Open Your Own Law Firm: Action Items and Considerations for the Attorney
Entrepreneur

Solo and Small-Firm Track (Studio 1)

This CLE will cover practical guidance and big-picture considerations for attorneys who are
going out on their own or are curious about doing so. Topics will include: 1. Initial
investment costs and budgeting 2. Building a support network of attorneys 3. Finding and
hiring vendors, including banks, insurance brokers, case management software, IT
specialists, Solo 401k/SEP IRA options, etc. 4. Creating your brand 5. Managing business
and trust accounts and staying compliant with ethics rules 6. Knowing when to hire 7.
Marketing (to general public) and networking (to build referrals from attorneys) 8. Managing
the chip on your shoulder that develops from adversaries treating you differently in your
first year solo 9. Developing 1/3/5 year plans.



Law Firm Operations

Many companies overlook the need to develop effective operations systems and processes.
This seemingly minor issue will quickly snowball into a source of inefficiency that can delay
business and cause unnecessary headaches. Law firms are certainly not immune to these
challenges.

Effective operations require thoughtful development, documentation, implementation, and
refinement throughout the life of the firm. Proactive firms will think about operations from the
start, maximizing the opportunity to prevent messes before they can occur. An ounce of
prevention is often worth a pound of cure, as the saying goes.

When developing operations systems, one should remember that nothing is perfect from the
start and may require some trial and error to get right. Here are some categories to consider
when developing operations.

Contract Management

Many firms utilize several categories of contracts that can quickly become unwieldy if not
properly managed. It is important to recognize which categories of contracts belong to each
area of the firm and build systems to properly manage. Some ideas include:

1. Contract Naming Conventions - consider methods and strategies for organizing contract
file names, such as:

a. How to discern multiple versions of the same contract, perhaps by using version
numbers or date stamps.

b. If using date stamps, what date convention should be used in the file name (i.e.
should it be 02012025 or 20250201, February 1 2025 or Feb 1 2025, etc.). If the
firm does work with parties located in other countries, understand how people
located in that country abbreviate dates, as it is often different than in the U.S.

c. Whatever naming convention works best for the firm, be sure it is properly
documented and disseminated to all necessary staff.

2. Contract Access - consider who has access to the contracts, and how the access is
determined. Who should be able to edit a contract versus just being able to read the
contract, who is responsible for organizing contract storage, who oversees deleting or
archiving stale versions, etc.

3. Contract Storage - determine if all contracts should be stored in a central drive or in
more limited and secure drives. What do the folders look like within the drive, how are
they named and organized. Do all contracts for a given client sit under that client, are
contracts stored together based on subject matter, or some combination of both. Set
aside time regularly to clean up the storage systems.

4. Contract Backups - what fail safe procedures are in place for backing up contracts. It is
often easiest to have everything live on the cloud, but what happens if access becomes
limited. Should there be a separate hard drive not connected to the internet that stores
copies of contracts as a redundancy. As hackers become more sophisticated, an offline
backup hard drive is important.

Project Management

Effective project management is no easy task, particularly in the siloed world of law firms.
Lawyers must learn to rely on their staff and associates to help keep things moving. Becoming a
successful lawyer often requires learning how to be in control. In contrast, building a successful
firm often requires understanding when to give up control. Four main areas to consider:



1. Communication - learn to effectively communicate tasks and expectations. Set timelines,
deadlines, and due dates for tasks. Hold organizational meetings so that everyone
involved with a project can understand where things stand and how they fit in.

2. Delegation - assign tasks to others to free up time for yourself. Accept that the results
may not be exactly how you would have done things, while understanding that there is
more than one way to accomplish the task. Establish trust in your staff by giving them
ownership without micromanagement.

3. Training - a well-trained staff is a reliable staff, but training doesn’t happen magically.
Build in training opportunities on a regular basis to keep staff up to speed and increase
their skills. Also, encourage staff members to set aside time to train amongst themselves
so that skills are shared and redundancy is built into the firm.

4. Review - take the time to review the results of delegated tasks with the staff member.
Figure out how each staff member learns and look to accommodate their learning styles.
For example, some people prefer to be taught verbally, while others prefer written
instruction. Ensure that review sessions are informal and relaxed to maximize retention
and minimize pressure.

Administrative Tasks

Administrative tasks can be viewed as a burden to the busy lawyer, especially when they are
just starting out and do not have staff in place to help. Here are some ideas to help ease that
burden and turn admin into a productive use of your time.

