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Want to Kickstart Your 
Firm’s Cash Flow in 2021?

Monthly Checklist

Follow Up on Outstanding Invoices

Networking

Thank-You Notes

PNC Retainment & Conclusions

Write One Legal Article/Blog Post
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Follow Up on Outstanding Invoices
Assemble a list of every client that did not pay their preceding monthly invoice 
in full. Make sure the list includes how much they owe as well as the time and 
date of their last payment. Email each of these clients telling them to remit 
payment immediately. If they do not respond to your email and/or phone call, 
you need to seriously consider terminating your relationship with them.

Networking
This is an important component to any practice. Keep in mind this doesn’t 
have to mean the traditional happy hour or CLE event. This could be as simple 
as sending an email out to a couple colleagues asking how they are doing, or 
buying a person in a different legal field or business a cup of coffee. The goal 
is to get as many touchpoints as possible so that when someone is looking to 
refer a case out, you will be at the forefront of their thoughts.

Thank-You Notes
Pull a list of your cases that have officially been closed out. Then, compose 
short, handwritten thank-you notes to these clients. Enclose a few of your 
business cards so that your client can give them out to friends. Also consider 
writing notes to opposing counsels who have been wonderful to work against. 
If you had to help an opposing counsel who clearly did not practice in your 
legal area, this is a great opportunity for you to reach out so that you can 
hopefully become a referral source for them.

PNC Retainment & Conclusions
Pull your data of Potential New Clients (PNCs) from the preceding month so 
that you can compare the number of PNCs with whom you consulted only, and 
the PNCs that actually retained you. If you can, make a note of what happened 
with the ones who did not retain you (i.e., they went with a different attorney, 
they decided not to file, they lacked the funds for the retainer, etc.). Figure 
out if you can find ways to improve your intake process to get more PNCs to 
ultimately retain you.

Write One Legal Article/Blog Post
If you want more notoriety and name-recognition, a good route to take is 
writing a blog post for your firm’s website, or a legal article for your local bar 
publication. Blog posts help your website’s SEO which in turn drives traffic to 
your website. Contact your local bar publication and ask what they need from 
you to be able to publish an article, and then you can begin to pitch your ideas.
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