
EOL Marketing

organic paid

PR
- ERIN

Press coverage
|

[name]

Video
|

[name]

Written press 
release

|
[name]

Creative Press
|

[name]

Charity 
opportunities

|
[name]

Reviews
|

[name]

Video

editing
|

[name]

Creative 
strategy

|
[name]

Google
|

[name]

FaceBook
|

[name]

ETC
|

[name]

Partnerships
|

[name]

On camera
|

[name]

Research
|

[name]

Litify 
Management

|
[name]

Written 
Content

NewsLetter
|

[name]

SEO Articles
|

[name]

GMB Updates
|

[name]

Social Copy
|

[name]

GPT Oversight
|

[name]

SEO/Tech

Website
|

[name]

Youtube
|

[name]

Social
|

[name]

GMB
|

[name]

Backlinks
|

[name]

Google Trained
|

[name]

Social Admin 
Management

Comments/DM
Monitor

|
[name]

GMB Messages
|

[name]

Posting on all  
platform

|
[name]

Social
|

[name]

GMB Updates
|

[name]

Tools

Website
|

[name]

SMS Magic
|

[name]

Call Rail
|

[name]

Zapier
|

[name]

Hellosign
|

[name]

Jotform
|

[name]

SalesForce
|

[name]

Reports
|

[name]

New 
Fields/Fix

|
[name]RingCentral

|
[name]

Aircall
|

[name]

Newsletter Tool
|

[name]

Outlook
|

[name]

Trello
|

[name]

Last Pass
|

[name]

Strategy

Social Strategy
|

[name]

Website
|

[name]

Creative 
Strategy

|
[name]

Topical Strategy
|

[name]

Ads Strategy
|

[name]

Collaboration
|

[name]

Growth
|

[name]

Areas of Law
|

[name]



ADS

FB / IG

Video
|

[name]

Google Ads Youtube Reddit Other

Editing
|

[name]

Double 
Checking

|
[name]

Caption
|

[name]

Copy
|

[name]

Strategy
|

[name]

Targets
|

[name]

Geographic
|

[name]

Interests
|

[name]

Area of Law
|

[name]

Script Writing
|

[name]

Ad Monitoring
|

[name]

SF Campaign
|

[name]

Budgeting
|

[name]

Last Eyes
|

[name]

Retargeting
|

[name]

Zapier
|

[name]

Training
|

[name]

GMB
|

[name]

Smart Display
|

[name]

PPC
|

[name]

Keyword 
Research

|
[name]

Ad Copy
|

[name]

Ad Monitoring
|

[name]

Map Ads
|

[name]

LSA
|

[name]

Staying up to 
date on Google

|
[name]

Strategy
|

[name]

Retargeting
|

[name]

Targets
|

[name]

Area Of Law
|

[name]

Disputes
|

[name]

Strategy
|

[name]

Execution
|

[name]

Explore
|

[name]

Execution
|

[name]

Strategy
|

[name]

TikTok
|

[name]

General 
Branding

|
[name]

Look For Blue 
Oceans

Can we get 
Approved?

TV

Social

Uber Wrap

Creative

Influencer 
Marketing



AA Marketing

organic paid

PR
|

[name]

Press coverage
|

[name]

Video
|

[name]

Written press 
release

|
[name]

Creative Press
|

[name]

Charity 
opportunities

|
[name]

Reviews
|

[name]

Video

editing
|

[name]

Creative 
strategy

|
[name]

Google
|

[name]

FaceBook
|

[name]

ETC
|

[name]

Partnerships
|

[name]

On camera
|

[name]

Research
|

[name]

Litify 
Management

|
[name]

Written 
Content

NewsLetter
|

[name]

SEO Articles
|

[name]

GMB Updates
|

[name]

Social Copy
|

[name]

GPT Oversight
|

[name]

SEO/Tech

Website
|

[name]

Youtube
|

[name]

Social
|

[name]

