Implementation
Playbook

A comprehensive guide to launching and sustaining
Coffee & Law at your firm

Coffee & Law

Breaking down silos, one coffee at a time
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Executive Overview

Why Coffee & Law works for modern law firms

Coffee & Law transforms the way lawyers connect within your firm. In an era of hybrid work, multiple
offices, and increasing specialization, the informal coffee chat has become a strategic tool for
organizational health.

This playbook provides a comprehensive roadmap for implementing Coffee & Law, from initial
planning through sustained engagement. Whether you're a 50-person boutique or a 5,000-lawyer
international firm, these principles will guide your success.

. The Business Case

* Reduced attorney attrition: Lawyers who feel connected stay longer

* Increased cross-selling: Lawyers who know each other refer work more naturally
Faster integration: New hires find their footing 40% faster with structured networking
Cultural cohesion: Bridge gaps between offices, practice groups, and generations
 Innovation catalyst: Unexpected connections spark new service offerings



Phase 1: Assessment & Planning

Laying the foundation for success

1.1. Current State Analysis

Before launching any networking initiative, understand where you're starting. This honest assessment
will shape your goals and help you measure progress.

Key questions to answer:

« How do lawyers currently meet colleagues outside their immediate team?

« What percentage of lawyers could name 5+ colleagues in other practice groups?
* When did you last see organic cross-practice collaboration emerge?

» What's your current attrition rate, especially for mid-level associates?

» How connected do remote and hybrid workers feel to the firm culture?

1.2. Goal Setting Framework

Set SMART goals for your program. Generic objectives like "improve networking" fail. Specific,
measurable targets drive accountability.

@=Uj Example Goals

» 80% of lawyers complete at least one coffee chat per quarter within 6 months
* Cross-practice referrals increase by 25% year-over-year
* New hire "connectedness" scores improve from 3.2 to 4.5 on annual survey

1.3. Resource Requirements

Coffee & Law is designed to be low-overhead, but success requires dedicated attention:

e Program Champion: 2-4 hours/week for coordination and advocacy

e Executive Sponsor: Visible support from leadership (minimal time, maximum impact)
e Technical Setup: 1-2 hours initial configuration

e Communications: Initial launch campaign + monthly nudges

e Budget: Primarily platform costs; optional coffee vouchers for encouragement



Phase 2: Stakeholder Buy-In

Building the coalition for success

2.1. The Partnership Pitch

Partners control culture. Without their visible endorsement, participation will be tepid. Frame Coffee &
Law in terms partners care about:

 Client service: Lawyers who know the firm deeply can assemble the right team faster
» Business development: Internal relationships become external referral pipelines

Talent retention: The #1 reason associates leave is feeling disconnected
Succession planning: Senior partners need the next generation to know each other
Firm identity: As we grow, how do we stay "one firm"?

2.2. Addressing Objections

"Lawyers are too busy for coffee chats"

* Response: 15 minutes every 2-4 weeks is less time than one inefficient meeting
* Reframe: This IS work—it's relationship infrastructure that makes other work easier

"We've tried networking events before"

* Response: Events favor extroverts and require travel; Coffee & Law works for everyone
» Reframe: This is structured, consistent, and reaches people who skip happy hours

"Partners don't need to meet associates"
» Response: Actually, that's exactly why they should—associates need mentors, partners need to

identify future leaders
» Reframe: Cross-level connections are where the magic happens

2.3. Building Your Coalition

Identify and recruit:

Natural connectors: People who already bring others together

» Practice group leaders: Their endorsement carries weight within teams
 Office managing partners: Critical for multi-office firms

* Rising stars: Enthusiastic mid-levels who influence their cohort



» HR/Professional Development: Allies with aligned incentives



Phase 3: Technical Setup

Getting the platform ready

3.1. Initial Configuration

The Coffee & Law platform is designed for quick setup. Most firms complete initial configuration in
under 2 hours.

Create your firm account and verify your domain
Upload lawyer roster (via spreadsheet or HRIS integration)
Define your organizational structure: offices, practice groups, seniority levels

Set matching preferences: Cross-practice? Cross-office? Cross-seniority?
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Configure frequency and timing: How often? When are matches announced?

3.2. Data Requirements

For effective matching, you'll need:

» Required: Name, email, primary office, primary practice group, seniority level
* Recommended: Bio, interests, languages, tenure at firm
e Optional: Photo, secondary practice areas, bar admissions

@=Uj Pro Tip

Start with minimal data. You can always enrich profiles later, but a simple launch beats a delayed perfect
launch.

3.3. Testing Your Setup

Before going live:

* Run a test match with the implementation team

Verify email delivery (check spam folders)

* Review match quality: Are cross-practice pairs sensible?

