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Moving the office? Here's how to get the job done

... WITH THE LEAST AMOUNT OF TIME, COST, AND HASSLE

SURVIVING THE OFFICE MOVE

Getting ready 1o panve the office? 1% wn old sow
that zpplics: fzil oo plan, and plan w Fal

Even the simplest of oversights such as Faling 1o
reserve the clevater “can bring the besi laid pland right
W a halt,” says BILL BRACK, CMS, vice-
president of sales For South Hills Movers [ng., o

Thix issne of LOA staets with cne of the bigges
Jobs an edmirisirmlor ever fecos e aoffiee siove,

Cin thiy poge. o meving cospueiy tells o o
prepaere, O poge 5, o fieraifuee oontelting fivm
fells Benw for oiererse In':fﬁ.rur o sl nECeRiary ildais Ilj'
frrritare. And on page 6, a New York adninisiraior
cultiaes hom fer firm handled the enormoins
anany of admfadsrraive work iovelved (oo relo

cafiar,

Frllsburgh=based mioving aod relocilion COMPant.
A cvery minene the mavers wait is another
unhillabic minute the firm b o pay lor.
Here Brack ouwilives o ploan. 1§ a0 cight months
dlvead of e and doesn’t end wntil the move is over,

FIAST, A PLAN AND A COMMITTEE

& 1o nsonths out

 Welte ant a preliminary plan.

List everything. Tell where the firm is going, the
preferred move date. Uee time of day, the services the
office will meed fram the mover, and the names of
PRI Coanpanies 10 uterview.

There are a lot of issucs io ihink ghowt o thot stege.

Oloe 13 be best tme for e mose, D the aibermeys
want i move aver one weekend? in weckend phases?
Dees the fiom wanl v close o o few doys and move
dwring 1he waek™

Alsu lzks inte cunsiderstion e busieess cxile,

Brack savs. Far example. b the (o sends oul 1als 5
the crd ol the month, i1 May nen wass @ move durisg
those days,

Anotler point 1o ponder is whether the fmm oc the
nuaver will provides the meving iRsuinees,

Anatleer is wheilser the finm wanis to keep its ol
sibe aperational ortil the muve is completad or shid
davan entively o8 some podol, That decision will deter-
e when the rechnology geis transierrad,

There are plans 10 be made fior spuce os well,

If the firm is dowssicing, i may oecd te find off-

| sive storoge for the reeords it currestly keeps in-house,

1€ in's mawing v a largeT spate. it usy gecd 1o hay
sdditional furniture and office tqul[:-m-:m-
If in's changing iis image, it muy wonl o buy W
-!'p.l'.-.u;;r rarn b page )
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txkes more than a lifrle |'|I.'|r||n-'ir|3_ e mase Trom five
16 imeh drawers to thiee 42-iach drawers.

A FINAL GET TOGETHER

Al muith oot everydbady = attormeys, stalf amd a
rnpmwnllri\'c froum the mm‘ing SRy - met i o
wver the sehedule.

They planmed soverage Tor anvane who wouald e
o4t domng ihe week of the move, They went mver the
i |1'|:|||": I'l.-:y revieased e oules of the pew build.
in[:. Some affeciod n-:l'l-er.uli-.'m':. Far c:nmpln. thi haild-
ime will not allow ofiice deliveries aler 60000 po,

AFTERWARDS, A FOLLOW-UP FORM

And once the move was done, Schiswel drew up o
posl-tneve foren W reyuest chungos, epuirs. of assis-
A,

The requestior circles the problem - phoae. compat-
er, [ax, elecieical outles, furmituce, Bhng calinen, miss
ing ilems, keys. carpel, zir comditinning, 2nd adher.

