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ABOUT CORDELL PARVIN 
 
Drawing on 36 years of experience as a construction law rainmaker, Cordell Parvin 
works with lawyers and law firms to develop the next generation of great attorneys. He 
guides lawyers in finding the right attitude, setting appropriate goals, developing 
strategies for time management and building networking skills.  
 
Cordell’s years of experience as an attorney set him apart from other lawyer coaches as 
he has actually done what he teaches. Previously serving as the Construction Law 
Practice Group Leader and the Partner responsible for attorney development at his firm, 
Cordell has experienced the challenges facing attorneys and uses that experience to 
help provide solutions. 
 
In 2005, Cordell left Jenkens & Gilchrist to devote full time to coaching, teaching and 
speaking on career development, business development and law firm leadership. Since 
then he has coached lawyers in firms throughout the United States and Canada, and 
has been a frequent speaker at law firm retreats. He is the author of three books and 
has published many articles on these subjects. 
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What?  
 
Successful lawyers have a very clear idea of what they want to accomplish.  They know 
where they want to be five years from now, maybe even 20 years from now. Having 
clarity on what you want to accomplish with your career actually enables you to have 
more time for your family. How do you suppose that happens? Put simply, lawyers with 
clarity on what they want to do with their career do not waste lots of time. Lawyers 
without clarity do waste time and frequently are spinning their wheels and frustrated by 
it. Clarity about what you want also gives you energy. One way to gain clarity on what 
you want is to write down what you are doing and what your life is like in five years from 
now. 
 
In December 2018 (five years from now) where do you want to be? 
 
Where are you living? ____________________________________________________  
 
If you have children, how old are they? _____________________________________ 

______________________________________________________________________ 
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What kind of legal work are you doing? ______________________________________ 

______________________________________________________________________ 

 
What kind of clients are you serving? ________________________________________ 

______________________________________________________________________ 

 
How much business are you generating? _____________________________________  
 
 
Why Important? 
 
Once you have determined what you want to accomplish, you need to understand why it 
is important and develop a plan to achieve it. In 1978, I decided I wanted to build a 
national transportation construction practice. Why was that important to me? First, I 
wanted the recognition of being the best at something. Second, I wanted to work on the 
most interesting projects. Third, I had a passion for the people in the construction 
business. A couple of my best friends from college were the second generation of two 
very successful construction companies. I knew them and I knew their families. I felt 
very comfortable building lasting relationships with them and others in the transportation 
construction business.  
 
Why is it important to you? 
 
______________________________________________________________________ 

 ______________________________________________________________________ 

______________________________________________________________________ 

 ______________________________________________________________________ 

How?  
 
Step 1 - Target Market 
 
Who is your target market?  

______________________________________________________________________ 

 ______________________________________________________________________ 
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What do you want your target market to hire you and your firm to do?  

______________________________________________________________________ 

______________________________________________________________________ 
 
 
How can you become more visible and credible to your target market?  

______________________________________________________________________ 

 ______________________________________________________________________ 

  
What organizations does your target market belong to?  

______________________________________________________________________ 

______________________________________________________________________ 
 
 
Who influences your target market? 

______________________________________________________________________ 

______________________________________________________________________ 

 
Step 2 – Create a Plan with Goals 
 
Three planning tips: 
 
1. Create your plan based on your strengths. StrengthsFinder 2.0 is available on 

Amazon 
http://www.amazon.com/gp/product/159562015X?ie=UTF8&tag=wwwcordellpar-
20&linkCode=as2&camp=1789&creative=9325&creativeASIN=159562015X 

2. Set effective goals. 
3. Hold yourself accountable. 
 
Top Down / Bottom Up Planning 

Prepare plan both top down and bottom up. By that I mean start with goals, then list 
actions and estimate hours. Then start with hours you plan to invest on client 
development and other non-billable activities and work back up to goals. This way you 
are able to prioritize your activities to fit the hours you plan to invest. 
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Motivating End Result Goals: 
 

• Generate $______ in business 
• Obtain ____ new clients 
• Expand relationship with _____ clients 
• Bill _____ hours 

 
 
Detailed Action Goals: 
 

• Learn how to_______________________________________________ 
• Read _____________________________________________________ 
• Pro Bono work on ___________________________________________ 
• Speak at __________________________________________________ 
• Write ____ articles and get them published 
• Contact _____ law school classmates 

 

List your goals for 2014 and beyond: 

______________________________________________________________________ 

 ______________________________________________________________________ 

______________________________________________________________________ 

 ______________________________________________________________________ 

______________________________________________________________________ 

 ______________________________________________________________________ 

  
Rank your goals  

1. ________________________________________________________________ 

 
2. ________________________________________________________________ 

 
3. ________________________________________________________________ 
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2014 ATTORNEY BUSINESS PLAN 
 
Name:  
Date:  
 

Your business plan is the key to organizing your non-billable hours and using your time wisely 
to accomplish your individual goals.  Start with setting goals that will stretch you and energize 
you and then develop a plan to achieve them. 

