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Featured New Stuff
See Appendix for Samples
1. NEW ACADEMY TRAINING COURSES
The Academy is excited to announce a new training and coaching model that will transform the
benefits you receive from membership. This platform will provide you and other members with new
opportunities to systematize and grow your practice on every level. The coaching provided by the
Practice Building Consultants is expanding with this superior model and will not only facilitate an
increase in knowledge but will also accelerate mastery and implementation of Academy
recommended systems.
The new model consists of 11 Academy Training Courses focusing on major practice building systems
and marketing strategies and will range from Strategic Planning to Workflow to Marketing Planning
to Staffing to Public Seminar Marketing, and more. Each course will have a series of regular classes
which will be taught as webinars. All 11 courses are scheduled to be covered this year, with a total of
57 classes taking place thru the end of December. These courses will work in combination with an
optional monthly 45 minute one-on-one call with member offices, for those who wish to take
advantage of the individual coaching by their PBC.
To see the syllabus for the next course on Strategic Planning starting in May, see the Appendix.
For more information about the New Academy Training Courses, including the 2013 schedule of courses,
visit the registration desk at this event. For more information about the New Academy Training Courses
on the Members Only website go to Calendar > Academy Training Courses.

2. NEW STRATEGIC PLANNING WORKSHEET
The new Strategic Planning Worksheet now combines all of the Academy's planning
recommendations that have been discussed over the last few years. This new worksheet is more
intuitive and includes these key planning features: the Daily Number, Marketing Budget, Body Count,
and a dashboard. Be sure to use this new form when you review your goals for 2013 and 2014.
To download the new Strategic Planning Worksheet on the Members Only website go to Practice
Management > Academy Planning & Implementation.

3. NEW MARKETING PLANNING WORKSHEETS
We've created two new marketing planning worksheets to facilitate the marketing planning process
for your firm. Both of these have also been incorporated into the New Strategic Planning Worksheet.
Listen to the November 2012 Practice Building Call for a more detailed explanation on how to use
these worksheets.
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Body Count Calculation Worksheet
The Body Count Cheat Sheet is now an EXCEL worksheet that includes formulas that will help you
easily calculate your Body Count without having to do any manual math. Determining your body
count should be the first step in planning your marketing for the year. By breaking down your Annual
Revenue Goal into the various revenue streams, you will be able to determine your body count for
each category, in addition to having a Prospect Body Count and a Client Body Count. This will allow
you to target your marketing to bring in that specific business each month.
Marketing Budget Worksheet
After you've calculated your Body Count for the year and used the Marketing Activities Checklist to
identify which marketing activities you will be doing for the following year, use this Marketing Budget
Worksheet to calculate your marketing budget and expenses. Start by calculating your Non-Public
Seminar Marketing Expenses then move on to the Public Seminar Marketing Expenses.
To download these worksheets on the Members Only website go to Marketing > Marketing Planning
Calendar > Planning Checklists.

4. NEW PROFESSIONAL PROFILES
The Profiles in Excellence for Academy attorneys have been given a facelift and now feature a modern
look and feel. These profiles are in full color and have a 2-sided option which promotes your seminars
and online presence. The Appendix includes pricing for both single-sided and double-sided options.
Place your order at the registration desk.
To download the new Profile samples on the Members Only website go to Marketing > Brochures,
Stationary & Profiles.

5. LEGACY WEALTH PLANNING SEMINAR HANDOUT
The Legacy Wealth Planning Seminar Handout has been completely re-written and redesigned with
content that now follows along with the seminar, and also includes Medicaid planning concerns. The
handout is now also in a Word editable format for ease of editing by members. It is still recommended
that the handout be professionally printed. A copy of the handout is available for review at the
Registration Desk.
To download the updated Seminar Handout on the Members Only website go to Marketing > Seminars >
Legacy Wealth Planning > Seminar Handout.

6. NURSING HOME EVALUATION FORM
A new Nursing Home Evaluation Form has been created to assist your clients in evaluating and
selecting local nursing homes for themselves or their loved ones. Some of the items on the Evaluation
Form include: Basic Information, Building and Grounds, Nursing Home Staff and Policies, Resident
Concerns, and Family Concerns.
To download the Nursing Home Evaluation Form on the Members Only website go to Academy Reports >
Elder Law and VA Reports.
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7. NEW ACADEMY REPORT – THE TRUTH ABOUT ELDER ABUSE
A new Academy report detailing information about Elder Abuse has been added to the Academy
Reports Library. This Academy report will allow you to not only build your credibility as an Elder Law
attorney but can also provide numerous marketing opportunities.
To download the report, The Truth About Elder Abuse on the Members Only website go to Marketing >
Academy Reports > Elder Law and VA Reports.

8. NEW CLIENT REVIEW LETTER
We've created a new Client Review Letter for members to send to clients who need to come in for a
review of their estate plan. The letter includes a list of potential personal and family changes as well as
changes in the law and strategy that gives them a reason to schedule an appointment with you.
To download the new Client Review Letter on the Members Only website go to Marketing > Direct Mail >
Direct Mail Library > Tab 1 Client Letters.

9. SUMMIT ATTENDANCE PRESS RELEASES
The Academy has two new press releases to announce members’ attendance at the 2013 Spring
Summit. The first press release, for use by members who attended the 1993 Boot Camps, highlights
how the original Estate Planning Boot Camps helped shape and transform their practice over the last
20 years. The second press release, for all members, highlights the history of how the Academy has
evolved to where we are now and what the future holds for the estate planning field.
Each press release informs your community about the educational training and benefits the Summit
provides to attendees. The sessions are discussed as well as the importance of continuing legal
education. Use this press release to promote the law firm and to help distinguish yourself from other
estate planning attorneys in your area.
To find this and a complete list of all Academy press releases, visit the Members Only website under
Marketing > Press Releases.
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More New Stuff
1. 2013 TAX LAW UPDATE MATERIALS
The Academy has updated the following materials for Clients, Prospects, and Professionals:
o LWP Myths Seminar
o 35 Academy Reports
o Law Firm Websites
o RME Direct Mail Piece
o Newspaper Ads
We have also created the following NEW items:
o Membership Conference Call
o News Posting on all Law Firm Websites
o Insert for Newsletters, Seminar Handouts, and Academy Reports
o 2 Estate Planning Articles
o Academy Blog Posting
Additional materials and seminars are being updated. Visit the Members Only website for a current list,
under Marketing > 2013 Tax Law Update.

2. 2013 FEE SURVEY
Close to 60 law firms participated in our 2013 National Fee Survey. The survey provides an exclusive
look at the services fellow Academy members around the country are providing and the fees they are
charging. This information is valuable in helping members determine each year what their services are
worth, plan their revenue goals, and strategize on when to add new services. Results of the survey are
made available to participants only. Our next fee survey will be conducted in the first quarter of 2014.

3. 2013 FINANCIAL DATABASE COMPILATION AND COMPARISON
The Academy's Confidential Financial Database Compilation compares the 2012 financial statistics of
approximately 54 law firms in the categories of owner's compensation, revenue per person on the
payroll, revenue per attorney in the firm, cases per employee, marketing costs, and more.
Participating firms gain access to the Confidential Summit Financial Database Meeting where the
selected Panel Members reveal their law firm financials, discuss the value of this information, and
answer questions. Firm names are kept confidential on all Financial Database reports.
To participate in the next Financial Database meeting, submit your 2013 Profit and Loss statement by
early March 2014.
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4. UPDATED CHART OF ACCOUNTS
The marketing section of the Chart of Accounts has been updated to include a more detailed
breakdown of marketing expenses. They now match the new Marketing Budget Worksheet and will
be incorporated into the CounselPro™ 7.0 revamped Marketing Budget.
The recommended Chart of Accounts is available to download on the Members Only website under
Practice Management > Academy Planning & Implementation.

5. SEO PROGRAM UPDATES
The SEO Program continues to provide new and innovative resources to our SEO participants. Some
of the new items that have been rolled out include:
o Complete Content Marketing overhaul
o Introduction of infographics
• White papers
• Slide decks and social media
posts
• New back-linking opportunities
on new websites, directories,
and platforms

o Expansion of Social Media Mentoring
program
o New niche-specific email campaigns
o Expanded On-page SEO
o Introduction of Facebook Marketing
o Streamlined SEO reports

Visit the SEO booth for samples of all the new items.

6. ESTATE PLANNING ARTICLES
The following Estate Planning Articles have been posted recently:
o Home: Your Most Valuable Investment —
October 2012
o Tax Alert! Special Gifting Opportunities
Expire December 2012 — October 2012
o Three Simple Steps for Managing a
Windfall — November 2012
o Three Ways the IRS Rewards Your
Generosity — November 2012
o This New Year, Resolve to Review Your
Estate Planning Options — December
2012
o What You Should Know About Seminars
on Wills & Living Trusts — December
2012

o Five Non-Tax Reasons You Need an
Estate Plan — January 2013
o How the American Taxpayer Relief Act
Will Affect You — January 2013
o What to Expect at Your First Estate
Planning Consultation — February 2013
o Five Things Every Woman Should Know
About Estate Planning — February 2013
o Protect Your Right to Make Medical
Decisions — March 2013
o Is an Irrevocable Life Insurance Trust
Right for You? — March 2013

For a full list of Estate Planning Articles please visit the Members Only website under Marketing > Estate
Planning Articles/GWAs > Estate Planning Articles.
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7. EDUCATIONAL ALERTS
The following Educational Alerts have been posted recently:
o Last Chance for Estate Tax Savings? — October 2012
o Estate Planning for LGBT Couples: Possible Changes on the Horizon — November 2012
o New Year’s Resolution #3 — Get My Estate Plan Reviewed — December 2012
o More Reasons for Clients to Review Their Estate Plans — January 2013
o Guardianship Provisions Essential to Comprehensive Estate Plan — February 2013
o Planning for Retirement Assets Can Be Difficult — March 2013
For a full list of Educational Alerts please visit the Members Only website under Marketing > eAlerts >
Educational Alerts.

8. ACADEMY MEMBERSHIP CALLS
Practice Management Calls
The following calls have been posted recently:
o Disaster Preparedness Call (Post Hurricane Sandy) — November 2012
o Setting Your 2013 Revenue Goals and Calculating Your 2013 Marketing Budget— November
2012
o MPS Medicaid Software Demo — January 2013
o Smart Phone & Tablet Apps for Business Use — January 2013
o Medicaid Planning Fees — February 2013
o Opening Satellite Offices — March 2013
To download these calls, please visit the Members Only website under Marketing > Conference Calls.
Education Calls
The following calls have been posted recently:
o Modifying Irrevocable Trusts: Steve Hartnett — October 2012
o Intellectual Property Considerations for Estate Planning Professionals: Elizabeth Russell —
November 2012
o Estate Tax Déjà Vu: Dennis Sandoval — January 2013
o Heard at Heckerling: Steve Harnett — February 2013
To download these calls, please visit the Members Only website under Education > Classroom Conference
Calls.
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Focus Group Calls
The following calls took place recently:
o Tracking Software for Revenue, Cases, and by Attorney Production — November 2012
o Handling Multiple Services for the Same Client and Conflict of Interest — November 2012
o Handling the Estate Tax Explanation with Clients and Seminars — January 2013
Software Training Calls
The following calls have been posted recently:
o How Proficient Are You in MS Word? Part I — November 2012
o How Proficient Are You in MS Word? Part II — December 2012
o Using the Reporting System Inside of CounselPro™ — February 2013
To download these calls, please visit www.video.aaepatraining.com
SEO Calls /SEO Training Calls
o Landing Page Leads — November 2012
o Content Marketing in 2013 — January 2013
o On Page SEO & Your New Website — February 2013
o Using Google+ to Boost Your Marketing — March 2013
These calls are available to SEO participants only. To learn more about the Academy's SEO program,
please visit our SEO Booth at the Summit or contact your PBC to schedule a call with our SEO experts.
Initial Consultation Mastery Program Calls
The Consultation Mastery Program was created to help members improve their consultation skills and
exceed their revenue goals. The group coaching calls require on-the-court participation. Assignments
are given, submissions of real-life consultation situations are discussed in detail and role-playing on
these 10 calls is instrumental in improving participants’ effectiveness in consultations.
The following calls have taken place so far this year:
o Up Front Contract (UFC) — January 17
o Pain Gain Funnel — February 21
o Post Sell — March 28
Upcoming Calls:
o Art of Bonding and Rapport — May 16
o Fact Pattern Role Plays — June 13
o Tactics — July 25
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o UFC Advanced — August 22
o Advanced Gain Pain Funnel — September 19
o Objections Revisited — November 7
o Fact Pattern Role Play — December 5
You can begin your “12-month” coaching at any time throughout the year! Plus the schedule for the
year is set—so if you just missed a topic it will come around again before your 12 months is up! Contact
your PBC for more information.