1. Preventative Maintenance - try not to let tasks build and build until they become
unwieldy beasts that cannot be tamed in an hour or two. Instead, make it a point to chip
away at admin tasks on a regular basis before they become a mess.

2. Block Out Time - one useful strategy is to block out time throughout the week specifically
for admin tasks. Put that block in your calendar and stick to it. Don’t schedule meetings,
don’t plan to bill, just focus on the admin. Even better, use admin tasks to provide your
brain with breaks from the critical thinking inherent in billable work. We all need a break
from time to time, so you might as well make the break productive.

3. Know Your Mood - some days | sit down at my desk and struggle to get any legal work
done. My brain just doesn’t have the energy to draft another contract or do any
substantive research. When facing these days, my trick is to recognize this mood as
soon as possible in the day and switch into admin mode. Rather than bang my head
against the wall and get upset with myself for not getting anything billable done, | start
taking care of tasks that | know | can accomplish and will be useful. Before | know it, I've
finished my admin for the week, have shaken the cobwebs off my brain, and am ready to
start fresh.

Business Development

Many lawyers do not enjoy business development, an essential part of operating a law firm.
Finding clients can seem daunting and overwhelming, and they certainly don’t give you any tips
or training in law school. Here are a few helpful concepts for business development.

1. Understand Your Target - is your ideal client an individual (B2C) or a business (B2B)?
The answer to this question will help guide your business development strategy. For
example, B2C practices typically need to cast a wide net by targeting individuals who will
find you via online searches and social media. Your website design, content, SEO, and
social media presence will be key. On the other hand, B2B practices rely on clients who
are more likely to rely on word-of-mouth referrals from people they trust. They will often
find your firm via a recommendation rather than google search, so you should focus
more on building relationships and developing trust among potential referral sources.




2. To Scale or Not to Scale - if your practice involves a large number of similar clients or
matters, you are a scaling practice. This means that you want to standardize as much as
you can and get into a rhythm of churning out work at a reliable and steady rate. You are
more likely to need to hire staff to help with repeated and predictable tasks. If your
practice involves a small number of clients with unpredictable tasks, you are likely not a
scaling practice. Trust and relationships become key, as you want to retain long-term
clients that will bring a steady supply of tasks. You are more likely to hire an apprentice
that you can properly train and guide. The last thing you need is for your staff to erode
trust that you have established over a long period of time.

3. Utilize Tools, but Understand Their Costs - as an entrepreneur, you will immediately
become bombarded with solicitations to purchase tools and hire vendors to help with
areas of your business. This is becoming increasingly true as Al tools flood the market. |
encourage you to think long and hard before incorporating too many tools into your
business, as they come with inherent costs. Some considerations include:

a. Financial Costs - determine the true cost of the tool or service you are
considering, not just the initial cost. We often get trapped into initially subsidized
subscriptions that become much more expensive down the road. After
determining the true costs, then determine the return on investment of the tool
and see if it’'s a good fit for you and your practice.

b. Training Costs - it can be easy to become overly reliant on tools that will take
away from essential training opportunities for you and your staff. Tools should
often be an aid, not a replacement. Some aspects of running a law firm require
repetition to hone skills, and tools can prevent opportunities to get those reps.

c. Upkeep Costs - tools involving technology do not operate on their own in a
vacuum. They require constant maintenance and fine tuning to ensure that they
perform well. If we layer too many tools on top of each other, the upkeep required
to keep the stack running effectively can be more costly than simply performing
the tasks yourself. Keep it simple if you can.

Process Documentation

Process development can be a rewarding and exciting endeavor, especially for the
entrepreneurial lawyer. We get to experiment through trial and error, honing processes until they
become the perfect fit for our practice. Refining a process is not enough, however. The process
must also be properly documented, stored, and distributed to your staff. Further, our processes
will necessarily evolve with our firms, turning process documentation into a consistent
challenge. Some ideas to help with this challenge include:

1. Annual Review - many practices have inherent slow times during the year. Take
advantage of the slow times in your practice to do annual reviews and updates of
process documentation. This can be a great way to center our minds and review what
we’ve accomplished in the past year, while bettering our practice for the following year.

2. Paid Training Opportunity for Staff - allow staff to review and update process
documentation while on the clock. Accept that this might not be the most productive use
of the staff member’s time in the short term, but it will absolutely improve practice
efficiency in the long term.

