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BUILDING PROFITABLE LAW PRACTICES

Key Components of an Effective Intake Process in Law Firms

Building the Foundation for Success



Introduction to the Intake Process

Sets the
stage for
client
relationships

Importance
of the intake
process

Foundation Leads to
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management outcomes
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Understanding the Client's Perspective
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IMPORTANCE OF ACTIVE LISTENING SKILLS OPEN-ENDED CREATING A SAFE
EMPATHY AND TRUST QUESTIONING SHARING ENVIRONMENT
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|||l Detailed data collection

Use of intake forms

Capturing
I Comprehensive

. Implementation of case management
Information CIE  cofware
- . . . .
1 Organization of information
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ma Legal merit evaluation

= Risk identification

I Assessing Case
Viability

= Success likelihood estimation

Use of evaluation checklists
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Setting Realistic Expectations
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TRANSPARENCY IN CLARIFICATION OF EXPLANATION OF MANAGING CLIENT
COMMUNICATION POTENTIAL OUTCOMES TIMELINES AND COSTS EXPECTATIONS
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Resource allocation efficiency

Matching case needs with staff

L. expertise
Coordinating P
I and Assigning Role assignment for attorneys
Resources and paralegals

Optimization of resource use
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Establishing Clear Communication Channels
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REGULAR UPDATES TIMELY RESPONSE UTILIZATION OF CLIENT ENGAGEMENT
AND INTERACTIONS PROTOCOLS SECURE PLATFORMS AND PARTICIPATION
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Documenting
I and Organizing
Information

Standardized
documentation
methods

Accessibility of

information

Use of electronic

SYEICINE

Minimizing errors

and
miscommunication
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Continuous Process Improvement

00

REGULAR EVALUATION FEEDBACK ADAPTATIONTO ENHANCEMENT OF
OF INTAKE INCORPORATION CHANGING CLIENT SATISFACTION
EFFECTIVENESS ENVIRONMENTS
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Recap of Key Components
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Overview of discussed Their interconnected Benefits to case Enhancements to
components impact management client relationships
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Thank You
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