Beelonw that is a space to deseribs ahar meeds 1o be
dene. for example, “computer — I woeuld like the have
fle manibor moved 1 such-and-uch a8 s

At the hatbmn of the ferm is 3 space where Schissel
podes the follow up thar's done and the dave ic's com
mikatedd. o

How to close the deal
on new business
at the first client meeting

Winning a clivni's hasiness is a sabes joh,

Amd the sabz has 1o be made at the inidal cliem
meeting,

Al the clpsing of (bt sale s a defined process"”
explains aroriey LISA GOLDSTEIN, presidont of
FB Corporate Siretegies, o Lafoyette Hill, PA, compas
ny than 1.]1¢|’.'i'.'tti?ﬁ in connectinm snllin_g and sales
training loe s ioms.

Here™s how tn scal 1he deal.

THE TELEPHONE WON'T DO

The primary rule for secering new husiness is o
ask foe it Cace-vo-face. That means the firm has o con.-
vimce Lhe polential clical i meel. That's tee surest
way - and afien the aaly way — "1 develap a cannse-
o,

The Tiem iz selling a serviee, and thar serviee b= vhe

Panre &

acporney, Goldstein explaine. Thus. at's exsential for
the clienl to see the atlerney.

In addition. commumication relies on more than
Wil

She cites one study that found cnly 7% of the mes-
sage 15 delivered via what's said. What really geis the
MESLEES ACFOS% AFS YrHice I:lll.'lﬁ:'ri' AR and 'hu:h,l:: lam-
guage (55% ) such s (avial expressions. gestupes,
handshake, ard (he speaker’s appearance.,

Eeeping that in mind, suppess the Birm gets o
request For praposals and sends in 3 wiillen proposal
without mecting the requestor. “The chances of get-
ting that business are prey slipn.”

She recomenends eelling every podential cligar ©T
el b0 wnderstand more aboul yeur sttuation so | czn
see il we can help vou, Can we pet together ar such-
and-spch time e discoss i i moee delad] ¥

Then make it conveniznt 1o mect, including offer
ing fo g b the pragpect’s oflice,

WHO'S BUYING WHAT?

DPon't go into chot mecting oodd. Find nus “whar the
client is buving”™ and mepcl that e sl the fiem i
selling.

Rewsarch that client. Lok on the Intermst, Leamn
whoul the irdusity anid the challenges and issnes s
facing. And lears sbour the malividual who will be at
the meocting.

ITit"s o peesonal pepresomation s uppesed 0 @ cos-
putale maer. [ind ool abou the incident ar the prob-
B than needs i be addresced and when it occured
umd where the psae siands mew and what thai person
wanis done. Kenwing whan the <licnn wams o socom-
plish, Goldstein says, “is knowing what that client is
byime. ™

Then get ready Lo show that ths Giom i5 selling the
eplatinn. Prepane “a narmow aateamient”™ on wlhan it can
dhov Fior Al sapulion,

KNOW THE STANDARD BUYING PATTERN

Any sale has a "haying paners,” CGoldsiein says,
When people walk into a store, they don't buy some-
thing immedintely, They sav, “1"'m just lnoking.”™ Then
thew walk around for awhile, and n-nIF after |h[::.,".1|;:
seen what's in lbhe stope de they make the buying de=ci-
L.

Ii"s the &hme with legal services, Thil potenial
clizng ismt ready 10 cbose rhe deal, There's some look-
ang and shoppiog o do. And the finm's jub 35 o show
that if hax just what that clizm is |n|1k'r|13 firer,

This, the sale doesn't Begin with a litany of the
(irm"s gualificaions umd accomplishments. Insiead. it
hegied with questions abowt what ihe elient needs Al
likes and dogse’t like, and statements bere und there
podmeing cu haw the flem can meet those needs and
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likes ued bow i con even exceed the services and

advantages and peris the clisal wants

She pives this example of lead the way question.

ing:
= Telf nte about the wors? experience You hove hod

willy an allermey im bhe past,

Suppose the cHenl says “well. we worked with ooe
firm nnd the hillings werne 1o astroanmical that the
wovunling dopartment got mad ot me and T didn’t g1
my raiss, Thew Billed as for things that weren"t Faie”

A good revponie: “we cam comne up owith A fined
raie for this sireation.™

* Whar @ pite Bear experience vou bave Shad winh an
wtiprney

If the answer is ~we had a fived rate wath a frm
and we liked it 2 lor,™ respond with 2 similar sdvan-
tage. and il possible. bvot what tbe cliend has juse
clted. perhaps “we Bive a fived rate oo, abd vou cun
check svur brlls omboe. ™

& Wit s the morsd impariod goal vow fuce fr vopr
pratitfion ?