 
This worksheet is provided to assist you in developing your business plan for 2014.  Under 

Roman Numeral III, there are a wide range of options. The wide range is merely to give you 
ideas. It is not intended for you to try to do all of the activities. To the contrary, it is more 
important focus on a few things and do them well.  Careful planning and focus will increase your 
likelihood of success. 

 

BUSINESS DEVELOPMENT GOALS FOR 2014  
 

Describe briefly your three or four business development goals for 2014. They should be specific 

and, if possible, measurable (for example, making contact with _____ people a month; writing 

_____ articles; speaking at _____ industry meetings; development of a particular client or group 

of clients; bring in  $__________ business; increase business brought in to $________; increase 

collected production value to $_______; provide      $_______ of business for associates in your 

practice group; expand business with ABC client by $______; obtain ___ new clients over next 

12 months; and develop unique solution to a burning issue for clients in the ______ industry). 

 
A. _______________________________________________________________________ 
 _______________________________________________________________________ 
 
B. _______________________________________________________________________ 
 _______________________________________________________________________ 
 
C. _______________________________________________________________________ 
 _______________________________________________________________________ 
 
D. _______________________________________________________________________ 
 _______________________________________________________________________ 
 
E. _______________________________________________________________________ 
 _______________________________________________________________________ 
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II. TOTAL BILLABLE AND NON-BILLABLE HOURS  
 
Billable Hours    
 
Non-Billable Hours    

 

Non-Billable Activities 

Firm Administration  

a.  

b.  

c.  

d.  

 

Profile Building (Section III)  

Relationship Building (See Section IV)  

CLE/Professional Improvement(Section 
V)  

Pro Bono ( Section VI)  

 
Total Billable and Non-Billable Hours:   
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III. PROFILE BUILDING 
 

In this section, focus on your profile/reputation building activities.  In each 
category, indicate how you plan to proceed. Recognize that for most lawyers 
business development activities done today are not likely to generate revenue right 
away, so be patient. 

Professional/Bar Organizations 

 
 

Name of 
Organization 

 
Membership 
Composition 

 
My Activity/ 

Role 
  

     

     

     

     

 
Estimated number of hours:    
 
 

Community, Civic, Political or Charitable organizations 

 
Name of 

Organization 

 
Membership 
Composition 

 
My Activity/ 

Role 
   

      

      

      

      

 
Estimated number of hours:    
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Trade and Industry Associations  

 
 

Name of 
Organization 

 
Membership 
Composition 

 
My Activity/ 

Role 
(Presentations, 

Meetings, 
Writing etc.)  

   

      

      

      

      

 
Estimated number of hours:    
 
 

Books, articles and other writing for publication: 

 
Subject 

Publication 
(if known) 

   

     

     

     

     

 
Estimated number of hours:    
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Prioritization Matrix 

 

High Return / Low Investment 

Do first and do often 

 

 

High Return / High Investment 

Break down into smaller pieces 

 

Low Return / Low Investment 

Do when you have time 

 

 

Low Return / High Investment 

Say NO graciously! 

 
Your Prioritization Matrix 

High Return / Low Investment 

 

 

 

 

High Return / High Investment 

 

Low Return / Low Investment 

 

 

 

 

Low Return / High Investment 
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90-Day Action Items 

Breaking down your planned actions into 90-day or shorter time frames will make it 
more likely that you will meet your goals.  

What would you like to accomplish in the next 90 Days? 

______________________________________________________________________ 

 ______________________________________________________________________ 

______________________________________________________________________ 
 
______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 
 

______________________________________________________________________ 
 
 

How You Spend Your Time Weekly 
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More Planning Tips  
 
Think about your roles, priorities, commitments and lifestyle, what is the best day and 
time of day for you to schedule your client development activities?
 

_________________________________________________________________ 

__________________________________________________________________ 

 

List business development activities that can be done in 15-minutes or less.

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

Identify your daily and repetitive activities that provide the opportunity to fill the dead 
time with client development activities. 
 

