
— WORKSHOP AGENDA —

DAY 1: Friday 

Breakfast & Co�ee (Meet & Greet Fellow Attendees)

Introduction,  then we identify the most important objectives 

attendees have for improving their practices

Creating Systems - how to identify best practices and improve workflow to 

remove friction and bottlenecks, so that tasks are faster, easier with less stress.

Documenting Systems - we’ll map key workflows (such as marketing, client 

intake, client on-boarding and other routine, repetitive tasks) and create 

checklists

Lunch (provided on site) - AND General Marketing Discussions 

Email E�ectiveness - how to process email like a Ninja, and avoid getting 

inundated with low-level (or annoying) requests.

Automation: Tools & Tactics - how to use special software to crank out text up 

to 500% faster, even with a smartphone. Plus other automation power-tactics.

DAY 1 RECAP (ask questions, clarify big takeaways, receive 

homework assignment for Day 2)

Cocktails & Hors D’Oeuvres (onsite: socialize with fellow attendees and with 

Megan, Ernie & Donna)

Complimentary Dinner at nearby restaurant: Franky & Johnny’s 

(casual attire; very low-key atmosphere; mostly seafood dishes but meat & 

vegetarian options available as well)

8:30 - 9:00 am 

9:00 - 9:30 am

9:30 - 10:00 am

10:00 - Noon 

Noon - 1:30

1:30 - 2:00 pm

2:00 - 4:00 pm

4:00 - 5:00 pm

5:00 - 5:45 pm

6:00 pm - 7:30 pm

MORNING

AFTERNOON

Total Transformation Operations Workshop



Total Transformation Operations Workshop

DAY 2: Saturday

Breakfast & Co�ee (Meet & Greet Fellow Attendees)

Overview of Delegation - you should only do work that requires a law license 

AND that you absolutely enjoy doing. We’ll show you how to do this.

Delegation & Outsourcing Intensive (how to use “human automation” to 

power your firm so you can step away more from the dayto-day management 

and enjoy life more)

Lunch (provided on site) - AND General Marketing Discussions  (plus work on 

your written documents and automation tools)

Implementation Guidance (tying everything together sothat all of your 

operations are more organized and streamlined)

Wrap Up Guidance (Ernie & Patrick will answer questions, and provide 

additional guidance with specific challenges)

8:30 - 9:00 am 

9:00 - 9:30 am

9:30 - Noon

Noon - 1:30

1:30 - 2:00 pm

2:00 - 5:00 pm

MORNING

AFTERNOON

WHAT YOU WILL LEAVE WITH 

1. An operational blueprint for identifying best practices and for organizing all of your firm’s key workflows 

and tasks.

2. Documentation of your key workflows (detailed enough to use to assign tasks to others, or to train new 

co-workers —even virtual assistants)

3. An automation checklist of key aspects of your practice that can (and should) be automated, plus a list of 

optimal software tools to use for automation.

4. Key elements of important workflows already automated, including scheduling of calls or appointments.

5. An delegation blueprint for assigning responsibility for key workflows and tasks to other people (in your firm, 

or outsourced)

6. A list of powerful virtual assistance services that have been road-tested by other solo and small firm lawyers 

like you.

7. Personalized implementation guidance from Patrick and Ernie

8. A few SURPRISES that you’ll learn about at the workshop.