Test the user experience: Can lawyers easily see their match and schedule?
Confirm calendar integration works (if using)



Phase 4: Launch Strategy

Creating momentum from day one

4.1. The Soft Launch

We recommend a phased rollout rather than a big-bang launch:

1. Week 1-2: Pilot with champions and enthusiastic volunteers (50-100 people)
2. Week 3-4: Gather feedback, refine, create success stories

3. Week 5-6: Expand to full firm with testimonials in hand

4.2. Communication Plan

A typical launch communication sequence:

e T-7 days: Partner email endorsing the program

e T-3 days: Detailed launch email from HR/Professional Development
» T-0: Platform goes live, first matches sent

* T+1 day: Reminder for those who haven't opened

» T+7 days: Week-one participation stats, early testimonials

» T+14 days: "Have you had your coffee chat?" nudge

@=Uj Message Framing

Emphasize choice and agency. This is an opportunity, not a mandate. Lawyers respond poorly to forced
fun.

4.3.The Launch Event

Consider a kickoff event (virtual or in-person) that:

e Features leadership endorsement

Includes a live demo of the platform
Shares the "why" behind the program
Introduces program champions
Offers a Q&A for skeptics



Phase 5: Engagement & Growth

Sustaining momentum over time

5.1.The First 90 Days

The first three months are critical. Focus on:

Week 1-4: Obsessive monitoring of participation rates
Week 2-6: Personal outreach to non-participants
Week 4-8: Celebrating early wins and sharing stories
Week 8-12: Identifying and addressing friction points

5.2. Combating Drop-Off

Participation naturally declines after the initial excitement. Counter with:

e Testimonials: "I met my mentor through a random coffee chat"

e Gamification: Leaderboards, badges, recognition

» Themed rounds: "Cross-office February," "Partner-Associate Month"

« Incentives: Coffee vouchers, raffle entries, team competitions

* Integration: Tie to existing programs like new hire onboarding or mentorship

5.3. Scaling the Program

As Coffee & Law becomes embedded in firm culture:

Add specialized matching pools (e.g., parents, lateral hires, women in leadership)
e Create peer-facilitated "coffee circles" of 4-6 people
e Extend to alumni network or client relationships (with appropriate boundaries)

Integrate with firm-wide events (retreats, practice group meetings)



Phase 6: Measurement & ROI

Proving the value

6.1. Key Metrics

Track these metrics to demonstrate program value:

Participation rate: % of lawyers completing at least one chat per quarter

* Repeat engagement: Average chats per person per year

Network breadth: Average unique connections per participant

» Cross-boundary connections: % of matches crossing office/practice/level lines
Satisfaction: Post-chat rating and qualitative feedback

6.2. Business Impact Indicators

Harder to attribute but critically important:

 Attrition rates: Compare participants vs. non-participants

» Cross-referral volume: Track origin of internal work referrals

* New hire integration: Survey connectedness at 30/60/90 days

» Engagement survey scores: Tie to firm-wide culture metrics

» Spontaneous collaboration: Anecdotes of unexpected teamwork

6.3. ROI Calculation

Use our ROI Calculator spreadsheet to quantify value:

* Input your firm's attrition costs, billing rates, and referral patterns
» Estimate the percentage improvement attributable to Coffee & Law
» Even conservative assumptions typically show 10-20x ROI on program costs

@=Uj Reporting Cadence

Quarterly reports to leadership keep the program visible. Annual reviews with full ROI analysis secure
ongoing investment.



Troubleshooting Guide

Common challenges and solutions

Low Participation

Root cause: Usually lack of visible leadership support or perceived optionality
Solution: Partner testimonials, integration with performance conversations, celebration of

participants

Scheduling Friction

Root cause: Calendars are packed, finding 15 minutes feels impossible
Solution: Pre-blocked "coffee time" in calendars, virtual options, async video messages

. Poor Match Quality

Root cause: Insufficient profile data or overly homogeneous matching settings
Solution: Enrich profiles, enable more cross-boundary matching, manual match review

. Partner Resistance

Root cause: Perceived waste of time or discomfort with junior colleagues
Solution: Highlight business development angle, create partner-to-partner option initially

. Remote/Hybrid Challenges

Root cause: Video calls feel different from in-person coffee
Solution: Embrace the difference—uvirtual coffee is still connection. Consider "coffee credits" for in-

person meetups.



Templates & Resources

Ready-to-use materials

.Included in Your Coffee & Law Toolkit

» Executive Summary (1-page pitch for leadership)
* ROI Calculator (Excel spreadsheet)

» Email templates for launch and engagement

« Poster series for office display

e Quarterly report template

* Feedback survey pack

e Champions guide for internal advocates

. Support & Next Steps

Your success is our success. Reach out for:

¢ Implementation consulting for complex rollouts

e Custom training sessions for champions and administrators
* Benchmarking data from similar firms

e Feature requests and product feedback

Contact: support@coffeeandlaw.com
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