3. Condense into Handbooks and Playbooks - you may find common themes among
varying types of processes throughout your firm. Look for opportunities to organize these
processes into handbooks and playbooks that are easily distributed to staff. When the
firm gets busy, having easily accessible processes can go a long way.




Law Firm Business Development Template

Law Firm Biz Dev Template.xlsx
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Christopher J. Keating, Esq. is an experienced attorney and dedicated
advocate whose practice focuses on representing employees suffering from
unlawful conduct by their employers, people injured in accidents through
no fault of their own, victims of Civil Rights violations, and survivors of

sexual abuse, assault, and harassment.

Keating Law Firm accepts clients and cases in every county in New Jersey.
Cases accepted by Keating Law Firm are handled directly by Mr. Keating.
New files are not pushed off onto a new associate or paralegal.

Keating Law Firm cannot guarantee any specific results, but it does
commit to providing high-quality legal representation throughout the
attorney-client relationship in every matter. To provide the highest-quality
service, Keating Law Firm consistently communicates with clients and
keeps them involved and updated throughout the entirety of their matter.
Each client receives the time and attention they deserve and is treated with
dignity and respect throughout the process.






Before entering the private sector, Mr. Keating completed a clerkship in
the Superior Court of New Jersey, Family Part, in Middlesex County. He
then served as a Deputy Attorney General in the New Jersey Office of the
Attorney General’s Division of Criminal Justice, where he prosected and
secured convictions in matters of public corruption, fraud and theft
committed against government agencies, and matters concerning wage-
theft and dangerous work conditions committed against exploited workers.

For his outstanding work combating government fraud and abuse, Mr.
Keating received awards and recognition from the United States
Department of Labor and the United States Postal Service.

In 2021, Mr. Keating was recognized as a “New Leader of the Bar” by the
New Jersey Law Journal. In 2020, he was named “Young Lawyer of the

Year” by the New Jersey State Bar Association’s Young Lawyers Division.

While at Seton Hall Law, Mr. Keating won the law school’s moot court
competition after arguing the final round before United States Supreme

Court Justice Sonya Sotomayor.

Mr. Keating is licensed to practice law in New Jersey, Pennsylvania, and
New York, and is admitted to practice in two federal district courts: the
District of New Jersey and the Eastern District of Pennsylvania. He is a
Trustee of the New Jersey State Bar Association and the Camden County
Bar Association, and a member of the Burlington County Bar Association

and the New Jersey Association for Justice.

No aspect of the above-referenced awards has been approved by the
Supreme Court of New Jersey or the American Bar Association. A
description of the standard or methodology used by those organizations
can be found on those organizations’ websites.




Ayesha Krishnan Hamilton, Esq.

Contact Me:

(609) 945-7310

Email me
Practice Areas
¢ Employment Law
e Business Law
Biography
Passionate, Tenacious, Ready To Tackle Any Challenge

When clients first meet with Ayesha Hamilton, they find a warm welcome and the
assurance that she will provide passionate, tenacious counsel to help them resolve their
problems. She takes the time to discover the details of each case and to understand her
client’s needs, guiding them to a positive, solution-oriented outcome, in a way that is cost-
effective, efficient, and fair.

Ayesha provides in-house counsel services to businesses and for employment related
matters across all industries. With 21 years of experience practicing law, her clients value
her guidance and seasoned handling of all manner of business transactions and
employment matters. She spent years representing employees and employers in various


tel:+1-609-945-7310
https://ayeshahamiltonlaw.com/contact/

disputes, and now uses her insights to help both companies and individuals when the need
arises. Ayesha understands that litigation is not always the best solution for companies or
individuals. Her experience in business and employment law enables her to develop
creative and cost-effective solutions to help her clients reach their objectives. Ayesha
protects her clients from external attacks.

Ayesha has spent much of her career representing employees in their claims for wrongful
termination, discrimination, and harassment in the workplace. She is a passionate
advocate for employee rights and is well versed in the arguments that employers use to
justify their decisions.

Ayesha and her team handle all of the legal work for each of her clients. She gives each
client her full attention without delegating the critical judgement and experience which is
key to a positive outcome. Because her clients know that they have the benefit of that
judgement and experience, they can confidently turn their attention back to the important
non-legal aspects of their business. Tapping into her legal knowledge and years of
experience, Ayesha ensures that her clients receive the best protection possible in each
case.