9. 2012 FALL SUMMIT AUDIO AND MATERIALS AVAILABLE
If you missed the 2012 Fall Summit, you can download the materials and audio files on the Members
Only website under Events > 2012 > October 3-7, 2012. If you would like to order the event binder and
audio CDs to be shipped to you, you can order it online in the Shop area > Event Binders and Audio
CDs > 2012 Fall Summit materials. Costs are as follows:
o 2" Binder Only - $75
o 2" Binder and 3 Audio CD Set (MP3 Format) - $95
o Main Sessions 2 Audio CD Set (MP3 Format) - $20
o Breakout Sessions 1 Audio CD Set (MP3 Format) - $10

10.

MEMBER SUBMITTED ITEMS SINCE LAST SUMMIT
MEMBER NAME

ITEMS SUBMITTED

Carolyn Thompson

Client Appreciation Event Invitation

Catherine Hammond

Donut Drop Box

Carolyn Thompson

Second Marriage Notification Letter

These items can be found on the Members Only website under Marketing > Member Submitted Items.
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Academy in the News
Check out what the Academy has been up to behind the scenes, go to our Newsroom online under
Academy Info.

LEADERSHIP POSITIONS & ACCOLADES
o DENNIS SANDOVAL — Elected to second term on Board of Directors of National Elder Law
Foundation (NELF)
o DENNIS SANDOVAL — Chairman of the NELF WOW Conference Committee
o DENNIS SANDOVAL — Member of the Steering Committee of the Special Needs Planning
Section of National Academy of Elder Law Attorneys (NAELA)
o DENNIS SANDOVAL — Member of the Steering Committee of the Tax Section of NAELA
o DENNIS SANDOVAL — Chairman of the Financial Affiliates Committee of the Special Needs
Alliance (SNA)
o DENNIS SANDOVAL — Chairman of the Special Ad Hoc Committee of the SNA
o DENNIS SANDOVAL — Member of the Publications Committee of the SNA
o DENNIS SANDOVAL — Member of the Education Committee of the SNA
o DENNIS SANDOVAL — Adjunct Professor at Chapman University School of Law – Master of
Tax Law (LL.M.) Program
o DENNIS SANDOVAL — 2007-2012 Listed in Inland Empire Magazine’s Top Lawyers of the
Inland Empire
o DENNIS SANDOVAL — 2007-2013 Member of Martindale Hubble Preeminent Lawyer
Registry
o DENNIS SANDOVAL — 2011/2012/2013 Southern California Super Lawyer
o DENNIS SANDOVAL — 2012 Listed in L.A. Magazine’s Top Attorneys in Southern California
o STEVE HARTNETT — Member of the Steering Committee of the Trust Section of NAELA
o STEVE HARTNETT — The Carter Center National Planned Giving Advisory Council

INTERVIEWS / QUOTED IN
o STEVE HARTNETT — Interviewed by Paul O’Donnell, from CNBC.COM on estate planning
and the importance of communicating the plan to beneficiaries to prevent problems down the
road and estate planning in general (September 13, 2012)
o STEVE HARTNETT — Interviewed by Alissa Kline, with the Business Journals on Estate
Planning options for the owner of a football team in Buffalo, NY (September 19, 2012)

10 | New Stuff

o STEVE HARTNETT — Interviewed by Michelle Higgins, of the New York Times on legislation
and uncertainty of estate tax (September 25, 2012)
o

STEVE HARTNETT — Steve was quoted in “Taxes, taxes and more taxes” published online by
Aiken Standard (September 2012)

o SANFORD M. FISCH — Interviewed by Lisa Gibbs, from Money magazine (October 2, 1012)
o STEVE HARTNETT — Interviewed by Lynnley Browning, with Reuters (October 9, 2012)
o STEVE HARTNETT — Interviewed by Allie K. Johnson, with Bankrate.com on estate planning
(November 6, 2012)
o STEVE HARTNETT — Interviewed by Jodi Helmer, with Arrive Magazine (Amtrak’s publication)
on spring cleaning your finances and estate planning and its importance (November 7, 2012)
o STEVE HARTNETT — Steve was quoted in “An estate tax problem overnight” by Bonnie
Bowles published by Examiner.com (November 15, 2012)
o DENNIS SANDOVAL — Interviewed by Deborah Jacobs, Forbes Magazine, regarding estate
planning changes to be expected in 2013 (November 27, 2012)
o STEVE HARTNETT — Interviewed by Paul O’Donnell, from CNBC.COM on various uses of life
insurance in estate planning (December 3, 2012)
o STEVE HARTNETT — Steve was quoted in “Four Uses for Life Insurance You Never Thought
of” by Paul O’Donnell published by CNBC.COM (December 13, 2012)
o STEVE HARTNETT — Interviewed by Denise Ryan, from Bloomberg BNA Daily Tax Report on
the Windsor case concerning the constitutionality of the Defense of Marriage Act (January 3,
2013)
o

STEVE HARTNETT — Steve was quoted in “More Estate Tax Changes Could Follow Fiscal Cliff
Deal” by Hani Sarji published by Forbes.com (January 6, 2013)

o STEVE HARTNETT — Interviewed by Vanessa Richardson, with Richardson Writing on advance
directives (February 19, 2013)
o STEVE HARTNETT — Interviewed by John Sullivan, for the Times Herald Record in Hudson
Valley, NY concerning a Will contest (February 25, 2013)
o DENNIS SANDOVAL — Interviewed by Martha White, Financial Planning Journal, regarding
Special Needs Trusts and the role of the attorney and financial planner in assembling a
transition team for special needs children (February 2013)
o STEVE HARTNETT — Interviewed by Jodi Helmer, with Amtrak’s Arrive publication on the
need for estate planning (February 28, 2013)
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PUBLISHED ARTICLES / LEGAL TREATISE
o DENNIS SANDOVAL — Co-author of article for Special Needs Alliance’s “The Voice”
publication entitled Using Private Trustees to Administer Special Needs Trusts (March 2013)

OUTSIDE PRESENTATIONS
o STEVE HARTNETT — “The Effect of No Estate Tax on Not-for-Profits” at the Carter Center
(October 2012)
o DENNIS SANDOVAL— California DRA Update at Southern California NAELA Meeting
(November 2012)
o DENNIS SANDOVAL— Year End Advanced Estate Planning Techniques Orange County Bar
Elder Law Section (November 2012)
o DENNIS SANDOVAL — Year End Advanced Estate Planning Techniques Riverside County Bar
Estate Planning and Elder Law Section (November 2012)
o DENNIS SANDOVAL — Creating a Transition Team for Your Developmentally Disabled Child
at Sixth Annual ARC / UCP Developmental Disabilities Public Policy Conference in Sacramento,
California (March 2013)

COURSES & MEETINGS ATTENDED
o STEVE HARTNETT — Moses & Singer LLP Webinar on “The $5 Million Window of
Opportunity” (September 24, 2012)
o STEVE HARTNETT — Webcast: ACTEC president, Louis A. Mezzullo, J.D. on The Five Secrets
to Successful Business and Estate Counseling: How to Avoid Ethical Conflicts (October 10,
2012)
o DENNIS SANDOVAL — Stetson Special Needs Alliance Conference ( October 15-20, 2013)
o STEVE HARTNETT — Webinar: “Why is South Dakota Such a Favorable Trust Jurisdiction? –
Update & Opportunities” by South Dakota Trust Company, LLC (October 29, 2012)
o STEVE HARTNETT — Southern California NAELA Special Meeting on new draft regulations
and the effect they will have on the Elder Law Community (November 2, 2012)
o DENNIS SANDOVAL — Thirty-Sixth Annual California State Bar Trusts and Estates Section
Fall Program
o DENNIS SANDOVAL — USC Annual Probate and Trust Conference (November 2012)
o DENNIS SANDOVAL — Thirty-Third Annual Inland Empire Estate Planning Conference
o STEVE HARTNETT — 47th Annual Heckerling Institute (January 12-18, 2013)
o DENNIS SANDOVAL — National Elder Law Foundation (NELF) Board of Directors meeting
and the NELF WOW Program (January 16-18, 2013)
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o DENNIS SANDOVAL — Spidell Tax Update seminar (January 21, 2013)
o DENNIS SANDOVAL — USC Tax Institute (January 30, 2013)
o STEVE HARTNETT — Webinar: Someone Online Hates You: Ethical Responses to Negative
Online Feedback by AVVO (March 14, 2013)
o STEVE HARTNETT — Webcast: The Economy and Financial Markets AND the Estate and Tax
Planning Environment by Northern Trust (March 15, 2013)

TV SHOWS
o DENNIS SANDOVAL — Appeared in Investigation Discovery Channel show “The Will,” which
featured the story of Etta James and aired on several occasions throughout October—
November 2012 on the Investigation Discovery Channel

ACADEMY’S LATEST BLOGS
Since the last summit we’ve posted 84 blogs! If you’re not a subscriber yet, please sign up here at
www.aaepa.com/blog.
•

09/21/12

On the Beauty of Process: The E-Myth Attorney: A Review

•

09/24/12

Ten Tips For Subject Lines That (Politely) Scream “Read Me!”

•

09/26/12

Law Firm Services for the Disabled

•

09/28/12

Blogging for Lawyers: Why Blogs Make Dollars and Sense

•

10/01/12

This Week's Line Up

•

10/03/12

Get It While It Lasts!

•

10/05/12

Big Changes to LinkedIn Company Pages Arrive

•

10/08/12

Death by Forgery: Case Shows How Not to Conduct Advance Care Planning

•

10/10/12

Everyone Has an Estate Worthy of Estate Planning

•

10/12/12

Technology Beckons Innovation, Even in Highly Traditional Industries

•

10/15/12

Laughing in the Face of Death

•

10/17/12

Gray Divorce Requires Planning

•

10/19/12

Minor HR Changes Today May Offer Major Protection Down the Road

•

10/22/12

What Does Football Season Have in Common With Law Firms

•

10/24/12

Mickey Rooney’s Cautionary Tale

•

10/26/12

Pooled Trusts: Third Circuit Decision of Note

•

10/29/12

Some Humor - Mendel Triathlon

•

10/31/12

The Carter Center
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•

11/02/12

9 Winning Strategies for Optimizing Your Social Media Accounts

•

11/05/12

Offering Assurance in Life Insurance

•

11/07/12

Substantiating Charitable Gifts

•

11/09/12

Zsa Zsa Shows Importance of Naming Proper Fiduciaries

•

11/12/12

Advance Care Planning Actually Does Matter, Study Finds (aka: Seize the
Thanksgiving Moment!)

•

11/14/12

Election 2012: Estate Tax Implications

•

11/16/12

Tips to Dealing with a Disaster or Emergency

•

11/19/12

Death Café Comes to the U.S.A.