GMB
|

[name]

Backlinks
|

[name]

Google Trained
|

[name]

Social Admin 
Management

Comments/DM
Monitor

|
[name]

GMB Messages
|

[name]

Posting on all  
platform

|
[name]

Social
|

[name]

GMB Updates
|

[name]

Tools

Website
|

[name]

SMS Magic
|

[name]

Call Rail
|

[name]

Zapier
|

[name]

Hellosign
|

[name]

Jotform 
Creation

|
Jane / Daniel

SalesForce
|

[name]

Reports
|

[name]

New 
Fields/Fix

|
[name]RingCentral

|
[name]

Aircall
|

[name]

Newsletter Tool
|

[name]

Outlook
|

[name]

Trello
|

[name]

Last Pass
|

[name]

Strategy

Social Strategy
|

[name]

Website
|

[name]

Creative 
Strategy

|
[name]

Topical Strategy
|

[name]

Ads Strategy
|

[name]

Collaboration
|

[name]

Growth
|

[name]

Areas of Law
|

[name]

Resources
|

[name]

PDF
|

[name]

FAQ
|

[name]

Resources
|

[name]

Automated 
Trigger Content 

Copy
|

[name]

State of Union
|

[name]

Internal Memo
|

[name]

Sales Funnel
|

[name]

Portal
|

[name]



ADS

FB / IG

Video
|

[name]

Google Ads Youtube Reddit Other

Editing
|

[name]

Double 
Checking

|
[name]

Caption|
[name]

Copy
|

[name]

Strategy
|

[name]

Targets
|

[name]

Geographic
|

[name]

Interests
|

[name]

Area of Law
|

[name]

Script Writing
|

[name]

Ad Monitoring
|

[name]

SF Campaign
|

[name]

Budgeting
|

[name]

Last Eyes
|

[name]

Retargeting
|

[name]

Zapier
|

[name]

Training
|

[name]

GMB
|

[name]

Smart Display
|

[name]

PPC
|

[name]

Keyword 
Research

|
[name]

Ad Copy
|

[name]

Ad Monitoring
|

[name]

Map Ads
|

[name]

LSA
|

[name]

Staying up to 
date on Google

|
[name]

Strategy
|

[name]

Retargeting
|

[name]

Targets
|

[name]

Area Of Law
|

[name]

Disputes
|

[name]

Strategy
|

[name]

Execution
|

[name]

Explore
|

[name]

Execution
|

[name]

Strategy
|

[name]

TikTok
|

[name]

General 
Branding

|
[name]

Look For Blue 
Oceans

Can we get 
Approved?

TV

Social

Uber Wrap

Creative

Influencer 
Marketing

Webinar 
Funnels

Cheat Sheet

B2B Ads



Referral

Front End Back End

New Partnerships
|

[name]

Executing and Follow up on 
Co- Marketing Contacts

|
[name]

Quarterly Check - in
|

[name]

Invoicing Clients
|

[name]

Confirm admin spend
|

[name]

Weekly Reports to Partners
|

[name]

Day to Day Questions
|

[name]

Sales Force Campaign Object
|

[name]

Training For Staff
|

[name]

Script/Criteria
Confirmation w/ Partners

|
[name]

Paperwork Retrieval 
|

[name]

Writing Co- marketing 
Contracts

|
[name]

FB Spend Comn
|

[name]

Create Reports & New 
Dashboards for Partners

|
[name]

Ensure Report Accuracy
|

[name]

Prepping Data for Partners
|

[name]

Paperwork Retrieval
|

[name]

Primary Contacts 
Confirmation

|
[name]

Communicate New Ads to 
Marketing

|
[name]

Firm Object Cleanliness
|

[name]

QB Management
|

[name]

Check Retrieval
|

[name]

Scan
|

[name]

Document in Litify
|

[name]

Prospecting
|

[name]

Closing
|

[name]