Ayesha Hamilton, Esq. is an attorney licensed to practice law in New Jersey, New York and
Pennsylvania. She founded her law practice over 17 years ago and focuses on employment
law. The team at the Hamilton Law Firm team provides knowledgeable, compassionate and
professional legal services to their individual and business clients from their offices
located in Princeton, New Jersey.

In addition to her law practice, Ayesha serves as a trustee for the NJ State Bar Association
and is the vice chair of the NJ State Bar Association’s Women in the Profession Section. She
also serves on the Diversity Committee and the Committee on Racial Equity in the Law for
the NJSBA and is the co-chair of the Mercer County Bar Association’s Civil Practice
Committee. In addition, she serves on the employment law committee of the New Jersey
Association of Justice and is also a member of the National Employment Lawyers
Association-NJ and South Asian Bar Association-NJ. In 2020, she was appointed to serve
on the State Bar’s Judicial and Prosecutorial Appointments Committee (JPAC) vetting
judicial and prosecutor candidates for the NJ Governor’s office. Ayesha also serves on the
NJSBA Commission on the Future of the Legal Profession and chairs the Panel examining
non-lawyer ownership of law practices. As the 2021 NJSBA Solo/Small Firm Attorney of the
Year, Ayesha is a vocal advocate for solo/small firm practitioners and their businesses in
our profession. She and her firm are the recipients of the 2022 South Asian Bar
Association-NJ Small Firm of the Year Award.



Education
¢ Case Western Reserve University Law School, Cleveland, Ohio
e J.D.-1998
e Case Western Reserve University
e B.A.-1995
e Major: Political Science
e Major: History
e Minor: English
Classes & Seminars

e Presenter, Continuing legal Education, Ethics in billing practices for the New Jersey
State Bar Association Solo

¢ Presenter, Small Firm Conference, 2015 to present
e Presenter at Solo Small Firm Section, 2014 to present

¢ Presenter at the NJ State Bar Association Annual meetings — various programs —
2019 to present

Representative Clients

e Mid Level and Senior Executives, Large and midsized Corporations

e Industries: (Pharmaceutical, legal, medical, financial services)
Past Positions

e WestWindsor’s Public Safety and Emergency Services Department, Council Liaison
Published Works

e Traps for the Unwary: ESI Practice Tips, Publication: NJ Labor & Employment Law
Quarterly, Publisher: NJSBA, 2024

e Spring 2024 Quarterly Newsletter, Publication: Mercer County Bar Association, 2024

o Plaintiff’s Perspective: Effectively Representing Employees in Workplace
Investigations, Publication: New Jersey Lawyer, Publisher: NJSBA, 2023



e Implicit Bias as Prima Facie Evidence of Racially Motivated Discrimination in the
Workplace, Publication: NJ Labor & Employment Law Quarterly, Publisher: NJSBA,
2023

o Off-Duty Speech may have Consequence to Both the Employee and the Employer:
McVey v. AtlantiCare, Publication: NJ Labor & Employment Law Quarterly, Publisher:
NJSBA, 2023

e “ADiscovery Motion May Cost you 5 Grand” — Lawyers Unhappy with Court Solution,
Publication: New Jersey Law Journal, Publisher: NJSBA, Role: Contributor, 2023

Professional Associations

e West Windsor Township Council, Elected in November 2016 for a 4-year term,
Council liaison to West Windsor’s Public Safety and Emergency Services
Department.

e Neutral Arbitrator — Financial Industry Regulatory Authority (FINRA), U.S. District
Court for the Eastern District of Pennsylvania, NJ Supreme Court District Fee
Arbitration Committee

o New Jersey State Bar Association (NJSBA) — Vice Chair, Solo Small Firm Section

o New Jersey State Bar Association (NJSBA) — Director, Women in the Profession
Section

e New Jersey State Bar Association (NJSBA) — Trustee (2021)
o New Jersey State Bar Association (NJSBA) — Board of Trustees (2019-2024)

o New Jersey State Bar Association (NJSBA) — Task Force on Issues Affecting the
Profession, Task Force Member (2022)

e New Jersey State Bar Association (NJSBA) — Chair Elect, Women in the Profession
Section (2024)

e Mercer County Bar Association — Trustee (2021)

e Mercer County Bar Association — Board Member (2020-2022)

e South Asian Bar Association (SABA) - Member/Sponsor (2020-present)
¢ Pennsylvania Bar Association (2004)

e Montgomery Bar Association (2004-2014)