•

11/21/12

SAFE Trust Traps

•

11/23/12

5 Essential Steps to Reaching Your Revenue Goals

•

11/26/12

Make Your Blog Sparkle and Shine in the New Year – Part 1

•

11/28/12

International Estate Planning Issues

•

11/30/12

Importance of Client Review Meetings

•

12/03/12

Make Your Blog Sparkle and Shine in the New Year – Part 2

•

12/05/12

Obamacare: What Estate Planning Attorneys Need to Know

•

12/07/12

5 Strategies for Optimizing your Facebook Fan Page

•

12/10/12

Clients Need to “Lead the Doctor” on End-Stage Illness

•

12/12/12

In the Passing of a Loved One, Little Things May Matter Most

•

12/14/12

Password Protected: Tips for Keeping Your Identity (and Money) Safe

•

12/17/12

Family-Friendly Funeral Films to Start Holiday Conversations

•

12/19/12

12 Days Left!

•

12/21/12

Communication is Key, Even When Relations are Strained

•

12/24/12

Why Stories Will Help You Sell More Services

•

12/28/12

Planning for the End of Life: Essential Tools

•

01/02/13

Why Attorneys Hate Marketing - And How to Respond

•

01/04/13

Fiscal Cliff Averted

•

01/07/13

5 Strategies for Obtaining Valuable Online Reviews

•

01/09/13

Oral Argument Dates Set in Same-Sex Marriage Cases
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•

01/11/13

Law Practice Blueprint: 11 Core Systems for Total Estate Planning Success
60 Minute Webinar for Non-Members

•

01/14/13

What Medicine Can Tell Us About How Clients Learn

•

01/16/13

Capital Gains Taxes Increase

•

01/18/13

Academy Education Alert - 2013 Tax Law Update

•

01/21/13

Using TV to Start Funeral Planning Conversations

•

01/23/13

How a CRT Can Help Defer and Reduce the Impact of ATRA

•

01/25/13

Employee Bonus Plans – Options for Incentivizing a Team

•

01/28/13

Law Practice Blueprint: 11 Core Systems for Total Estate Planning Success

•

01/30/13

Medicare Surtax

•

02/01/13

Quick-Start Guide to SEO

•

02/04/13

Four Stories That Will Help You Earn More Business

•

02/06/13

Helping Clients Steer Clear of the Investment Earnings Surtax

•

02/08/13

Epsilon Survey Reports: Prospects Prefer Direct Mail

•

02/11/13

FREE GIFT for Webinar Participants: Latest Education Department Recording on
“The Recent Tax Law Changes”

•

02/13/13

Attorney Blogging

•

02/15/13

The Power of Blogging

•

02/18/13

Using the Power of Stories with Clients’ Advance Care Planning

•

02/20/13

QPRTs for Asset Protection?

•

02/22/13

Top Tips About Jewish Funeral Traditions

•

02/25/13

Tips From a Scheduling Junkie: Using Editorial Calendars to Organize Your
Marketing Efforts

•

02/27/13

Carter Center’s Winter Weekend

•

03/01/13

It's a Black Tie Affair, What Will You Wear?

•

03/04/13

Academy Webinar Replay Now Available for Attorneys!

•

03/06/13

The World of Digital Assets Becomes a Little Less Wild

•

03/08/13

6 Facebook Marketing Pitfalls to Avoid

•

03/11/13

7 Easy Actions for National Healthcare Decisions Day (April 16)

•

03/13/13

Speaks at Death
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•

03/15/13

Innovation in Uncertain Times: Jacoby & Meyers Enters the Legal Forms
Business

•

03/18/13

Academy’s Continuing Legal Education is a Distinct Achievement

•

03/20/13

Grantor Trust: Use Them While You Can

•

03/22/13

Share Your Tips for Evernote

•

03/25/13

How to Take the Perfect Candid Photo for Engaging Attorney Marketing

•

03/27/13

High Court Drama Unfolds Regarding Same-Sex Marriage

•

03/29/13

Avoiding Conflicts When It Comes To Distributing Trust Assets

•

04/01/13

Leverage the Power of Live Testimonials at Your Seminars!

•

04/12/13

THE ACADEMY’S GREATEST HITS - Session 1, Why Most Small Businesses Fail
and What to Do About It

•

04/26/13

THE ACADEMY’S GREATEST HITS - Session 2, Top 10 Estate Planning Legal
Questions (and Answers)

•

04/29/13

Why Detaching from Your Job After Working Hours Enhances Your Job
Performance
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Academy Training Courses

The Academy is excited to announce a new training and coaching model that will transform the
benefits you receive from membership. This platform will provide you and other members with
new opportunities to systematize and grow your practice on every level. The coaching provided
by the Practice Building Consultants is expanding with this superior model and will not only
facilitate an increase in knowledge but will also accelerate mastery and implementation of
Academy recommended systems.
The new model consists of 11 Academy Training Courses focusing on major practice building
systems and marketing strategies and will range from Strategic Planning to Workflow to
Marketing Planning to Staffing to Public Seminar Marketing, and more. Each course will have a
series of regular classes which will be taught as webinars. All 11 courses are scheduled to be
covered this year, with a total of 57 classes taking place thru the end of December. These
courses will work in combination with an optional monthly 45 minute one-on-one call with
member offices, for those who wish to take advantage of the individual coaching by their PBC.
Each course is structured to review a key system by breaking it down into smaller, more
manageable and easy to comprehend topics. This will allow members and their staff to take a
microscopic look at all of the details involved in each particular topic area. The assignments
with due dates and recommended reading will provide member firms with the training, tools
and accountability to plan and execute on Academy systems and recommendations at a much
faster pace. This new model of coaching is an opportunity for members and their staff to set
themselves up for unprecedented success. For more information about the New Academy
Training Courses, including the 2013 schedule of courses, visit the registration desk at this event
or to download the registration form on the Members Only website go to Calendar > Academy
Training Courses.

Training Courses have been scheduled for the rest of the year. A detailed syllabus, assignments
and recommended reading will be available for each course prior to the course start date.

See reverse side for a list of all 11 courses and start dates.
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All calls are at 10am PT, 1pm ET and last approximately 50 minutes.
Training Course Name

Number of Calls

Course Start Date(s)

The Power of Law Firm Systems
and Workflow

6 Calls

April 4

Strategic Planning

5 Calls

May 6
October 25

Creating A Marketing Planning

6 Calls

May 28

Staffing and Hiring

7 Calls

June 14

Public Seminar Marketing

3 Calls

July 2
November 5

Seminar Planning and Presentation
Tips

6 Calls

July 18

Communication

3 Calls

July 25

Networking & Endorsed Seminars

6 Calls

August 12

Creating a Transformational
Experience and Office Setup

4 Calls

August 20

Marketing to Your Database

5 Calls

October 17

Online Marketing

6 Calls

October 29
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Strategic Planning Course Syllabus
2013 CLASS DATES
•
•

Mondays at 10am PT, 1pm ET: May 6, May 20, June 3, June 17, July 1
Fridays at 10am PT, 1pm ET: Oct. 25, Nov. 8, Nov. 22, Dec. 6, Dec. 20

COURSE OBJECTIVES
•
•
•
•
•
•

Establish the Vision, Primary Aim, Mission Statement and Values for your firm
Determine your WHY and Competitive Advantages in your market place
Set up of your financial reporting systems for proper tracking
Learn the Academy’s financial benchmarks
How to set and quote the fees for your services
Set revenue goals & your determine your daily number

PREREQUISITES
Before you begin the Strategic Planning Track you should have completed the following:
•

Read E-Myth Attorney

CALL TOPICS & ASSIGNMENTS
Call 1: Foundation to Your Strategic Plan
•
•

Topics: Overview to Primary Aim, Vision, What Matters Most, Mission Statement, Corp Values,
Unique Selling Proposition
Assignments:
o Fill out the Vision section of the Strategic Planning Worksheet
o Watch the Simon Sinek “Why” video

Call 2: What’s Your WHY
•
•

Topics: Competitive Advantages, your “WHY”
Assignments:
o Define your Competitive Advantages and send to your PBC
o Determine your WHY
o Listen to Anatomy of a Financially Successful Law Firm

1|Page
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Call 3: Financial Benchmarks
•
•

Topics: Accounting, QuickBooks, Chart of Accounts, Academy Benchmarks
Assignments:
o Review and revise your chart of accounts, as necessary
o Send current fees to PBC

Call 4: Setting Fees
•
•

Topics: Determining your fees, Fee Survey, seminar certificates
Assignments:
o Review your fees and set date for next fee increase
o Fill out the FEES section of the Strategic Planning Worksheet

Call 5: Daily Number & Revenue Goals
•
•

Topics: Defining Revenue Goals and Your Daily Number
Assignments:
o Complete Strategic Plan and send to PBC. To be reviewed on next one-on-one PBC Call.
o Determine your daily number. Email it to your PBC.

ASSIGNMENT SUMMARY
•
•
•
•
•
•
•
•
•
•

Fill out the Vision section of the Strategic Planning Worksheet
Watch the Simon Sinek “Why” video
Listen to Anatomy of a Financially Successful Law Firm
Define your Competitive Advantages and send to your PBC
Determine your WHY
Review and revise your chart of accounts, as necessary
Send current fees to your PBC
Review your fees and set date for next fee increase
Fill out the FEES section of the Strategic Planning Worksheet
Complete Strategic Plan and send to PBC. To be reviewed on next one-on-one PBC Call.

RECOMMENDED READING
•

“Competitive Advantage” by Janie Smith

•

Determine your daily number. Email it to your PBC.

2|Page
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DATE:
FOR IMMEDIATE RELEASE
For Additional Information Contact:
[NAME] at [Phone Number] or [Email Address]
ATTORNEY [NAME] ATTENDS ESTATE PLANNING CONFERENCE AND CELEBRATES A LEGAL MILESTONE
CITY, DATE -- Respected [CITY NAME] estate planning attorney, [NAME], recently attended an
educational conference in Philadelphia, PA. The four-day conference, held during the last week in April,
was also a celebration of the 20th anniversary of the American Academy of Estate Planning Attorneys,
the premier national educational organization that promotes excellence in estate planning.
[NAME], an Academy member since [DATE], joined over 100 estate planning law firms from around the
country at the conference which kicked off with a keynote address titled, “The Lighthouse in the Storm:
Our New Role in Turbulent Times,” from speaker Frank Maselli, from the Maselli Group. [Name] also
received a variety of legal education, on estate planning and elder law topics including Medicaid
planning, asset protection and trust funding strategies, developments in estate tax law, and the use of
trusts as beneficiaries of retirement plan benefits. The highlight of event was the Academy’s 20th
Anniversary Gala Reception, where they celebrated a milestone, not only for the Academy, but for the
estate planning landscape nationwide.
“One thing I find so valuable about my Academy membership is that it has provided me with support
and training while I’ve expanded my practice beyond tax-based estate planning,” says [NAME]. “By
offering additional services, like Medicaid Planning and Legacy Wealth Planning, I’m able to more fully
meet the needs of my clients and their families.”
[NAME] also spent time at the conference discussing what the future holds for today’s families and their
estate planning needs. “It’s nice to look back over the past twenty years and see how far we’ve come,
but what truly invigorates me is looking toward the future,” noted Academy co-founder Robert
Armstrong. “I’m excited about how the Academy will be able to continue to innovate and help our
members serve their clients amid the rapidly changing legal and technological landscape of the 21st
century.”
The American Academy of Estate Planning Attorneys began in 1993 with a mission to help its members
transform the way they practice law. The Academy’s focus is to provide members with the support they
need to provide cutting-edge legal solutions while making the estate planning process a relaxed,
enjoyable, and positive experience for their clients.
[LAW FIRM NAME] has devoted its practice to estate planning and elder law matters for more than
[YEARS] and has been a member of the American Academy of Estate Planning Attorneys since [DATE].
[FIRM NAME] is [NUMBER] of only [NUMBER] of firms in [NAME OF CITY] to be admitted to Academy
membership. The firm has helped thousands of clients meet their estate planning goals and pass on
meaningful legacies to their loved ones. To learn more about how you can achieve your estate planning
goals, please call [PHONE NUMBER] or visit [www.WEBSITE.com]. Media inquiries on estate planning
topics are also welcome. ###
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DATE:
FOR IMMEDIATE RELEASE
For Additional Information Contact:
[NAME] at [Phone Number] or [Email Address]
LOCAL ATTORNEY MARKS MILESTONE, SETS SIGHTS ON THE FUTURE
CITY, DATE -- [CITY NAME] attorney [NAME] was honored at the annual Spring Summit hosted by the
American Academy of Estate Planning Attorneys. This April’s conference in Philadelphia, PA was
especially meaningful, both for the Academy and for [NAME] because it marked the 20th Anniversary of
the Academy, and [he/she] has been a member of the organization since it held its first series of estate
planning boot camps in Las Vegas in 1993. As part of the celebration, Academy founders Robert
Armstrong and Sanford M. Fisch took time to thank [NAME] for [his/her] participation, contributions,
and friendship over the last 20 years.
[NAME] joined over 100 estate planning law firms from around the country at the conference which
kicked off with a keynote address titled, “The Lighthouse in the Storm: Our New Role in Turbulent
Times,” from speaker Frank Maselli, from the Maselli Group. [Name] also received a variety of legal
education, on estate planning and elder law topics including Medicaid planning, asset protection and
trust funding strategies, developments in estate tax law, and the use of trusts as beneficiaries of
retirement plan benefits. The highlight of event was the Academy’s 20th Anniversary Gala Reception,
where they celebrated a milestone, not only for the Academy, but for the estate planning landscape
nationwide.
Over the past two decades, the American Academy of Estate Planning Attorneys has become the
premier national educational organization promoting excellence in estate planning by providing member
attorneys with research and updates in estate, business planning, and tax laws.
According to co-founder Sanford M. Fisch, “When Robert Armstrong and I started the Academy in 1993,
we had a vision and a passion for helping other attorneys transform their law firms into thriving
enterprises with deep meaning, not just for the attorneys, but for their clients and their communities.
It’s nice to take some time to pause and reflect on the past twenty years, but we’re also excited as we
look toward what the future holds for the Academy and its members.”
For [NAME], joining the Academy 20 years ago fast-tracked [his/her] firm’s evolution into the estate
planning practice it is today; one that stays on the cutting edge of legal matters while keeping the firm
focused on continually enhancing each client’s experience.
“Academy membership has given me the education, training, coaching, and resources to expand my
practice while ensuring my clients and their experience stay at the center of my firm’s focus,” says
[NAME]. “The Summit was a nice opportunity to pause and reflect on the past twenty years, but it was
also an exciting glimpse at what’s next in terms of the technological advances and the new legal
strategies I’ll be able to use to help my clients.”
[LAW FIRM NAME] has devoted its practice to estate planning and elder law matters for more than
[YEARS] and has been a member of the American Academy of Estate Planning Attorneys since [DATE].
[FIRM NAME] is [NUMBER] of only [NUMBER] of firms in [NAME OF CITY] to be admitted to Academy
membership. The firm has helped thousands of clients meet their estate planning goals and pass on

