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F R E E L A N C E  P A R A L E G A L
S T A R T I N G  O F F I C E  C H E C K L I S T

Website or Landing Page

LinkedIn Profile

Adobe Acrobat Pro

Microsoft Word

Microsoft Excel

Microsoft PowerPoint

Timesheet

Invoice platform

Accounting system

Secure, High-speed Internet

Productivity system

Client Management system

Printer/Scanner

Telephone w/headset

Stapler/staples

Post-it Notes

Paperclips

Pens/highlighters

Envelopes (reg. & 9x12)

FedEx & UPS envelopes

Videoconference platform

General contract for services

Computer

Domain (optional)

N O T E S
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Freelance Paralegal

TASK CHECKLIST

F O R  T H E  W E B S I T E F O R  T H E  S O C I A L  M E D I A

F O R  C O M P U T E R  S O F T W A R E F O R  I N V O I C I N G  &  A C C O U N T I N G

F O R  C L I E N T  M A N A G E M E N T F O R  P R O D U C T I V I T Y

ArrowConsultants.solutions ParalegalCoach_Misty



Freelance Paralegal

TASK CHECKLIST

F O R  O F F I C E  E Q U I P M E N T F O R   C O M M U N I C A T I O N

F O R  M I S C E L L A N E O U S  T A S K S
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Freelance Paralegal

WHO?

W H O  C A N  G I V E  M E  T E S T I M O N I A L S

W H O  I S  M Y  T A R G E T  A U D I E N C E
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Freelance Paralegal

WHAT?

W H A T  A R E  M Y  S E R V I C E S

W H A T  A R E  M Y  A R E A S  O F  L A W
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Freelance Paralegal

HOW?

H O W  M A N Y  H O U R S  C A N  I  D E D I C A T E

H O W  W I L L  I  R E A C H  M Y  T A R G E T  C L I E N T S
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Freelance Paralegal

WHEN?

W H E N  D O  I  D E C I D E  T O  S C A L E

W H E N  C A N  I  L A U N C H  M Y  C O M P A N Y
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Big business doesn't have to start

big.

Build a sustaining business, with

the ability to sustain.

Sell the problem you solve, not

the product.

NEVER forget why you started.

REMEMBER ...
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