_________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 



 
 

  
How to Develop an Effective Business Plan Page 13 www.CordellParvin.com 

Think of content you have created and list ways you can repurpose that content.
 

_________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 
What are activities that will help you be more accountable? 

______________________________________________________________________ 

______________________________________________________________________ 
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Want a Simple Way to Double or Triple
Your Own Productivity? Here's How.
Want a Simple Way to Double or Triple Your Own
Productivity? Here's How.
By Heidi Grant Halvorson [1]

|

March 4, 2011

Very few of us are as productive as we could be. We want to be focused with laser-like
precision on critical tasks and make the best, most efficient use of our time. Instead, we
get distracted by coworkers, lost in our Inboxes, and too absorbed by unimportant aspects
of a single project when we'd be better off turning our attention to other things.

Wanting to be more productive isn't enough to actually make you more productive. You
need to find a way to deal effectively with the distractions, the interruptions, and the fact
that there is just way too much on your plate. Fortunately, there is a very simple strategy
that has been proven to do the trick.

If you've already read my book Succeed: How We Can Reach Our Goals [2], then know
that I am a big fan of planning. If-then planning, in particular, is a really powerful way to
help you achieve any goal. Well over 100 studies, on everything from diet and exercise to
negotiation and time management, have shown that deciding in advance when and where
you will take specific actions to reach your goal (e.g., "If it is 4pm, then I will return any
phone calls I should return today") can double or triple your chances for success. Making
if-then plans to tackle your current projects, or reach your 2011 goals, is probably the most
effective single thing you can do to ensure your success.

If-then plans take the form:
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If X happens, then I will do Y.

For example:

If I haven't written the report before lunch, then I will make it my top priority when I return.

If I am getting too distracted by colleagues, then I will stick to a 5 minute chat limit and
head back to work.

If it is 2pm, then I will spend an hour reading and responding to important emails.

How effective are these plans? One study looked at people who had the goal of becoming
regular exercisers. Half the participants were asked to plan where and when they would
exercise each week (e.g., "If it is Monday, Wednesday, or Friday, then I will hit the gym for
an hour before work.") The results were dramatic: months later, 91% of if-then planners
were still exercising regularly, compared to only 39% of non-planners!

A recent review of results from 94 studies that used the if-then technique found
significantly higher success rates for just about every goal you can think of, including
monthly breast self-examination, test preparation, using public transportation instead of
driving, buying organic foods, being more helpful to others, not drinking alcohol, not
starting smoking, losing weight, recycling, negotiating fairly, avoiding stereotypic and
prejudicial thoughts, and better time management.

Why are these plans so effective? Because they are written in the language of your
brain--the language of contingencies. Human beings are particularly good at encoding and
remembering information in "If X, then Y" terms, and using these contingencies to guide
our behavior, often below our awareness.

Once you've formulated your if-then plan, your unconscious brain will start scanning the
environment, searching for the situation in the "if" part of your plan. This enables you to
seize the critical moment ("Oh, it's 4pm! I'd better return those calls"), even when you are
busy doing other things.

Since you've already decided exactly what you need to do, you can execute the plan
without having to consciously think about it or waste time deliberating what you should do
next. (Sometimes this is conscious, and you actually realize you are following through on
your plan. The point is it doesn't have to be conscious, which means your plans can get
carried out when you are preoccupied with other things, and that is incredibly useful.)

So if you are finding, day after day, that too many important tasks have gone
unaccomplished, and you are looking for a way to introduce better habits of time
management into your life, look no further: try making a simple plan. By starting each
morning making if-thens to tackle the day's challenges, you won't actually be adding hours
to your day, but it will certainly seem like you did.

Follow
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Practical Success

Cordell M. Parvin

Practical Ideas On Client 
Development For Associates

 I have done a lot of  work helping associates with 
client development in my old firm and now as a 
coach. In this article, I want to share with you my 
practical ideas on associate client development.

Set Yourself  Apart
 Client development is more challenging today 
for a variety of  reasons. First, business clients are 
no longer local or loyal and there are many more 
lawyers from which to choose. Sec-
ond, you have less time but more 
choices of  client development ac-
tions. Because you have too many 
choices, you may either never get 
started, or become ineffective in 
your efforts.
  However, if  you have a plan, 
become visible to your target mar-
ket and find ways to become a 
valuable resource and advisor for 
those clients and potential clients, 
you can become very successful. It 
is important that you start your efforts as early in 
your career as possible.