26

meaningful legacies to their loved ones. To learn more about how you can achieve your estate planning
goals, please call [PHONE NUMBER] or visit [www.WEBSITE.com]. Media inquiries on estate planning
topics are also welcome.
###
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Your Estate Plan Is Due For A Review…
Date

Name
Address
City, State Zip

Does the Estate Plan You Set Up Years Ago
Reflect Your Current Needs and Goals?
Dear (Client Name):
A policy of our firm is to do a periodic review of our clients’ estate plans to ensure they continue
to be effective. However, it’s been at least [ __ ] years since we created your estate plan and we
haven’t seen you since then. During these last few years there have been many changes in the
law and you have likely experienced many personal and family changes as well. Therefore, an
update of your estate plan may be needed to ensure that your family and assets continue to be
protected.
For example, in your family there have likely been joyful occasions, such as births, adoptions
and new marriages or more sorrowful occasions, such as the loss of a loved one, a divorce or
change in a relationship. With these personal changes, the goals of your original estate plan have
probably changed as well and should be reviewed to ensure they take into account any new
family dynamics.
Are you still comfortable with the beneficiaries named in your estate plan? Do any of your
beneficiaries need protection against creditors, or against a potential divorce? Do you have a
beneficiary who is receiving government benefits? If so, an inheritance from you could cause
them to lose those benefits. Do you want to provide for your grandchildren or their
education? Do you want to give a portion of your estate to your favorite charity? If you have a
pet(s), do you have a plan in place outlining who will care for them?
In addition to family and financial changes, many families are also facing health issues and
the real possibility of needing a nursing home in the near future. With an average nursing
home stay costing approximately $[ ____ ] each month in our area, this has become a major
concern for our clients on how they will pay for this care. We can discuss how you can plan
ahead for a potential nursing home stay and how to pay for it, either with personal funds or with
Medicaid pre-planning. We can help you determine which option is best for you. However, the
sooner you start to plan, the more you can preserve with the right planning in place.
The legal landscape has changed dramatically as well and there have been many state and
federal tax law changes that may affect your estate plan.

28

“How Changes in Your Life and in the Law
Impact You and Your Heirs...”
As you can see, the combination of your unique personal and financial changes over the past few
years, make reviewing your estate and financial plan a necessity and an ideal opportunity to take
advantage of new strategies now available! To ensure your estate plan is keeping up with these
changes, we are offering you a FREE estate and financial plan review. During this
complimentary consultation we will review why changes in your family or the law make
discussing estate planning details so important – and the impact of these changes on your current
plan. They include:
Personal and Family Changes
 Successor Trustees – The person filling this important role will handle the
administration of your estate, including overseeing distributions to your beneficiaries.
Has anything happened in their life or yours which may warrant a necessary change for
this role?
 Power of Attorney Agents – Are you still comfortable with the people (Agents) you’ve
chosen to make financial and health care decisions on your behalf if you become
incapacitated? Are they still available to fill this role? Is there anyone in your life better
qualified or that you feel more comfortable with?
 Beneficiaries – Births, deaths, marriages and divorces in your family may mean that
changes should be made to your estate plan, including beneficiary designations for your
retirement plans or life insurance. Updating your plan may mean adding or removing
beneficiaries or simply changing the distribution amounts.
 Special Needs Beneficiaries – If you have a special needs child and/or grandchild,
specific provisions can be included in your plan to provide for them and preserve their
government benefits.
 New In-Laws – Perhaps your child or grandchild has married within the last few years.
You can protect their inheritance in case of their own divorce with the right planning
provisions to avoid having up to 50% of your assets walk out the door with the future ex
in-law!
 Your Assets – Changes in the value and type of assets you own, whether they are
appropriately funded into your Trust and whether any additional planning is needed. If
you’ve refinanced your home, it may be at risk for probate!
Changes in Planning Strategies and the Law
 Remarriage Protection – If your surviving spouse gets remarried, new planning
strategies can help preserve your estate and your legacy for your children instead of the
new spouse.
 Medicaid Planning – If you’re concerned about a possible nursing home stay for you or
your spouse in the future, a special Medicaid Trust may help you preserve your assets for
your family instead of going broke to pay for the nursing home.
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Distribution to Beneficiaries – Additional flexibility over distributions to beneficiaries
may be essential to protect the inheritance of young or financially inexperienced
beneficiaries. They may also be essential for asset protection purposes if your beneficiary
is at increased risk for lawsuits due to their profession.
 Income Tax Planning – Strategies to address concerns about paying additional taxes as a
result of the Affordable Care Act (Obamacare).
 State Estate/Inheritance Tax – Federal Estate Taxes are not the only tax concern,
ensure you plan to eliminate or minimize the state estate tax which is as high as ____%
for estates over $_________.
This estate plan check-up meeting is an ideal opportunity to coordinate your financial planning
with your estate planning goals, including a way to pay for a possible nursing home stay.
Call us today to schedule your FREE review appointment at [number]. If we don’t hear from
you, we will call you to schedule this necessary review appointment to discuss these important
changes.
We look forward to seeing you soon.
Yours truly,

Attorney Name
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STRATEGIC
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VISION
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LAW FIRM NAME:

DATE:

If you’re a new member, do your best to provide all the information requested. Once completed, please email this form
along with the Profit & Loss Statement to your PBC to schedule the Strategic Planning call.

VISION: STRATEGIC PLAN
S & Cs are internal to the business and O & Ts are external. All points should be only in one area, for example, something
is either a Strength or a Challenge but cannot be both! Enter up to six items under each heading.

STRENGTHS:

CHALLENGES:

OPPORTUNITIES:

THREATS:

PRIMARY AIM
Provides a sense of purpose, direction and inspiration. It motivates you to your highest levels of energy, using your unique abilities,
allowing you to be the best you can be. It is about leading a life and creating a practice that is consistent with your core values and
beliefs.

VISION
What will the business look like in 3-4 year's time? Revenue, # of employees, attorneys, focus, etc. Does this support your exit strategy?

MISSION STATEMENT
What you want potential customers to know about your business and why your firm is different – short, succinct and clear. Can be
posted in your lobby.

CORPORATE VALUES
Describe the values and standards that business decisions will be based on and relationships with employees, community, clients, and
vendors. What moral code do you operate by or litmus test can you ask yourselves? (i.e. “we always take the high road”)

2
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VISION: ORGANIZATIONAL STRUCTURE

About My Practice If you are submitting last year’s financials, the information below can be submitted on
this plan or on your financials, there is no need to provide it in both places.

CURRENT YEAR
STAFFING
1.

Number of Owners

2.

Number of Attorneys

3.

Number of Employees (F/T & P/T)

4.

Document Production Person?

F/T , P/T or No

5.

Marketing Coordinator?

F/T , P/T or No

6.

Trust Admin Person?

F/T , P/T or No

7.

Final Signing Person?

F/T , P/T or No

8.

Skills and Personality Testing in place?

Yes or No

9.

Weekly Staff Meeting

Yes or No
Day of Week _______________

10. Weekly Marketing Meeting

Yes or No
Day of Week _______________

CONTACTS
11. Number of Prospects in your database
12. Number of Clients in your database
13. Number of Professional Contacts in your
database for networking purposes
14. Name your Niches for private seminars
(i.e. business owners, special needs, farmers,
doctors, employers, non-profit groups)

NUMBERS
15. What percentage of gross is spent on
Marketing? (Seminars, mailings, advertising,
no marketing coordinator salary)
3

NEXT YEAR

34
16. Number of total CASES retained
(amendments and restatements are cases,
just not “new clients”, etc)
17. Cost per Client: Divide the amount spent on
marketing by the number of cases retained,
what is your average cost per case?

18. What is your Average Transaction Fee?

4

35

VISION: ORGANIZATIONAL CHART
Consider staffing based on the Academy’s benchmarks for Revenue per Employee and Revenue per Attorney.
PRESIDENT
( )

MARKETING
MANAGER

OPERATIONS
MANAGER

LEGAL SERVICES
MANAGER

( )

( )

( )

MARKETING
COORDINATOR
[Lead Generation]

RECEPTIONIST
( )

( )

ESTATE PLANNING
ATTORNEY
[Lead Conversion]

FINANCE MANAGER
( )

( )

ACCOUNTING
( )

( )

PUBLIC MARKETING
( )

PRIVATE MARKETING
( )

REFERRAL
MARKETING
( )

DATABASE ENTRY
( )

ATTORNEY

[Professional Review]
( )

ASSISTANT
( )

PRODUCTION
PARALEGAL

NETWORK
ADMINISTRATOR

PROOFING

( )

( )

FUNDING

( )

( )

CE PROGRAM

FINAL SIGNING

( )

( )

ONLINE/EMAIL MKTG

NOTARY SERVICES

( )

( )

CLIENT MARKETING

DEED PROCESSING

( )

( )

SEMINAR SPEAKER

ESTATE/TRUST
ADMIN ATTORNEY

( )

[Lead Conversion]
( )

SEMINAR
PARALEGAL

[Lead Conversion]

ESTATE/TRUST
ADMIN ASSISTANT

( )

( )

ATTORNEY

[Lead Conversion]

( )

5

LICENSING &
COMPLIANCE
( )

BOOKKEEPER

MARKETING

( )

( )

PAYROLL

CONVERSION

( )

( )

ACCOUNTS
PAY/REC

FOLLOW-UP

( )

ADVANCED EP

[Lead Conversion]

FINANCIAL PRODUCTS
MANAGER

ADV EP ATTORNEY
[Lead Generation/
Conversion]
( )

( )
VENDOR
PURCHASING
( )
BANK
RELATIONSHIPS
( )

( )
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Strategic
Planning
Worksheet

STEP 2

6

GOALS
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GOALS: FEES
FEES
CURRENT YEAR
DATE OF LAST FEE INCREASE:
SIMPLE WILL
COMPLEX WILL
RESTATEMENTS
AMENDMENTS
SINGLE LIVING TRUST
(bundled plan or tiered pricing)
MARRIED JOINT LIVING TRUST
(bundled plan or tiered pricing)
MEDICAID TRUST

WITH RLT:

STAND ALONE:
MEDICAID CRISIS QUALIFICATION
TRUST ADMIN
CLIENT MAINTENANCE PROGRAM
SEMINAR CREDIT

7

NEXT YEAR
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GOALS: DAILY NUMBER EXERCISE
Determine your gross revenue number and write it down. The next step is to figure out how much revenue your practice
needs to bring in on a daily basis to turn the number you’ve just written down into a reality.
1.

