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CREATING COMPETITIVE ADVANTAGE





Year End Review and Planning Meeting Tips
We are fast approaching an opportune time of year for checking in with both clients and prospective clients (November, December, and January specifically).  Consider scheduling meetings to discuss one and/or all of the following:

· Year End Review (an update or recap of important matters worked on during the year)

· A Client Service Interview (formal or informal client satisfaction and service commitment review)

· Annual Planning Session (discuss business plans, initiatives and aspirations for the upcoming year)

This proactive approach achieves the “top of mind” mindshare that we seek . . . and also affords us the ability to be viewed as a trusted business advisor. 
Client Service questions to consider:
· How would you describe the relationship with us?  
· What would you consider the most important elements of a professional relationship? 
· Are there specific areas that we could improve? 
· How would you describe the quality of our work? 
· Regarding value, how do we compare to other law firms? 
· How might we be better members of your team?  

Upcoming year planning questions to consider: (These questions and follow on discussion take the relationship from “vendor” to “partner/trusted advisor); Forward looking and proactive. 
· What were your top three priorities this year and how did everything go?  For the coming year?
· What are the company’s/your division plans for growth?

· Can you describe your goals and objectives for the coming year? 
· What potential challenges does the company/or you face? 
· Where do you see the business going in 1, 3 or 5 years? 
· What are the critical company initiatives for the upcoming year? 
· What are the greatest challenges you’re facing in the legal dept.? With the business?
· What’s currently working in the legal dept.?  What’s not? 
· How do you see using outside counsel to help you achieve your goals? 
· What criteria are used for selecting outside counsel? 
· What areas provide the greatest opportunities for improvement? 
Always close with a recap of the meeting and next steps based upon your understanding of the client’s needs.  Schedule a time to follow up (including dates and times).  
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