Intake

Live Leads
|

[name]

Form FIlls
|

[name]

Schedule Call Back
|

[name]

Follow Up
|

[name]

Reception Calls
|

[name]

HelloSign Management
|

[name]

Script / Criteria Management
|

[name]

Report Oversight
|

James (primary)
Daniel (secondary

Past Schedule Call Back
|

[name]

Under Review
|

[name]

Paper Works Sent but 
not Signed

|
[name]

Cases w/out a Call 3,4 Days
|

[name]

Gaps Between Each Call
|

[name]

Upcoming Calls that Day
|

[name]

Re- Refer
|

[name]

Easy / 
From 

Campaign

New Leads
|

[name]

Re- Refer Review 
(complicated)

|
[name]

Expired Leads
|

[name]

Team KPI
|

[name]

EOD Reports
|

[name]

fully intaked Leads
|

[name]

DM / Text
|

[name]

Pre- Referal Prep (attaching 
paperwork, sending initial 

referral)
|

[name]

Re- Refer
|

[name]

Other referral issues
|

[name]

Social
|

[name]

SMS Magic 
(ongoing 

monitoring & 
doing)

|

Email Management
Assistant@ethenostrofflaw 

|
[name]

Reviews
|

[name]

Closers Club Lead (schedule 
creation, EOD monitoring, 

issue flaging 
(people/procedure))

|
[name]

Follow Up Lead (schedule 
creation, EOD monitoring, 

issue flaging 
(people/procedure))

|
[name]

Reception Team Lead 
(schedule creation, EOD 
monitoring, issue flaging 

(people/procedure)
|

[name]

EOL Intake Lead
|

[name]

KPI Creation
|

[name]

Bonus Tracking
|

[name]

Reports
|

[name]

Payout Creation
|

[name]

1 v 1 Coaching
|

[name]

Coaches
|

[name]
Question Answering

|
[name]

New Info / Case type 
Communication

|
[name]

Mailing Ingestion
|

[name]

Scan
|

[name]

Upload
|

[name]

Label
|

[name]

Sort & Dump
|

[name]

Document management
|

[name]

Escalations
|

[name]

Intaker
|

[name]

Paralegal
|

[name]

Lawyer Intake
|

[name]

Minimum KPI
|

[name]

Incentive
|

[name]

Data Cleanliness
|

[name]

Spam Intakes
|

[name]

Attribution 
Monitoring

|
[name]

Referred Out Open Leads
|

[name]

Signed Cases to refer
|

[name]

Cases w/out estimated 
fees

|
[name]

Cases w/out tier
|

[name]

Intakes Created By day
|

[name]

Logged Calls By Intaker
|

[name]

Intake Bible clean up of 
bible

|
[name]

Phone Number 
Management

|
[name]

Integration 
Management

|
[name]

SMS Magic
|

[name]

EFax
|

[name]

Email
|

[name]

Zapier
|

[name]

Intake Completed, not 
referred

|
[name]

Unsigned cases to refer
|

[name]



ADMIN

Litify Integration / Apps Social Day to Day

Campaign 
Management

|
[name]

Set Up
|

[name]

Details
|

[name]

Intake Info
|

[name]

Day to day Question 
Answering

|
[name]

Social Post
|

[name]

Data Loads
|

[name]

Zapier
|

[name]

Call Rail
|

[name]

Air Call
|

[name]

Email
|

[name]

Needs Monitoring
|

[Email]
[Email]
[Email]

News Letter
|

[name]

Tech
|

[name]

Writing
|

[name]

Last Eyes
|

[name]

Ring Central
|

[name]

SMS Magic
|

[name]

Chat Bot
|

[name]

Partial Chat bot Leads 
|

[name]

Posting
|

[name]

comments
|

[name]

FaceBook
|

[name]

T T
|

[name]

Instagram
|

[name]

FaceBook Ads
|

[name]

Youtube
|

[name]