First, break the year into weeks. There are 52 weeks in a year, but you don’t want to be a slave to your practice, so
give yourself four weeks of vacation. Plus, if your office is anything like most firms, things tend to grind to a halt
around Christmas, so you’ll want to subtract another two weeks at the end of the year, bringing you to 46 working
weeks.

2.

Next, break those 46 working weeks down into working days. If you worked seven days a week, that would be 322
working days, but I’m assuming you’ll want weekends and national holidays for yourself. There are 11 national
holidays and 46 weekends (92 days) each year, leaving you about 219 working days.

3.

So, let’s assume the dream number you wrote down at the beginning of this exercise was $2 million. Divide that
by 219 days, and your daily revenue number is $9,132. If your operating expenses run at 50% of gross, then this
number puts $1 million in your pocket annually, before taxes.

GROSS REVENUE AND DAILY NUMBER (PAST, CURRENT & FUTURE)
Estimate revenue goal(s), then determine number of weeks total you’ll work (less vacation and holidays), next determine number of days
you will work each week (i.e. 4 or 5 days) and divide the number of days by your revenue goal to determine your true Monthly, Weekly
and Daily Number.
LAST YEAR
CURRENT
NEXT YEAR
IN 2 YEARS
IN 4 YEARS

GROSS REVENUE
MONTHLY
NUMBER
WEEKLY NUMBER
DAILY NUMBER

OWNER’S COMPENSATION (PAST, CURRENT & FUTURE)
Include draw, car, insurance, net income.
LAST YEAR

OWNER’S
COMPENSATION

8

CURRENT

NEXT YEAR

IN 2 YEARS

IN 4 YEARS
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Strategic
Planning
Worksheet

STEP 3

9

EXECUTION
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EXECUTION: MARKETING PLAN
Body Count Worksheet (front)
2013 Gross Revenue Goal: ________________________
NUMBER OF CASES
REVENUE CATEGORY

ANNUAL
REVENUE

% OF
GROSS

AVERAGE FEE

(Divide Revenue by
the Ave. Fee per
Category)

MONTHLY REVENUE
GOAL
(Divide Annual Goal
per Category by 12)

Corporate Work
Amend/
Restate (Clients)
Restatements
(Non-Clients)
Living Trusts
Wills
Advanced Planning
Trust Administration
Probate
Medicaid Pre-Plan
Medicaid Crisis
Miscellaneous

TOTALS

PROSPECT Body Count:

10

100%

CLIENT Body Count:

MONTHLY
CASES
REQUIRED

MONTHLY
BODY COUNT
(Complete Attached
Form)
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Body Count Worksheet (back)
Use this form for each Revenue Category.

AMENDMENT
RESTATEMENTS

WILLS

LIVING TRUSTS

Total Cases Needed
Ex: 50 cases
Current Percentage of Retention in the Firm
Ex: 85%
Meetings Needed in Order to Retain the Cases You
Need
Ex: 60 (x 85% retention gives you 50 cases)
What Percentage of Cancellation Does Your Office
Experience?
Ex: 15%
Add Above Percentage to the Number of Cases You
Require (Appts Scheduled)
Ex: 60 + 15% = 69
Total Monthly Body Count Requirement
Take above number multiply by 3 to determine how
many bodies you need to be in front of
Ex: 69 x 3 = 207

PROSPECT Body Count:
11

CLIENT Body Count:

MEDICAID
PRE-PLANNING
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EXECUTION: MARKETING ACTIVITIES CHECKLIST
Identify each activity you what to do and by when.

Law Firm Name ................................................................................................................................................... Year ..............................
Implement
Y/N

Activity

When
(mo or date)

PROSPECT MARKETING
Fee Increase Letter
Calendar 2 follow-up Postcards
Summer/Holiday Letters
Revise for New Year, Valentine’s Day, Mother’s Day or Father’s Day.
Calendar 2 follow-up postcards.
Public Seminars
Alternate Newspaper advertising with Direct Mail each sweep
Prospect Postcards
Send them to prospects in your database for upcoming Public
Seminars, broken down by zip code

PRIVATE/NICHE SEMINAR MARKETING
Create Private/Niche Seminar Hit List
Professionals, non-profits, membership groups, employers, banks,
doctors, farmers, special needs, business owners, churches, etc.,
includes niches in client database and other contacts.
Schedule Lunch Networking Meetings with Hit Lists
Call 5-10 groups each week (whatever you need to meet your
private seminar goal)
CPA Client Seminar
Plan at least one per year in May/June or Nov/Dec – Plan 6 months
out.
“Dinner’s On Us” Seminars
Plan on at least 3-4 for the year. Target key clients and other
contacts for endorsement.
Brownie Point Letters
Send them once a month to organizations named in clients’ trusts.

CLIENT MARKETING
Client Seminars
Schedule them Monthly or Quarterly
Prepare Newsletter Cover Letter/Insert
With updates, service offers, review reminders
*Repeat: Do you want to repeat this activity next year?

12

Done
√

Repeat?
*
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Implement
Y/N

Activity
Client Review Meeting Mailings
With follow-up phone calls one week later
Client Advisory Board
With Monthly or Quarterly lunch meeting in-office or at upscale
restaurant
Send Out Cards
Schedule monthly for birthdays, anniversaries, thank you’s, etc.
Teleseminars
With guest speakers on variety of both estate planning and other
topics
Annual Client Appreciation Events
Such as cruises, local plays, wine tasting, ice cream social
Client Referral System
Incorporate into Seminars, Consultations, and Signings
Wealth Care Maintenance Program
Kick off your program for the year and schedule workshops on
special topics for program members

PROFESSIONAL NETWORKING
Lunch & Learn Meetings
Schedule at least 2 per week (1 professional and 1 niche/private
contact). Be prepared with Agenda with clear next steps.
Send eAlerts
At least monthly with educational alerts, invitations to CE Programs,
and other FYIs. Tuesdays are the best day for delivery.
Client in Common Letters
Send out monthly and follow up with a lunch & learn invitation
CE Courses
Plan at least 4 months out – 60 days needed to get CE approvals
Mini-Educational Lunches
For small groups in your conference room. Often times they don’t
need the CE Credit, but want the education
Invite to Upcoming Seminars
Regularly invite professionals to your seminars as “guests” to open
the door for private seminars
*Repeat: Do you want to repeat this activity next year?

13

When
(mo or date)

Done
√

Repeat?
*
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Implement
Y/N

Activity

WEBSITE & EMAIL MARKETING
Download EPAs and Educational Alerts
Set a reminder to download the newest article on the last business
day of the month
Update Website Monthly
With EPAs, law firm announcements, seminars
Update Social Media Accounts and Blog (Weekly)
Facebook, Linkedin, Twitter, Avvo
Send eAlerts
At least monthly to clients, prospects, and professionals. Tuesdays
are the best day for delivery
SEO Program Members
Schedule your blog approvals and postings
Website Monthly Maintenance Checklist
To track results and ensure your website is up-to-date
Google Local AdWords
Set-up an account with a minimum $500 budget per month
Facebook Ads
Targeting professionals and consumers in your
community to increase your fans.
Google Places
Make sure you’re signed up and your information is correct.
Google Analytics
Review your website traffic reports every month

PUBLIC RELATIONS
Press Releases
To local press, online, and on your website
Radio Show Guest
Make arrangements to be a guest 4-6 times per year
Sign up for Google Alerts
So you’re notified every time your firm name is mentioned in the
news online
Author a Book
To enhance your credibility as an expert in the field with consumers
and referral sources
*Repeat: Do you want to repeat this activity next year?

14

When
(mo or date)

Done
√

Repeat?
*
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EXECUTION: MARKETING BUDGET WORKSHEET

Fill in your revenue goal and estimated expenses (download the Excel version of this worksheet to calculate these
numbers)
201__ REVENUE GOAL

$500,000

Target Budget: 10-15%
Actual Budget
Number of EP Prospects
Number of EP Clients

$50,000

$75,000
$65,000
3,000
1,500

Non-Public Seminar Marketing
TOTAL EXPENSES
Percentage of Total Budget
Website & Related Online Marketing
SEO
Website Monthly Fee
Email Marketing
Google AdWords
Other
Newsletters & Postage
Quarterly Newsletters & Postage
Monthly Newsletters & Postage

Public Seminar Marketing

$36,680
56%
$3,680
$0
$1,680
$200
$0
$0
$12,500
$6,500

Total Seminar Budget
Percentage of Total Budget

Seminar Expenses Per Sweep
Advertising Costs
Newspaper Sweep
Direct Mail Sweep
Other
Room Costs
Refreshments
Handouts & Materials
Total Expenses Per Sweep
Newspaper Sweep
Direct Mail Sweep[

$6,000
$9,200
$5,000
$700
$1,500
$2,000
$0
$3,300
$1,500
$0
$1,800
$0
$3,000
$1,500
$500
$1,000
$0
$0
$5,000
$0

Client Marketing
Client Seminars (+Postage)
Review Letter Mailings
SendOutCards
Holiday Cards
Other
Prospect Marketing
Fee Increase Letter
Holiday Letter
Seminar Postcards
Other
Networking
Lunch/Learns
Donut Drops
Referral Thank You Gifts
CE Programs
Other
Private Seminars
Other
Radio
Public Relations
Other

$28,320
44%

15

2008

2009

$7,800
$10,300

Total Public Sweeps for the Year
Newspaper Sweeps
Direct Mail Sweeps
Totals

1
3
4

$7,800
$30,900
$38,700

Total Marketing Expenses
Total Budget
Grand Total Expenses
Differences

$65,000
$75,380
($10,380)

HISTORY
Category
Total Marketing Budget
Marketing Budget (Percent of
Revenue)
Non-Public Seminar Expenses
Public Seminar Expenses

$5,000
$7,500
$2,800
$1,500
$300
$1,000

2010

2011

2012

2013
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DASHBOARD SUMMARY
After completing each section of the worksheet, summarize your goals here.

NEXT YEAR

CURRENT
REVENUE GOAL
DAILY NUMBER
REVENUE PER ATTORNEY
REVENUE PER EMPLOYEE
MONTHLY BODY COUNT
MARKETING BUDGET
MARKETING CALENDAR
DEADLINE
AVERAGE FEE
RETENTION RATE
COST PER CLIENT
6 INTERNAL SYSTEMS TO IMPLEMENT
Include deadlines

1.

3.

5.

2.

4.

6.

6 MARKETING SYSTEMS TO IMPLEMENT
Include deadlines

1.

3.

5.

2.

4.

6.

16
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BODY COUNT CHEAT SHEET SAMPLE
2013 Gross Revenue Goal:
REVENUE CATEGORY

ANNUAL
REVENUE

% OF GROSS

AVERAGE
FEE

NUMBER OF
CASES

MONTHLY
REVENUE
GOALS

MONTHLY
CASES
REQUIRED

MONTHLY
BODY COUNT
(from back)

Corporate Work

#DIV/0!

0.0

$0

0.0

NONE

Amendments/ Restatements
(Clients)

#DIV/0!

0.0

$0

0.0

#DIV/0!

Restatements
(Non-Clients)

#DIV/0!

0.0

$0

0.0

NONE

Living Trusts

#DIV/0!

0.0

$0

0.0

#DIV/0!

Wills

#DIV/0!

0.0

$0

0.0

#DIV/0!

Advanced Planning

#DIV/0!

0.0

$0

0.0

NONE

Trust Admininstration

#DIV/0!

0.0

$0

0.0

NONE

Probate

#DIV/0!

0.0

$0

0.0

NONE

Medicaid Pre-Plan

#DIV/0!

0.0

$0

0.0

#DIV/0!

Medicaid Crisis

#DIV/0!

0.0

$0

0.0

NONE

Miscellaneous

#DIV/0!

0.0

$0

0.0

NONE

Other Legal

#DIV/0!

0.0

$0

0.0

NONE

0.0

$0

0.0

#DIV/0!

TOTALS

$0

Monthly PROSPECT Body Count:

#DIV/0!

#DIV/0!

#DIV/0!

