numeric

· Centralized/decentralized

· Opening file procedures

· Closing file procedures/retention/storage/destruction

· Document maintenance

· Offsite-safety deposit box

· Computer back-up

· Fireproof files

· Forms used

· Client intake form

· Engagement/non-engagement letters

· Written fee agreements

· Practice specific checklists

· Billing statement form

· General client correspondence, notices, etc.

· Client survey form

· Client billing procedures

· Regular monthly statements

· Detailed billing statement

· Expense billing

· Costs to be billed

· Legal assistant/paralegal time

· telephone expenses

· copying expenses

· computerized legal research

· mailing costs

· other

· Collection policy

· Credit cards for payment

· Client Relations Policy

· Setting appointments

· Returning phone calls and emails

· Client intake forms and survey at conclusion of representation

· Keeping clients informed

· Communicating fees

· Accounting Procedures

· Bank account reconciliation

· Cash Flow Statement

· Accounts Receivable

· Accounts Payable

· Expense approval systems

· Counter signature requirement on checks

· Others

12. INSURANCE PROTECTION
· Professional liability

· Workers’ compensation

· Health Plan

· Car insurance for business use

· Property

· Loss of Documents

· Life

· Disability

· Business Interruption

13. PERSONNEL
· Legal Assistant/Paralegal

· Full-time

· Part-time

· Temporary

· Hours, flex-time, work from home

· Sharing personnel with other professionals

· Outside services

· Training

· Employee Benefits

· Vacation, holidays

· Paid time off, sick leave

· Overtime policy

· Medical insurance

· Retirement Plan

· Profit Sharing

· Others

· I-9 forms, W-4 forms, 1099 forms, confidentiality agreements, employment applications, etc.

14. MISC.
· NCBA – Erik Mazzone

· Chamber of Commerce – Kathy Elliott – Greensboro

· Register your name

· Obtain the proper licenses or permits

· PO Box if necessary

· Build a forms file

· Become a notary or have one available

· Develop a disaster plan

· Develop a plan in case something happens to you

· Join your local bar association

· Change your address with the NC Bar

· Develop a network with other attorneys

· Find a mentor