GMB
|

[name]

DM
|

[name]

FaceBook
|

[name]

T T
|

[name]

Instagram
|

[name]

FaceBook Ads
|

[name]

Youtube
|

[name]

GMB Reviews
|

[name]

Incoming Mail
|

[name]

Outgoing Mail
|

[name]

Ingest
|

[name]

Scan
|

[name]

Upload
|

[name]

Label
|

[name]

Place in File
(Digital)

|
[name]

Print
|

[name]

Label
|

[name]

Send
|

[name] File Opening
|

[name]

Legal File
|

[name]

Referral File
|

[name]

Put Client Name on File
|

[name]

Office Management
|

[name]

Rent
|

[name]

Items Need
|

[name]

Cleanliness
|

[name]

Issues
|

[name]

Lawyer Compliance
|

[name]

CLE
|

[name]

Accredited
|

[name]

Scheduled 
Maintenance

|
[name]

Miro board 
maintenece

|
[name]

Partners

Re- refer

Paperwork details
|

[name]

Estimated fee Tiers
Creating global tiers

|
[name]

Updating campaign 
objects

|
[name]

Plan
|

[name]

Updating campaign 
objects

|
[name]

Plan
|

[name]

Updating campaign 
objects

|
[name]

Referral Record 
Management

|
[name]

Referral Tracking
|

[name]



Litify

Big Tickets
|

[name]

Day To Day 
Troubleshooting's

|
[name]

Integration / Apps

Zapier
|

[name]

Call Rail
|

[name]

Air Call
|

[name]

Outlook
|

[name]

Trello
|

[name]

Teams
|

[name]

News Letter
|

[name]

Slack
|

[name]

ChatGPT
|

[name]

RingCentral
|

[name]

ChatBot
|

[name]

WordPress
|

[name]

Security
|

[name]

Time Doctor
|

[name]

Tetra
|

[name]

Kujabi
|

[name]

Tech
|

[name]

Ring Group
|

[name]

Barracuda
|

[name]

Portal
|

[name]

SEO Tools
|

[name]

Zoom
|

[name]

Day to Day

Incoming Mail
|

[name]

Outgoing Mail
|

[name]

Ingest
|

[name]

Scan
|

[name]

Upload
|

[name]

Label
|

[name]

Place in File
(Digital)

|
[name]

Print
|

[name]

Label
|

[name]

Send
|

[name]

File Opening
|

[name]

Legal File
|

[name]

Referral File
|

[name]

Put Client Name on File
|

[name]

Office Management
|

[name]

Rent
|

[name]

Items Need
|

[name]

Cleanliness
|

[name]

Issues
|

[name]

Lawyer Compliance
|

[name]

CLE
|

[name]

Accredited
|

[name]

Scheduled 
Maintenance

|
[name]



HR

Performance 
Monitoring

Benefits

Warning

Firing

Training

Hiring

Pay

Leadership Coaching

Decision
|

[name]

Recruiting
|

[name]

Interviewing
|

[name]

Offer Decision
|

[name]

OnBoarding
|

[name]

Insurance
|

[name]

Issue Warnings
|

[name]

Oral
|

[name]

Written
|

[name]

Writer
|

[name]

Issuer
|

[name]

Offboarding
|

[name]

Deliver Message
|

[name]

Follow up
|

[name]

Closers Club
|

[name]

OnBoarding
|

[name]

Weekly Refreshers
|

[name]

Knowledge Checks
|

[name]

Coming Up With New 
Updates

|
[name]

Day to day Question 
and Answers

|
[name]

Schedule Creation
|

[name]

Day Off
|

[name]

Policy
|

[name]

Approval
|

[name]

Performance Review
|

[name]

Increase/Decrease in 
Pay

|
[name]

KPI Bonus Creation
|

[name]

Lead Meetings
|

[name]

Tuesday 
( Training )

|
[name]

Wednesday 
( Team )

|
[name]