Monthly CLIENT Body Count:

#DIV/0!
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BODY COUNT CHEAT SHEET SAMPLE
2013 Gross Revenue Goal:

$0

AMENDMENTS /
RESTATEMENTS
(Clients)

LIVING TRUSTS &
RESTATEMENTS (nonclients)

WILLS

MEDICAID
PREPLANNING

0.0

0.0

0.0

0.0

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

Number of Appointments Scheduled
Meetings Needed ÷ (1 - Cancellation %)

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

TOTAL ANNUAL BODY COUNT Number
of bodies you need to be in front of this year.
(Number of Appts Needed x 3)

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

TOTAL MONTHLY BODY COUNT
(Annual Body Count ÷ 12 mos)

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

Cases Required
(Based on Revenue Goals)

Firm's Current Retention Rate

Meetings Needed to Retain Cases
(Monthly Cases Req ÷ Retention Rate)

Cancellation Percentage
(% of Appts that Typically Cancel)

Monthly PROSPECT Body Count:

#DIV/0!

Monthly CLIENT Body Count:

#DIV/0!
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Law Firm Name

2013 Annual Marketing Budget Worksheet SAMPLE
2013 REVENUE GOAL

$0
$0

Target Budget: 10-15%

$0
$0

Actual Budget
Number of EP Prospects
Number of EP Clients

Non-Public Seminar Marketing
TOTAL EXPENSES
Percentage of Total Budget
Website & Related Online Marketing
SEO
Website Monthly Fee
Email Marketing (BizActions, etc.)
Google AdWords
Elder Care Channel
Other
Newsletters & Postage
Quarterly Newsletters & Postage
Monthly Newsletters & Postage
Client Marketing
Client Seminars (+Postage)
Review Letter Mailings
SendOutCards
Holiday Cards
Other
Prospect Marketing
Fee Increase Letter
Holiday Letter
Seminar Postcards
Other
Networking
Lunch/Learns
Donut Drops
Referral Thank You Gifts
CE Programs
Other
Private Seminars
Other
Radio
Public Relations
Other

Public Seminar Marketing
Total Seminar Budget

$0
#DIV/0!
$0

$0
#DIV/0!

Percentage of Total Budget

Seminar Expenses Per Sweep

$0

Advertising Costs
Newspaper Sweep
Direct Mail Sweep
Other Seminar Costs
Room Costs
Refreshments
Handouts & Materials

$0

Newspaper Sweep
Direct Mail Sweep

$0

Total Expenses Per Sweep
$0
$0

Total Public Sweeps for the Year
Newspaper Sweeps
Direct Mail Sweeps
Totals

0
0
0

$0
$0
$0

$0

Total Marketing Expenses
Total Budget
Grand Total Expenses
Difference

$0

$0
$0
$0

$0

HISTORY
Category
Total Marketing Budget
Marketing Budget (Percent of Revenue)
Non-Public Seminar Expenses
Public Seminar Expenses

2008

2009

2010

2011

2012
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Profiles in Excellence
The Profiles in Excellence for Academy attorneys have been given a facelift and now feature a modern look and
feel. These profiles are in full color and have a 2-sided option which promotes your seminars and online
presence. Choose from several templates. The pricing is below and does not include shipping. Place your order
at the registration desk.
Pricing:
Single-Sided, Full Color, 8.5 x 11
(100lb. w/Gloss)

Double-Sided, Full Color, 8.5 x 11
(100lb. w/Gloss)

Quantity

Original
Price

Special
Summit Price

Quantity

Original
Price

Special
Summit Price

250

$176.70

$141.36

250

$224.70

$179.76

500

$182.90

$146.32

500

$256.90

$205.52

1000

$206.13

$164.90

1000

$354.13

$283.30
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P R O FI L E I N E XC EL L EN C E

ALLEN M. REECE, Esq.

FRANK & KRAFT,ATTORNEYS AT LAW

135 N. Pennsylvania St., Suite 110 0 | Indianapolis, Indiana 46204
w w w.frankkraf t.com | Tel.: (317) 684 -110 0 | Fax: (317) 684 - 6111

About Allen M. Reece

Allen Reece is a member of Frank & Kraft, one of the leading law firms in Indiana in the area of estate planning as
well as elder law planning.
Mr. Reece is committed to helping people preserve their estate and protect their families. He helps clients avoid probate,
save taxes, and protect their hard-earned savings. He concentrates in the areas of Elder Law, Medicaid planning and
asset protection planning.

Professional Experience

Mr. Reece is a member of the Indianapolis Bar Association; the Indiana State Bar Association, including the sections
of Elder Law and Estate Planning Law; the American Bar Association; the National Academy of Elder Law Attorneys;
and the American Academy of Estate Planning Attorneys. He is a frequent speaker at numerous elder law seminars.
He was formerly Vice President at Deutsche Bank Alex. Brown.

Education

Mr. Reece earned his Juris Doctor degree from University of Michigan in 2012, where he was a Dean’s Scholar.
While in law school, Mr. Reece was the founding Editor-in-Chief for the Michigan Journal of Private Equity and
Venture Capital Law. Mr. Reece also earned a Master of Science from the University of Sussex, UK. He was awarded
a bachelor’s degree in Philosophy with college honors from Earlham College, where he was a National Merit Scholar.

Personal Profile

Allen, his wife Jenny, and their two children live in Indianapolis. As the father of two children under five, all of his
hobbies are currently on hiatus.

ABOUT THE AMERICAN ACADEMY OF ESTATE PLANNING ATTORNEYS
The American Academy of Estate Planning Attorneys is a member organization serving the needs of legal professionals
concentrating on estate planning.Through the Academy’s comprehensive training and educational programs on stateof-the-art estate planning law and techniques, it fosters excellence in estate planning among its members and helps
them deliver the highest possible service to their clients.
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ESTATE PLANNING SEMINARS

Frank & Kraft, Attorneys at Law presents estate planning and elder law seminars on numerous educational
topics to any group or organization. These FREE educational seminars are offered to non-profit organizations,
employers, associations, special interest groups, support groups, and financial advisors in our community.
This is a great opportunity for you to invite your friends, members, donors, and/or employees to a private
seminar to learn more about their estate planning options.

Estate Planning Seminar Topics:
➽➽ Wills & Living Trusts
➽➽ Protecting Your Family & Leaving a Lasting
Legacy
➽➽ Why Your Living Trust May Not Work and
What to Do about It
➽➽ Special Needs Trusts
➽➽ Pet Trust Planning
➽➽ Estate Planning for the Gay & Lesbian
Community
➽➽ Estate Planning for Farmers & Ranchers

➽➽ Estate Planning for the Small Business Owner
➽➽ The 5 Myths of Estate Planning
➽➽ Planning with IRAs
➽➽ Planning with Charitable Remainder Trusts
➽➽ Family Limited Partnerships
➽➽ Irrevocable Life Insurance Trusts
➽➽ Lawsuit & Asset Protection
➽➽ Protecting Your Nest Egg From Nursing Home
Expenses

We would be pleased to present any of the above estate planning seminars to your group or organization. To
schedule a seminar or to request additional information, please contact the firm’s estate planning attorney,
Allen Reece at (317) 684-1100.

Need a Resource for Trusts, Wills and Estate Planning?
Visit Our Law Firm Website: www.frankkraft.com
Finally, an informative website that is easy to understand and full of free information! Check out our site,
created just for you and your family and packed full of great information!
➽➽ Download Over 40 FREE Estate Planning and
➽➽ Top 10 Estate Planning Techniques
Elder Law Reports
➽➽ Take Our Estate Planning IQ Quiz
➽➽ Estate Planning News Articles
➽➽ Subscribe to Our Email Alerts
➽➽ Read Our Newsletter, “Your Estate Matters”
➽➽ Estate Tax Calculators
➽➽ Estate Planning FAQs and Definitions
➽➽ Register for Upcoming Seminars
ARE WE
FRIENDS YET?

“Like” Us on Facebook for Updates on:

➽ Exclusive Estate Planning Tips and Articles ➽ Upcoming Seminars ➽ Office Happenings

Ask your family and friends to connect with us as well!

www.facebook.com/frankandkraft
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P R O FI L E I N E XC EL L EN C E

JAMES M. VITT | VITT LAW OFFICES, PLC

880 -A Rio East Cour t | Charlot tesville, VA 22901
jim@vittlaw.com | www.vittlaw.com | Tel.: (434) 971-3025 | Fax: (434) 293- 4982

About James M. Vitt

Mr. Vitt first became interested in estate planning in law school
while taking an estate taxation course. As an attorney, he always has found it rewarding to help people plan and assist them
in getting their affairs in order. Nonetheless, Mr. Vitt spent
several years as a trial lawyer and general civil practitioner prior
to focusing on estate planning. That experience has proven
invaluable as a foundation for his estate planning practice.

Professional Experience

Following law school, Mr. Vitt served as a judicial law clerk in
Bennington, Vermont. As a law clerk, Mr. Vitt had the opportunity to work with several judges on a wide variety of matters.
A year later, Mr. Vitt went to work for Paterson & Walke, PC, an
AV-rated general civil practice law firm in Montpelier, Vermont.
He ultimately became a managing shareholder of that firm. At
Paterson & Walke, PC, Mr. Vitt represented individuals and
businesses in a variety of matters, including business planning
and litigation. He represented clients in state and federal courts,
and successfully argued cases before the Vermont Supreme
Court. In 1993, Mr. Vitt returned to his home state of Virginia,
where he was a principal of Geraty, MacQueen & Vitt, PLC for
eleven years. During that period, Mr. Vitt narrowed the focus
of his work to estate planning and elder law.
In March 2004, Mr. Vitt founded Vitt Law Offices, PLC, a firm
devoted entirely to estate planning, elder law, and related matters. As a member of the American Academy of Estate Planning Attorneys (AAEPA), Mr. Vitt has consistently completed
a minimum of 36 hours of annual Continuing Legal Education
(more than required by the Virginia State Bar) in areas pertaining to estate planning, elder law, and taxation. He served
on the AAEPA’s Education Advisory Board for over five years,
and serves on AAEPA’s Board of Governors. In addition, he

received training and earned certification pertaining to IRA
planning and distributions through the IRA Attorney Advisor Program presented by Ed Slott, CPA. Mr. Vitt is an active
member of the Virginia Chapter of the National Academy of
Elder Law Attorneys, the Virginia State Bar Section on Trusts
and Estates, the Central Virginia Estate Planning Council, and
the Charlottesville/Albemarle Bar Association. Mr. Vitt has
addressed numerous professional and community organizations, has appeared on television, and has been interviewed for
various print media. He regularly conducts public and private
seminars on estate planning, elder law, and related matters.
Over the years, Vitt Law Offices, PLC has helped hundreds of
clients preserve and pass on their hard-earned wealth through
wise estate planning choices.

Education

In 1974, Mr. Vitt completed his undergraduate studies at Virginia Tech. In 1985, Mr. Vitt received his Juris Doctorate and
his Master of Studies in Environmental Law, cum laude, from
Vermont Law School. While at Vermont Law School, Mr. Vitt
earned first place honors in the Debevoise Moot Court Competition, served on the Moot Court Advisory Board, and was a
member of the Vermont Legal Research Group.

Personal

Mr. Vitt and his wife, Dianne, a registered dietitian, have a
son and daughter. All of the Vitts are or have been involved
with the law firm. Daughter Loretta is presently attending
law school at the University of Virginia, and plans to practice
at Vitt Law Offices upon graduation. They all enjoy outdoor
activities and musical events in their spare time.

ABOUT THE AMERICAN ACADEMY OF ESTATE PLANNING ATTORNEYS
The American Academy of Estate Planning Attorneys is a member organization serving the needs
of legal professionals concentrating on estate planning. Through the Academy’s comprehensive training
and educational programs on state-of-the-art estate planning law and techniques, it fosters excellence in
estate planning among its members and helps them deliver the highest possible service to their clients.
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ESTATE PLANNING SEMINARS

Vitt Law Offices, PLC presents estate planning and elder law seminars on numerous educational topics
to any group or organization. These FREE educational seminars are offered to non-profit organizations,
employers, associations, special interest groups, support groups, and financial advisors in our community.
This is a great opportunity for you to invite your friends, members, donors, and/or employees to a private
seminar to learn more about their estate planning options.

Estate Planning Seminar Topics:
➽➽ Wills & Living Trusts
➽➽ Protecting Your Family & Leaving a Lasting
Legacy
➽➽ Why Your Living Trust May Not Work and
What to Do about It
➽➽ Special Needs Trusts
➽➽ Pet Trust Planning
➽➽ Estate Planning for the Gay & Lesbian
Community
➽➽ Estate Planning for Farmers & Ranchers

➽➽ Estate Planning for the Small Business Owner
➽➽ The 5 Myths of Estate Planning
➽➽ Planning with IRAs
➽➽ Planning with Charitable Remainder Trusts
➽➽ Family Limited Partnerships
➽➽ Irrevocable Life Insurance Trusts
➽➽ Lawsuit & Asset Protection
➽➽ Protecting Your Nest Egg From Nursing Home
Expenses

We would be pleased to present any of the above estate planning seminars to your group or organization. To
schedule a seminar or to request additional information, please contact the firm’s estate planning attorney,
James M. Vitt at (434) 971-3025.

