[Insert Law Firm Letterhead]


SAMPLE ADMINISTRATIVE FORM

PRE-MARKETING REVIEW ATTORNEY SURVEY

Name:  	________________________________________________________

YOUR PRACTICE
1. What are your practice areas (list them by percentage of practice in descending order)?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What are your practice strengths?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Describe legal services you provide that are unique and cannot be obtained anywhere else in your service area.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What are your practice weaknesses?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Describe three short-term goals for your practice in 20__.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Describe three long-term (3- to 5-year) goals for your practice.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. Who are your competitors?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. Review the client list; what clients have the greatest potential for more business?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. What cross-selling can be done?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
10. What new clients have you obtained in the last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11. Describe how the business was obtained and its nature.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12. What clients have you lost in the last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

13. Describe how the client was lost and the nature of its business.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

14. What referrals have you made this year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

15. What referrals from practicing attorneys have you received this year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SECTION PRACTICE
16. What are the practice areas covered by your section?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

17. What are the practice strengths of your section?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

18. Describe legal services your section provides that are unique and cannot be obtained anywhere else in its service area.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

19. What are the practice weaknesses of your section?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




20. Describe three short-term (1 year) goals for your section in 20__.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

21. Describe three long-term (3 to 5 year) goals for your section.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

22. Who are your section's competitors?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


23. Review the Section Client List; what clients have the greatest potential for more business?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

24. What cross-selling can be done with other sections?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

25. What new clients have been obtained by the section in the last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

26. Describe how the business was obtained and its nature.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

27. What clients has the section lost in the last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

28. Describe how the client was lost and the nature of its business.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


PRACTICE
29. How would you describe the business of your firm?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

30. What are the firm’s strengths?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

31. Describe legal services that the firm provides that are unique and cannot be obtained anywhere else in its service area.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

32. What are the firm’s weaknesses?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

33. Describe three short-term (1 year) goals for the firm in 20__.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

34. Describe three long-term (3 to 5 year) goals for the firm.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

35. Who are the firm's competitors?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

36. Review the Firm Client List; what clients have the greatest potential for more business?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

37. What cross-selling can be done?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

38. What new clients have been obtained by the firm last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

39. Recall how the business was obtained and its nature.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

40. What clients has the firm lost in the last year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

41. Describe how the client was lost and the nature of its business.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


RATINGS
42. Please score these factors for the firm.
1 represents a low rating.  5 represents a high rating.

Technical Expertise			5	4	3	2	1
Service					5	4	3	2	1
Responsiveness				5	4	3	2	1
Fee Structure				5	4	3	2	1
Legal Community Reputation		5	4	3	2	1
Competitiveness vs. other Firms		5	4	3	2	1
Business Community Reputation		5	4	3	2	1
Political Contacts				5	4	3	2	1
Business/Community Presence		5	4	3	2	1
Social/Community Presence		5	4	3	2	1
Firm Management and Governance		5	4	3	2	1
Marketing				5	4	3	2	1
Salary and Bonus System			5	4	3	2	1
Associate Support			5	4	3	2	1
Continuing Legal Education		5	4	3	2	1
Internal Communication			5	4	3	2	1
Work Environment			5	4	3	2	1
Sense of Teamwork			5	4	3	2	1
Training					5	4	3	2	1
Firm Growth				5	4	3	2	1
Add Comments Below:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
 

43. Please score these practice areas.
1 represents a low rating.  5 represents a high rating.

Appeals & Research			5	4	3	2	1
Architects & Engineering			5	4	3	2	1
Automobile Liability			5	4	3	2	1
Aviation Law				5	4	3	2	1
Banking & Finance			5	4	3	2	1
Bankruptcy				5	4	3	2	1
Business Litigation			5	4	3	2	1
Computer Law				5	4	3	2	1
Construction Law				5	4	3	2	1
Corporate, Tax & Business Law		5	4	3	2	1
Criminal Law & White Collar Crime	5	4	3	2	1
Drug Liability				5	4	3	2	l
Entertainment & Sports Law		5	4	3	2	1
Environmental Law			5	4	3	2	1
Family Law				5	4	3	2	1
Franchising				5	4	3	2	1
Health Care Law				5	4	3	2	1
Hospital Law				5	4	3	2	1
Insurance Law				5	4	3	2	1
International Law				5	4	3	2	1
Labor & Employment Law		5	4	3	2	1
Legislative Affairs			5	4	3	2	1
Liquor Liability Law			5	4	3	2	1
Litigation Support Systems		5	4	3	2	1
Medical Malpractice Defense		5	4	3	2	1
Municipal Finance Law			5	4	3	2	1
Municipal Law				5	4	3	2	1
No Fault Law				5	4	3	2	1
Premises Liability			5	4	3	2	1
Probate & Estate Planning			5	4	3	2	1
Products Liability				5	4	3	2	1
Professional Liability			5	4	3	2	1
Property Loss				5	4	3	2	1
Real Property Law			5	4	3	2	1
Regulatory & Administrative Law		5	4	3	2	1
Worker's Compensation			5	4	3	2	1




44. What practice areas have the greatest potential for growth?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

45. What areas of expertise should be added to the firm?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

46. Please score these activities.
Five is valuable.  One is not valuable.		
Surveys:	
	Client Satisfaction Surveys	5	4	3	2	1
Public Speaking:
	Bar Related Groups		5	4	3	2	1
	Business & Industry Groups	5	4	3	2	1
	Civic Groups			5	4	3	2	1
Memberships:
	Bar Related Groups		5	4	3	2	1
	Business & Industry Groups	5	4	3	2	1
	Charities			5	4	3	2	1
	Civic Groups			5	4	3	2	1
	Country/Boat Clubs		5	4	3	2	1
Seminars:
	Sole Sponsor			5	4	3	2	1
	As Co-Sponsor			5	4	3	2	1
Brochures:
	Firm				5	4	3	2	1
	Section				5	4	3	2	1
Newsletters:
	Communicator			5	4	3	2	1
	In Summary			5	4	3	2	1
	Insurance Section			5	4	3	2	1
	County Office			5	4	3	2	1
Publishing:
	Legal Newspapers		5	4	3	2	1
	Business or Industry Magazines	5	4	3	2	1
	Books or Treatises		5	4	3	2	1
Public Relations Activities:
	Press Releases			5	4	3	2	1
Marketing Activities:
	Marketing Committee		5	4	3	2	1
	Firm Marketing Plan		5	4	3	2	1
	Section Marketing Plans		5	4	3	2	1
	Individual Marketing Plans	5	4	3	2	1
	RFP Responses			5	4	3	2	1

Add Comments Below:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

47. How is our fee structure viewed in the marketplace?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

48. Which clients should be approached about a rate increase this year?
[bookmark: _Hlk511030729]____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

49. Which clients should not be approached about a rate increase this year?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

50. What obstacles or barriers are there to providing outstanding legal service to clients?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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