Client Development Myths
 Associates seem to buy into client development 
myths and this stifles their efforts. Here are several 
of  those myths:

•  You either have it or you don’t.  I can tell you 
from my personal experience that I did not have 
it. Knowing that drove me to work at it and de-
velop my skills;

•  Just do good work, get a Martindale AV rat-
ing, and wait for the phone to ring. There are 
thousands of  lawyers in your city or area who 
do good work. Client development is a contact 
sport. It is about building relationships and add-
ing value beyond the good work;

•  Too young, and inexperienced to.…” Lawyers 
should start learning client development skills 

as early as possible. This is a mara-
thon not a sprint and even though 
you may not bring in a client now 
that fits your firm’s client profile, you 
are building towards doing so later;
•    You have to be an extrovert and 

know how to work a room. I 
know lawyers who are very out-
going and do poorly because 
they talk about themselves and 
do not listen. I know introverted 
lawyers who do very well be-
cause they ask great questions 
and listen who do very well;

You have to “ask” for business. Lawyers who • 
are good at asking for business do not come 
across as needy or greedy. I, personally, was un-
comfortable asking so I tried to be the “go to” 
lawyer who would be sought by clients in my 
target market; and

Cordell M. Parvin built a national construction practice during his 35 years of practicing law. In 2005, Mr. Parvin left the 
!rm and started Cordell Parvin LLC. He now works with lawyers and law !rms on career development and planning and 
client development. You can subscribe to his Blog at http://www.lawconsultingblog.com/, connect with him on LinkedIn at 
http://www.linkedin.com/in/cordellparvin, join his Facebook Fan Page at http://www.facebook.com/pages/Cordell-Parvin-
Lawyer-Coaching/222291473905?ref=ts, and follow him on Twitter at http://twitter.com/cordellparvin. 
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Associates in big firms do not need to learn cli-• 
ent development. At the very least, associates in 
big firms with institutional clients need to learn 
about those clients and find ways to become 
more valuable to them. As expressed above, 
institutional clients are no longer loyal, They 
can’t be counted on as they have been in the 
past. So learning the skill set to get new clients 
is more important today than before.

What Successful Associates Share In Com-
mon

 Here are some of  the characteristics that I have 
observed over the years in the most successful as-
sociates:

They are patient, persistent, and perseverant;• 
They focus client development on things they • 
are passionate about;
They have a plan for their non-billable time as • 
well as written goals;
They regularly work on client development;• 
They are seeking to become more visible to • 
their target markets;
They are getting feedback on their ideas and • 
how they are doing;
They find ways to hold themselves account-• 
able;
They all wish they had started their efforts ear-• 
lier in their careers.

What Differences Do Associates Have? 
 Several associates with whom I have worked 
are “connectors.” Those lawyers are active in their 
communities and/or active in the Bar. Other asso-
ciates enjoy writing. They are writing articles that 
are published. When supported by their firms, they 
are blogging. Those lawyers are using writing as a 
way to get speaking engagements in front of  their 
target markets.
 Associates I have coached do their planning 
in a variety of  ways. Some associates begin their 
planning looking forward five years and then work-

ing back. Others emphasize setting 90 days goals. 
Several associates use weekly plans and journals as 
their method of  holding themselves accountable.
 Successful associates do not “find” time for cli-
ent development. Instead they make time. Each as-
sociate develops different ways of  making it. Sever-
al associates with whom I have worked spend time 
on client development after their children go to 
bed. Some associates work on client development 
on weekend mornings.
 Some associates are using LinkedIn, Facebook 
and Twitter as tools to reconnect with classmates, 
firm alums, friends, and potential clients. Others 
are reaching out by phone.

Deliberate Practice
 Practice things you want to get better at doing. 
Examples might include:

Treating your supervising lawyers like clients, • 
figuring out what they want and need and ex-
ceeding their expectations;
Finding out what is going on that impacts your • 
clients;
Networking;• 
Working on your elevator speech/questions;• 
Identifying future issues impacting your cli-• 
ents;
Writing articles for a business audience de-• 
signed to get you hired;
Public speaking;• 
Questions for clients and potential clients;• 
Active listening;• 
Building the team and assigning work;• 
Supervising and giving feedback.• 

 Reading an article like this has very limited 
value by itself. It has to be translated into practice. 
If  you want to get something out of  the article ask 
yourself, “What can I do based on what I learned?” 
If  you want to share your plan with me, I would 
enjoy hearing from you.
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Practical Success

