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Basic Firm Operations Checklist
A Name
A Registration with Supreme Court
d Registration with Local Courts
d Entity
A Sole Prop, LLC, etc?
[ Tax ID - Get from IRS
A Registration with Supreme Court
A Bank Accounts
A Trust
A Get deposit slips!
[ Operations Account
A Order Checks
A Insurance
A Malpractice
A Work Comp if necessary
A Website (Weebly/Google Sites/etc.)
d Domain (keep it short)
d Email (keep it short)
A Hosting
A Business Cards (Do last)

Helpful Tips on Getting Clients

Be confident

Go where the non-lawyers are

When people ask what you do, don’t say “everything”
Let everyone know you are a lawyer

Try to target your practice area

Be wary of marketing services

Make sure your contact info is on website

Charge slightly less than established firms

Don'’t tell people you are new unless they ask

Other Useful Items
e Have a retainer contract ready before you meet the client
e Keep overhead low
e An office may be a big expense but worth it
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