Need a Resource for Trusts, Wills and Estate Planning?
Visit Our Law Firm Website: www.vittlaw.com
Finally, an informative website that is easy to understand and full of free information! Check out our site,
created just for you and your family and packed full of great information!
➽➽ Download Over 40 FREE Estate Planning and
➽➽ Top 10 Estate Planning Techniques
Elder Law Reports
➽➽ Take Our Estate Planning IQ Quiz
➽➽ Estate Planning News Articles
➽➽ Subscribe to Our Email Alerts
➽➽ Financial Advisor Educational Center
➽➽ Estate Tax Calculators
➽➽ Read Our Newsletter, “Your Estate Matters”
➽➽ Register for Upcoming Seminars
➽➽ Estate Planning FAQs and Definitions
ARE WE
FRIENDS YET?

“Like” Us on Facebook for Updates on:

➽ Exclusive Estate Planning Tips and Articles ➽ Upcoming Seminars ➽ Office Happenings
Ask your family and friends to connect with us as well!

www.facebook.com/vittlaw
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NURSING HOME EVALUATION FORM
NAME OF FACILITY ..............................................................................
DATE OF VISIT.......................................................................................
CONTACT NAME.................................................................................
CONTACT PHONE NUMBER ...............................................................
CONTACT E-MAIL................................................................................

BASIC INFORMATION
Is the facility’s current, valid license posted?

Y

N

Is the most current state survey or inspection report available for review?

Y

N

If there are deficiencies noted on the latest inspection report, has the facility
corrected each of them?
Y

N

Is there a bed available for your loved one?

Y

N

Does the facility have a waiting list?

Y

N

NOTES AND OBSERVATIONS: .........................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................
...........................................................................................................................................................

ARMSTRONG, FISCH AND TUTOLI

9444 Balboa Avenue, Suite 300 | San Diego, California 92123
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Building and Grounds
Rate the following on a scale of 1-5, with 1 being poor and 5 being excellent
First impression
Parking availability (full lot can indicate visitors are welcome and encouraged)
Exterior of the premises (paint, gutters, trim, trash)
Landscaping (well-maintained)
Alzheimer’s accommodations (including secure, outdoor walking area)
Outdoor common area (security and ease of access)
Windows in building (natural light sources, can they be opened, view)
Interior cleanliness (floors, smell, walls)
Noise level (common area and hallways)
Designated and well-ventilated smoking area
Salon services available (barber/beauty)
Physical and occupational therapy available
Dining area (clean, layout/design of space, decor)
Dining assistance available
Indoor common areas (spacious, updated furniture and equipment)
Resident rooms (spacious, personalized to residents)
TOTAL SCORE OUT OF 80
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Nursing Home Staff and Policies
Rate the following on a scale of 1-5, with 1 being poor and 5 being excellent
Demeanor of staff and residents (happy, relaxed, friendly, courteous)
Respect residents have for staff
Respect staff has for residents
Regular staff assignment to individual residents
Staff participation in residents’ care plan meetings (nurse assistants)
Longevity of staff / staff turnover
Frequency of visits from the state ombudsman
Administrator’s relationship with residents (knows the residents by name and has
pleasant, friendly conversations with them)
Daily / Monthly rate
Additional charges not included in daily/monthly rate
Private pay rate increase (frequency, likelihood)
Rate increase (who is notified, advance notice given)

TOTAL POSSIBLE SCORE 60
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Resident Concerns
Rate the following on a scale of 1-5, with 1 being poor and 5 being excellent

Sufficient notice given when roommates are changed
Roommate assignments
Hospitalization procedures (how long is the bed held, fees assessed)
Eviction/discharging of residents (circumstances, notice given)
Grievances (residents’ concerns addressed in an efficient manner)
Resident activities (resident participation, meaningful, appropriate)
Support of residents’ individual hobbies and interests
Organization and provision of transportation for outings and community activities
Daily routines
Residents encouraged to remain/become independent
Bed time / Wake up time
Resident appearance (well groomed, clean)
Resident bathing frequency
Dedicated nurse assistant for each resident
Meal choices (quality, dietary preferences, variety, fresh)
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Timeliness of meal service
Feeding assistance available
Availability of between meal snacks
Medication dispensing (accuracy, schedule, qualified staff administering)
Routine wellness exams (resident weight, overall health)
Regular checks for bedsores
Promptness of call response
Availability of mental health services (all residents, Medicaid recipients)
Availability of occupational, speech, or physical therapy (all residents, Medicaid
recipients)
Use of physical or chemical restraints (circumstances, specific policy for use)
Laundry (who is responsible, frequency, loss)
Lost Items (how are they managed, concessions, frequency)
TOTAL POSSIBLE SCORE 135
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Family Concerns
Rate the following on a scale of 1-5, with 1 being poor and 5 being excellent
Accommodations nearby for out-of-town visitors (hotels or motels)
Proximity of nursing home to family members and other loved ones
Nearby restaurants suitable for family meals, including meals with the resident
Visitors accommodations (comfortable spaces to visit with residents)
Frequency of visitors (encouragement, allowance for)
Parking (lighting, maintained, potholes or cracks, trip hazards)
Care planning meetings (frequency, flexible to family schedules)
Family/Staff meetings (to discuss concerns or problems)
Family council (active, participation rate, frequency of meetings)
Emergency notifications (procedures, circumstances)
TOTAL POSSIBLE SCORE 50
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Total Possible Scores
Input Total Scores from each category and add for Grand Total

Building and Grounds

/80

Nursing Home Staff and Policies

/60

Resident Concerns

/135

Family Concerns

/50

GRAND TOTAL

/325

64

Compliments of
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Law Firm Name
Telephone
www.lawfirm.com

THE TRUTH ABOUT ELDER ABUSE
What You Need to Know
to Protect Yourself and Your Loved Ones

© AMERICAN ACADEMY OF ESTATE PLANNING ATTORNEYS, INC.
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ABOUT THE FIRM
Armstrong, Fisch & Tutoli has been providing quality estate planning for our clients since 1976.
Whether you need an attorney certified as a Specialist in Estate
Planning, Trust and Probate Law by the State Bar of California,
Board of Legal Specialization, or a Certified Financial Planning
Professional, our team of qualified individuals, many of whom
have been with our firm over 10 years, are here to help you
and your loved ones.
In these turbulent times, if you or your loved ones would like a
complimentary consultation to discuss your estate plan and
financial
strategy,
visit
our
website
at
www.armstrongfisch.com, or call us today at 858-453-0626 to
schedule an appointment and see why San Diego Magazine continues to recognize us as a Five
Star Wealth Manager. We present seminars on a variety of estate planning and elder law topics;
call us if you want to be on our seminar mailing list.

FOLLOW US ONLINE
www.facebook.com/OurFirm

www.googleplus.com/OurFirm

www.twitter.com/OurFirm

www.blogspot.com/OurFirm

www.linkedin.com/OurFirm

www.youtube.com/OurFirm

CONTACT US
PLACE LOGO HERE

Company
Address
City, State Zip
(###) ###-####

www.lawfirm.com
Email@ourfirm.com
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The Truth About Elder Abuse

1

THE TRUTH ABOUT ELDER ABUSE: WHAT YOU NEED TO KNOW
TO PROTECT YOURSELF AND YOUR LOVED ONES
Imagine this:
You are physically frail, and you have to rely on other people for help with the most basic daily
tasks. You need assistance getting out of bed in the morning, bathing and getting yourself
dressed, preparing meals, and getting out of the house to go grocery shopping or to visit
friends. On top of this, your memory isn’t what it used to be. You have trouble recalling recent
events and your math skills are starting to slip.
Now, imagine that the person you rely on for help is systematically stealing your money,
threatening and screaming at you, or even physically assaulting you. This may be your child,
your spouse, or your paid caregiver. You don’t know where to turn for help, and you’re not sure
you have the words to express what is happening to you, anyway. You feel alone, helpless, and
in despair.
For too many senior citizens, this is a daily reality.
Elder abuse is a quiet but growing epidemic. The National Center on Elder Abuse reports that
millions of seniors are abused each year.1 It is difficult to come up with an accurate figure,
because only a fraction of victims report their abuse. According to one estimate, only 16% of
abuse incidents are reported to adult protective services. 2 The problem is growing and reports
of financial and physical abuse are on the rise nationwide. Across the country, in the last two
years alone, abuse reports have increased 12%. 3
Part of the problem is that the experts don’t know enough about elder abuse. “Current”
medical and scientific information about elder abuse and neglect are decades behind the
understanding we have about other problems like child abuse and domestic violence.4 This
means we need to educate ourselves about elder abuse and be watchful in protecting our loved
ones and ourselves.

WHAT IS ELDER ABUSE?
The Administration on Aging says that elder abuse is a general term for “any knowing,
intentional, or negligent act by a caregiver or any other person that causes harm or a serious
risk of harm to a vulnerable adult.” 5
Each state has its own laws defining what qualifies as criminal elder abuse and neglect. But,
elder abuse can generally be broken down into the following categories:
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The Truth About Elder Abuse

FINANCIAL EXPLOITATION
One of the most common forms of elder abuse is the financial exploitation of seniors. America’s
population is aging and there is a greater concentration of wealth among older people. This,
coupled with the cognitive impairment that affects approximately one-third of those over the
age of 71, makes the elderly prime targets for financial exploitation and fraud.

EXPLOITATION BY FAMILY MEMBERS
Often, the first scenarios that come to mind when we hear about financial exploitation are
telemarketing scams or email fraud. More frequently, however, the perpetrator is a member of
the victim’s own family.
This was the case for well-known actor Mickey Rooney. In 2011, 90-year-old Rooney testified
before the U.S. Senate Special Committee on Aging about his experience as the victim of
financial exploitation.
After suffering for years, he went to court and got a restraining order against his stepson,
whom he accused of intimidating and bullying him, depriving him of medication and food, while
also draining his financial accounts. The court also put a temporary conservator in charge of
Rooney’s accounts.
The actor told the Senate committee, “Over the course of time, my daily life became
unbearable… I felt trapped, scared, used, and frustrated. But above all, I felt helpless. For years
I suffered silently, unable to muster the courage to seek the help I knew I needed.”
The most frequent form of financial exploitation of the elderly is a relative spending a senior’s
money without permission. Other forms of financial exploitation include:
•
•
•
•

Forging an elderly person’s signature
Intimidating or tricking an elderly person into signing over control of financial accounts
or other property
Intimidating or tricking an elderly person into signing a deed, will, or power of attorney
Promising care for an elderly person in exchange for money or property and then failing
to follow through on the promise

Often, the person taking advantage of an elderly relative has a history of financial problems,
mental illness, or drug or alcohol abuse. This, coupled with a history of dependence on the
elder, can lead to a perfect opportunity for exploitation when the elder enters a state of mental
decline or physical frailty.
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EXPLOITATION BY STRANGERS
Family members are not the only people who exploit the elderly for financial gain. Senior
citizens are prime targets for schemes like identity theft, telemarketing fraud, and home
improvement scams.
When non-family members victimize elders, they often follow certain patterns. According to
the National Committee for the Prevention of Elder Abuse/MetLife Mature Market Institute
Study Crimes of Occasion, Desperation, and Predation Against America’s Elders, 6 women are
twice as likely as men to be victimized by strangers, and most victims fit the following profile:
•
•
•
•

They are between the ages of 80 and 89
They live alone
They need some level of help with health care or home maintenance
They are visibly vulnerable (living alone, obviously confused or mentally impaired, or
with limited mobility)

According to the study, there was another unique quality that made an elderly person a prime
target for all types of perpetrators. The study’s authors described this as a “combination of
tenuous, valued independence and observable vulnerability.”
We have all known older friends and family members who fit this profile: they’re fiercely
independent, but they may not be fully able to do everything for themselves. These are the
people who need our help, but they don’t realize it yet – or they just won’t admit it.