¢ National Association of Women Business Owners (2005-2015)



Certified by WBENC, Woman Business Entrepreneur (2007)
National Employment Lawyers Association

U.S. Equal Employment Opportunity Commission
Pennsylvania Human Relations Commission

Mercer County Workforce Investment Board — Member, Continuing Legal Education
and Lectures, Frequent lecturer at NJSBA and NJ ICLE continuing legal education
courses

Current Employment Position

Owner

Bar Admissions

Pennsylvania, 2004

New Jersey, 1999

New York, 1999

U.S. District Court Eastern District of Pennsylvania
U.S. District Court Middle District of Pennsylvania
U.S. District Court Eastern District of New York
U.S. District Court District of New Jersey

Supreme Court of New Jersey

U.S. District Court Southern District of New York

Honors

Included in the List of Super Lawyers (2020-2024), Recognized by Thomson Reuters
Top 50 Women Lawyers in New Jersey (2024), Awarded by Thomson Reuters

Hon. Neil H. Shuster Professionalism Award (2024), Awarded by Mercer County Bar
Association

New Jersey Small Law Firm of the Year (2022), Awarded by SABA

Solo and Small Firm Attorney of the Year (2021), Awarded by NJSBA



e Member of the Year Award (2013), The Greater Philadelphia Chapter of the National
Association of Women Business Owners (NAWBO)



MEET BRANDON
Lawyer, Entrepreneur, and Musician

Brandon Rutter is the owner and principal attorney at Brandon Rutter Law LLC, specializing
in legal and business services for tech companies and startups, the music industry, and
small and mid-sized businesses.

Brandon believes that the best advice comes from someone who has been there, done
that. When advising fellow entrepreneurs, Brandon draws from a lifetime of entrepreneurial
experience and can quickly drill down into what really matters for the business in the short,
medium, and long terms. When working with tech companies, Brandon relies on the six
years he spent “wearing many hats” as a product analyst at a small financial software
company.

Brandon has also been involved in the music industry for more than twenty years, primarily
as a musician and performer. He earned his chops as a bass player for dozens of musical
theater productions and as a singer in groups such as the world-renowned Philadelphia
Boys Choir and Chorale. Brandon continues to perform regularly in the NYC-based semi-
professional a cappella group The Current. In addition to his skills as a performer, Brandon
earned a bachelor’s degree in Music Industry at Drexel University, making him the complete
package when providing insight and advice for the music industry.

Brandon earned his Juris Doctor from the Fordham University School of Law, where he was
the President of the Entrepreneurial Law Society and an ABA competitor on the
Negotiations team. Brandon also earned an MBA (with concentration in Economics) and a
Bachelors in Music Industry from Drexel University. While at Drexel, Brandon worked for
MAD Dragon records, as an artist manager, and performed with hundreds of shows and
productions.

Located in Jersey City, NJ, Brandon spends his spare time with his wife Danielle and his
daughter Evelyn. Brandon is also the Chairperson of the Jersey City Environmental
Commission, where he is honored to serve his community. Brandon is an active member of
the NJ Bar Association and NYC Bar Association Solo and Small Firm Sections.



Education

Fordham University School of Law
New York, NY
Juris Doctor

NJ and NY Bar Admission

Drexel University LeBow College of Business

Philadelphia, PA

Master of Business Administration

Drexel University Westphal College of Media Arts & Design
Philadelphia, PA

Bachelor of Science

Music Industry



Antoinette M. Solomon, Esq.

Antoinette is a seasoned attorney with experience advising corporations, nonprofits and
individuals in various legal matters. Antoinette's legal career began as a corporate
associate at Day Pitney LLP, where she honed her skills in contract drafting and review, due
diligence analysis, and research for investments and acquisitions. She also assisted
clients with corporate formations, including drafting operating and partnership
agreements, filing incorporation documents, and obtaining professional licenses. From
there, Antoinette moved to in-house roles at Guggenheim Partners and Goldman Sachs
where she provided legal support, advised on regulatory compliance matters and managed
legal risks within the corporate sector.

Antoinette graduated from Seton Hall University School of Law in 2016 with a Juris
Doctorate and Saint Peter's University in 2011 with a Bachelor of Arts in Education and
Psychology. She is admitted to the New Jersey and New York Bar.