Closers Club 
( Team )

|
[name]

Leadership
( Team )

|
[name]

1 v 1 Coaches
|

[name]

1 to Many Coaches 
|

[name]

Coaching Session
|

[name]

Directory Management
|

[name]

Day to Day Issue 
Triaging

|
[name]

Follow Up Team
|

[name]

Closers Club
|

[name]

Leaders
|

[name]

James
|

[name]

EO
|

[name]

Other
|

[name]

Team Heart Manager

Over The Top 
Benefits Insurance

|
[name]

Legal Malpractice
|

[name]

General Liability
|

[name]

HR File Management
|

[name]



Finance

Resolution Tracking
|

[name]

Invoicing
|

[name]

Book Keeping
|

[name]

Check Cashing
|

[name]

Check Writing
|

[name]

Forecasting
|

[name]

AD Budgeting
|

[name]

TAX
|

[name]

Tools
|

[name]

Subscription 
Management

|
[name]

Quick Books
|

[name]

ADP
|

[name]

DEEL
|

[name]



Referral

Work Reports Analysis Dashboard

Cases Without Call Last 10 
Days until MMI

|
[name]

New Leads 1
|

[name]

New Leads 2
|

[name]

Task
|

[name]

3 Day Reports for Follow up
|

[name]

Paper Work Sent But not 
Signed

|
[name]

Schedule Call Back Today
|

[name]

Employee KPI Reports
|

[name]

Lawyer
|

[name]

CPC reports Marketing
|

[name]

Referral
|

[name]

Intake Analysis
|

[name]

Pre Lit Supervisor
|

[name]

Demand
|

[name]

Resolution
|

[name]

Case Management 
Dashboard

|
[name]

Paralegal
|

[name]

Finance
|

[name]

Schedule Call Back Today
|

[name]

Matter

Partner tracking
|

[name]

Active Referral Tracking
|

[name]

Social Post
|

[name]

Book Keeper
|

[name]

Admin / Intake
|

[name]

Marketing Partners
|

[name]

Admin / Matter
|

[name]

Pleading / Writ / Service
|

[name]

Intake Supervisor
|

[name]

CEO Dash
|

[name]



Retrieve police report

ROLES

Pre- Lit General 
Supervisor RM Admin - notice Admin - medical

TASK TASK TASK TASK

Assign case manager
Complete Pre- Lit Introduction call & 

onboarding
Place DHS on notice through portal

Request all medical records for 
demand

Pre- Lit Attorney 
Supervisor

TASK

Place value on matter and set up 
case

Email Welcome Package Place DHS on notice through portal

Send affidavit of no insurance to 
client

Client Retrieval - Retrieve affidavit of 
no insurance

Client Retrieval - Vehicle Photos

Client Retrieval - Injury Photos

Client Retrieval - Health Insurance 
Front and back

Fill out application for benefits with 
client over phone call

Add Health insurance record to 
insurance tab

Send Subrogation Ltr to health 
insurance co

Check Child Support Portal & Add 
Damage if Necessary

Generate 1P letter of representation 
& Retrievals doc

1P retrieval - Acknoledgement letter

1P retrieval - Dec Page

1P retrieval - Tort Form

1P retrieval - Recorded Statements

1P retrieval - App for benefits

Send app for benefits to PIP

Add 1P Insurance info to Insurance 
tab

Send 3P letter(s) of representation

3P retrieval - Acknowledgement 
letter

3P retrieval - recorded statement

Add 3P Insurance info to Insurance 
tab

1P retrieval - Waivers for UM/UIM

1P retrieval - Copy of the 
Name/Driver Exclusion form

Client Retrieval - Received Doctors 
note for missed work

Enter PIP Limits

Retrieve updated PIP log/ledger from 
1P

Sort PIP File

Retrieve Health Insurance Lien

Generate treating providers 
insurance letter

Generate employer letter regarding 
wages
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