SIGNS OF FINANCIAL EXPLOITATION
It is often difficult to determine if an elderly loved one has been a victim of financial
exploitation. After all, many victims have not retained meticulous math skills, so they might not
realize they have been taken advantage of. And those who realize they have been victimized,
are often too embarrassed to come forward.
One thing you can do is to be aware of patterns in your loved one’s finances. For example:
•
•
•
•
•
•
•

Unusual financial transactions, like bank account withdrawals or transfers, that your
loved one does not remember or cannot explain
Unpaid bills, eviction or foreclosure notices, or utility shutoff notices
Newly-signed legal documents, such as a will or a power of attorney, that your loved
one does not understand
Missing property
The sudden appearance of a new caregiver or close “friend”
Living arrangements that fall far below your loved one’s financial means
A caregiver who expresses an unusual interest in your loved one’s finances
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PHYSICAL ABUSE
Physical abuse of the elderly is defined as the use of any kind of physical force or violence that
causes pain or injury. It includes actions like hitting, pushing, slapping, biting, and pinching, but
it also includes the inappropriate use of physical or chemical restraints.
This common type of elder abuse can happen in an institutional setting like a nursing home or
an assisted living facility, or it can even happen in the elderly person’s own home.
This is exactly what happened to a Minnesota woman in 2010.7 She didn’t want to be
identified, so we’ll call her Jane. Jane and her 57-year-old son had an argument over money.
The argument ended with Jane’s son choking her as she sat in her rocking chair, then pushing or
throwing her down a flight of stairs. It wasn’t until 45 minutes later, after he had stepped over
Jane as he went outside to bury $36,900 in the backyard, that he called an ambulance.
Jane suffered a broken hip, broken ribs, and a dislocated shoulder. She’ll spend the rest of her
life in a nursing home. Her son was charged with third-degree assault.
Like many victims, Jane didn’t want to talk about her experience for fear that her son would
retaliate against her. Because so few victims speak up, it is important to be aware of the signs
of physical abuse.

PHYSICAL SIGNS
•
•
•
•
•

Sprains, strains, or broken bones
Burns
Restraint marks or abrasions on arms or legs
Traumatic tooth or hair loss
Bruising

Bruising can be a particularly tricky sign to interpret, because many seniors are prone to
accidental bruising – particularly those who take medications, like blood thinners, that increase
the chance of bruising. Accidental bruising tends to appear in predictable places, like the arms
and legs. There are some kinds of bruising, however, that are seldom accidental. These include:
•
•
•

Bilateral bruising (bruises that show up on both extremities at the same time)
Bruises on the ears, neck, genitals, buttocks, or the soles of the feet
Multicolored bruises, indicating that an elderly person suffered repeated injuries to the
same area at different times

BEHAVIORAL SIGNS
•

An elderly person who refuses to explain injuries, or who attempts to explain injuries in
a way that does not make sense
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An elderly person who suddenly becomes isolated, withdrawn, or secretive
An elderly person who behaves with fear toward a caregiver
Repeated similar injuries
Family members or caregivers who give inconsistent explanations for an elderly person’s
injuries
Injuries that are not treated in a timely manner

SEXUAL ABUSE
The sexual abuse of an elderly person happens when that person is forced, tricked, or
manipulated into any form of unwanted sexual contact. It is also any form of sexual contact to
which the elderly person does not have the capacity to give his or her consent.
Perpetrators of sexual abuse can be caregivers, employees of nursing homes and other care
facilities, family members, or spouses of elderly victims. According to one study, 70% of sexual
abuse of the elderly happens in nursing homes, with 14% occurring in the abuser’s home, and
12% occurring in the victim’s home. 8
Elders with psychological impairments such as dementia are at greater risk for assault and
abuse because they have trouble communicating their experiences. Perpetrators know that this
kind of victim is unlikely to fight back and that the abuse has little chance of being reported, so
they feel free to attack these most vulnerable of victims. What makes the abuse of
psychologically impaired elders even more heartbreaking is that they tend to have a more
severe traumatic reaction to the assault than other populations. For example, one study found
that more than half of victims died within 12 months of being assaulted.9
This is why it is especially important for caregivers and family members to be aware and watch
for signs of sexual abuse, which can include:
•
•
•
•
•

Genital pain or bleeding
Bruising to the genitals or thighs
Trouble walking or sitting
Torn, stained, or bloody underclothes
Sexually transmitted diseases

Although women are most frequently the victims of sexual abuse, it is important to remember
that elderly men can also be the victims of this kind of abuse.
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PSYCHOLOGICAL ABUSE
An elder does not need to suffer physical injuries to be the victim of abuse. Words can cause
harm, too. Consider this scenario:
Bob is 90 years old and lives with his son, Joe, and his daughter-in-law, Ellen. Bob can be
difficult to care for. He has never gotten along well with Ellen; he is a picky eater and is very
vocal when things are not to his liking. He has also lost a good deal of mobility over the past
several years and he doesn’t always make it to the bathroom.
Lately, Ellen has become increasingly frustrated when Bob soils himself. She has started
berating him when he has “accidents,” and she threatens to leave him sitting or lying in his own
waste. Ellen always ends up changing Bob’s clothes and bedding, but her threats and
demeaning treatment of him are psychological abuse.
Psychological abuse includes verbally threatening or intimidating an elderly person, withholding
emotional support from him or her, or subjecting an elderly person to fear, isolation, or
emotional distress.
Signs of psychological abuse include an elderly person who:
•
•
•
•

Is withdrawn or fearful in response to a caregiver
Is generally upset or agitated
Is withdrawn, listless, or apathetic
Tells you that a caregiver is abusive, harsh, or mean

A caregiver who behaves and responds harshly toward an elderly person may also be a sign that
psychological abuse may be happening.

NEGLECT
Neglect happens when caregivers fail to provide the care an elderly person needs to remain
healthy, both physically and mentally. There are three kinds of neglect.
1. Active neglect occurs when a caregiver intentionally withholds food, clothing, medical care,
medication, or other necessities. Sometimes this happens because the caregiver benefits
financially due to the neglect, and sometimes the neglect stems from conflict between the
caregiver and the elderly person.
2. Passive neglect happens when a caregiver fails to fulfill his or her duties, but doesn’t do it on
purpose. Passive neglect can happen for any number of reasons. Caregivers often become
overwhelmed, experience illness or disability themselves, or are ignorant of the needs of the
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elderly person who depends on them. Sometimes – particularly when the caregiver is a family
member – the caregiver runs out of the resources needed to care for an elderly loved one.
These essential resources can include time, energy, money, and training.
3. Self-neglect occurs when an elderly person refuses to accept outside help but can’t take care
of him- or herself.

RISK FACTORS
Elders with physical or mental disabilities or other high-level needs who are heavily dependent
on others for help with daily activities are at increased risk for neglect from caretakers. While
people with mental health issues, including dementia and substance abuse problems, are also
at high risk for self-neglect.
Signs of Neglect
If you have an elderly friend, family member, or neighbor in one of these high-risk groups, pay
close attention for the following signs of neglect:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

A home that is unsafe, unsanitary, unclean, or is infested with pests
Not enough food in the home
Lack of power, heat, or water in the home
Poor personal hygiene
Inadequate clothing or dressed improperly for the weather
Bedsores or skin rashes
Dehydration
Unattended medical conditions (soiled bandages, infections, unattended injuries, or
bedsores)
Absence of medical aids like glasses, hearing aids, dentures, or walkers
Obvious emotional distress
Withdrawn, detached, or depressed state of mind
Fear of his or her caregiver
A caregiver who is frequently frustrated, overwhelmed, or exhausted
A caregiver who obviously lacks necessary caregiving skills

WHAT YOU CAN DO
PROTECT YOUR LOVED ONES
The best way to protect elderly friends and loved ones from abuse and neglect is to remain
aware and concerned.
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The elders who are most at risk for abuse, neglect, and exploitation are those who lack a strong
network of alert and involved family members and friends. Perpetrators count on the ability to
isolate, intimidate, and control their victims. The more caring and informed people an elder has
involved in his or her life, the less likely he or she will be victimized.
If someone else is the primary caregiver for your elderly loved one, stay informed and involved
when it comes to care giving decisions. Remain active and interested in your loved one’s life,
and encourage other family members to do the same.
Know the warning signs, and don’t be afraid to ask about situations that make you
uncomfortable or suspicious. Just remember that often, elderly people who are being
victimized are not vocal about what is happening to them. Sometimes, it is due to mental
impairments that keep them from expressing what is happening. In other cases, they don’t
speak up because they are embarrassed, intimidated, or afraid they won’t be believed.
Keep in touch with your elderly friends, family members, and neighbors. Visit as often as you
can. If you can’t visit, make time for regular phone calls. Better yet, see if you can arrange for
regular video chats through a service like Skype, ooVoo, or FaceTime. This allows you to see as
well as hear your loved one so that you can get a clearer idea of his or her condition.

GET HELP
Lend a helping hand. If you know a caregiver who seems overwhelmed, offer to fill in for a while
and provide a respite break. You might even consider getting together with members of your
church or civic group to organize regular breaks for the caregiver.
If you suspect someone is being abused, try to talk to him or her alone. Ask some simple
questions, and be sure to listen carefully to the answers. Pay attention to what they say, but
also watch for nonverbal clues. Listen to your gut instincts.
If you believe an elderly family member or friend is the victim of abuse, neglect, or financial
exploitation, get help immediately. In an emergency, call 911 or your local police department.
If the situation is not an emergency, then the location of the abuse is a factor.
If the abuse occurred or is occurring in a long-term care facility, such as a nursing home or an
assisted living facility, you should contact your state’s long-term care ombudsman and report
the abuse. Each state has a long-term care ombudsman who serves as an advocate for residents
of nursing homes, assisted living facilities, and other long-term care facilities. Ombudsmen help
residents of these facilities to understand and enforce their rights. You can find the contact
information for your ombudsman’s office at www.ltcombudsman.org/ombudsman or 202-3322275.
If the abuse occurred anywhere other than a long-term care facility, you should contact the
National Center on Elder Abuse at www.ncea.aoa.gov or 1-800-677-1116 to locate an adult
protective agency in your area. Your local adult protective agency can guide you in filing any
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appropriate police reports, as well as finding the necessary services to help your elderly loved
one.

PROTECT YOURSELF
One of the most important things you can do to protect yourself from abuse and neglect as you
age is to be prepared. Meet with your estate planning attorney and establish a disability plan,
putting people you know and trust in charge of your affairs in case you become incapacitated.
You might have heard that a Revocable Living Trust can be an excellent tool for planning your
estate, but did you know that it can also be an indispensible disability planning tool? Not only
can a properly structured Revocable Living Trust be used to distribute your property without
the need for probate after your death, you can use it to appoint someone you trust to take
charge and manage your property in case you become disabled while you’re still alive.
In addition to a Revocable Living Trust, you can create a Property Power of Attorney, appointing
a trusted individual to manage your financial accounts for you in the event that you become
unable to manage your own affairs.
In some states the Durable Power of Attorney and Living Will are combined into one document
called an Advance Health Care Directive. This planning tool lets you put a trusted loved one or
friend in charge of your medical decision making in the event that you are too ill or injured to
handle these important choices for yourself.
Taking steps to plan now, while you’re healthy, can help shield you from exploitation and fraud
as you age.
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ABOUT THE ACADEMY
This report reflects the opinion of the American
Academy of Estate Planning Attorneys. It is based on our
understanding of national trends and procedures, and is
intended only as a simple overview of the basic estate
planning issues. We recommend you do not base your own estate planning on the contents of
this Academy Report alone. Review your estate planning goals with a qualified estate planning
attorney.
The Academy is a national organization dedicated to promoting excellence in estate planning by
providing its exclusive membership of attorneys with up-to-date research on estate and tax
planning, educational materials, and other important resources to empower them to provide
superior estate planning services.
The Academy expects members to have at least 36 hours of legal education each year
specifically in estate, tax, probate and/or elder law subjects. To ensure this goal is met, the
Academy provides over 40 hours of continuing legal education each year. The Academy has also
been recognized as a consumer legal source by Money Magazine, Consumer Reports Money
Adviser and Suze Orman in her book, 9 Steps to Financial Freedom.
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Request any reports of interest to you or your family. Simply call our office at (###) ###-#### or
visit our website at www.ourfirm.com.
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