Cordell M. Parvin

Recently I gave a presentation on career planning 
to over 200 associates in a large law firm. As I often 
do, I began by asking how many in the room had 
prepared a Personal Performance and Development 
Plan or Business Plan with written goals. Surpris-
ingly only a handful had a prepared 
a plan. I then asked how many had 
begun planning their 2012 vaca-
tions. Far more hands were raised. 
I am always surprised that many, if  
not most, lawyers spend more time 
planning their vacations than they 
spend planning their careers. 
 Why do you suppose I think 
you should have a plan? I believe 
when you prepare a plan with writ-
ten goals, you will take control of  
your future. In addition, if  your plan and written 
goals are focused on something you truly value, you 
will feel energized, committed, and disciplined to 
achieve them. Finally, having a plan enables you to 
best use your two most important resources: your 
time and your energy.
 Not to plan is to risk what Yogi Berra once said: 
“If  you don’t know where you are going, you are 
likely to end up somewhere else.” I learned early 
in my career that without a focus, I could easily get 
distracted. So, it was important to me, to not only 
know where I was going but also to have a map to 

show me if  I was on course for my destination. If  I 
had not identified what I wanted in my future and 
charted a written course, I would not have had the 
discipline to take the actions necessary to get there. 
 You might be thinking there are many success-

ful partners in your firm who have 
never had a written career plan and 
have instead focused on doing the 
highest quality work possible. I have 
known many successful lawyers who 
haven’t had a written plan. They 
must be better able to keep things 
in their heads and hold themselves 
accountable than I am. While these 
lawyers are successful, I often won-
der what they might have achieved 
had they actually written a plan for 

their careers.
 When I speak to lawyers on planning, I share 
ideas from the first three habits in Dr. Stephen Cov-
ey’s book The 7 Habits of  Highly Effective People. 
Dr. Covey’s first three habits are:
• Habit 1 — Be Proactive;
• Habit 2 — Begin with the End in Mind;
• Habit 3 — Put First Things First.

 What do these habits mean to your law career? 
First, being proactive means that each of  you is re-
sponsible for your own career. Where you are now 
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in your career is a product of  the cards you were 
dealt and the decisions you have made to date. 
Where you go from here is up to you. Your firm can 
help, but you are the one who ultimately is respon-
sible. 
 Beginning with the end in mind means you 
must have some idea of  what you want to accom-
plish and what you want to become as a lawyer in 
the future. In planning your career, you must have a 
vision of  where you want to go and what you want 
to accomplish. For each of  you this will be different 
and your ability to see the future will be different. In 
this part of  the workshop, I asked the associates to 
think about where they want to be five years from 
now, or some time in the future more appropriate 
for them. 
 Putting first things first means establishing pri-
orities. You can’t do it all. You have to make choices. 
A lawyer I coached several years ago decided her 
priorities were:
• Her family;
• Her church;
• Her health; and
• Her clients and law firm.

 Her plan was based on activities that fit her 
four priorities. In many instances she was able to 
do something that fit more than one priority. For 
example, she started a children’s choir that included 
her two children. The first time they sang outside 
of  their church was at one of  her clients’ nursing 
homes.
 I have associates prepare a list of  10 things they 
want to accomplish. I then ask them to rank each 

item on their lists and to identify the one goal which, 
if  accomplished, would have the greatest impact on 
their careers and lives. For each one, I suggest they 
answer why accomplishing it would be important to 
them. Without a good answer to the “why” ques-
tion, they and you will not have the discipline or 
commitment to stay with it.
 The Personal Performance and Development 
Plan will be of  little value if  it is not implemented. 
So how can you hold yourself  accountable? First, 
I suggest you break down your plan into 90-day 
goals. Make a list of  what you want to do in the 
next 90 days. Next, get a colleague in your firm or 
a friend and share your plans and 90-day goals with 
each other. Finally, plan each week by listing what 
you plan to do, estimating how much time it will 
take and putting it on your calendar.
 At this point I asked the associates to draw a 
circle and put “168” in the middle. I then asked 
if  anyone could tell me what the 168 represented. 
One associate raised his hand and volunteered it 
was the number of  hours an associate should bill 
each month. 
 Looking back, that was not a bad answer, but I 
am sure you know what I had in mind. If  you sleep 
56 hours and bill 40 hours a week and plan and use 
10 non-billable hours a week for your own develop-
ment and client development, that leaves you with 
62 waking hours a week for personal time. How 
well you plan and use the 10 non-billable hours will 
ultimately determine the quality of  your career and 
how well you plan and use the 62 personal hours 
will determine the quality of  your life.

To purchase the online version of  this article—or any other article in this publication— 
go to www.ali-aba.org and click on “Publications.”

http://www.ali-aba.org/
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