Firnd gt whial the goals are and give cxamples of
how the Tirm Bas h:']ped--ulkrt‘l'i.m.i meed saolbas
goals aad also hoa' it has sobved prablemes similar to
the onc the clicat b,

Wha all that does is meve the Slicn alang to the
“ahal” or ihe potar of reshizaton thet thers really 52
sufution o this problem and this fom is the ane tha
can make it happen

As Fonr b infoematinn aboiot the fiom, leave that
umiil the ead. And then gt ihe clicnt w ask for il Sle
recammends saving “woukd i1 help vou if | robd you &
litile bat abowgt our firm ™

And follow dhar wirth "3 vary concine sistemant™
geared o that chients needs. not 2 kst of Aost-person
sccolades,

NOW FOR THE CLOSE

To close, requed 3 Commuibment.

Ask “wonld you ks 1o work with ogr irm?™ or
“are we a [imm you woald ke 1w work wah™

And if the assaer is = ask “what™s the nexd st
in lhe process ™

B ube response is iy - perhaps (hal the company
i 1o gred Pudpet approval or that the cliesl will meel
with twa cber firms before making a declsion, s
st il pnviHl: W geia l'rr:F.i:n.ill.rg answer, Doldwein
soys. Just sk “is there anyibing we baven't covered
that wonsld prevent our firm from gaising your buasi-
ness!"

IF ube responie in evasive sol a8 “Tm going 10
think aboat 1.7 25k “what things sre you thinking
BT T -

Press ai much o possible for a vo3 of A answer.
St sayh. Even il it's oo, af Wast iF 20 andwn And
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it's betber 1o g2t it pow than to wall afound and keep
wirrking on a clisot who ia’t going 1o happon.

SPEAKING THE NONVERBAL LANGUAGE

In sddition. Goldsuein says. be alen mo the nonvers
hal language = o8 bath smdcs.

Froun the clicnt Lide. the ohvinas mewmagse is
crossed anms or legs. That's an isdication the efiam
RS T peem o0 what's being said.”

ot whal nsany peoplke faal v sealize |5 thar men
and wamen have different longoages. Women tead 1o
e anal smile. “becouse culiurally, they an tanght
that ir's paliee.” Men don™L

Su il the potemial cliend is a woman afd if she s
smiling and nodding, don’t assome she's m agrecnnnl
with what's being sald. Ask the e guestions @
gl down Lo the “do yvou wanl o work with cor firm™

Finam the firm s side. the most noaverha] commuam-
cation iz 0 mirmoe the chical “Poople Like 10 by from
people whi are the Lame as they afe” bevawss likeness
heightens the comion kevel, she savs

Listen to the speed of ihe clizat’s voice and mesich
Lhe puce.

D e same with the tote of vosce. Meet sofi with
winli and loud with lowd

1 ghez cbser pazrsnn has 3 firm handshake, respomd
in kind.

If itz person =is sisting 2 linke sdouched,™ do the
=,

In additinn. focus the comversalion ua the otlber
persan’s prelercnoes, INit's a financial pofan. focuy
o the enst henelin of the repressaianon. IF's 2
visual perwa, have somweithing v ok a2 such as a
puwu'pnlnt Illl:-"-!ll‘.ﬂliﬂlL Foldsicin poimbs wis thai
people whir respond with “1 see”™ are ofien visual,

Even malch i namber af poople. Ask abcad of
time "who's going 1o be gl ibe meeting, ansd whai ae
Chacir Rinles ™

I there are going 1o be thoee represemanives from
thee 2licar and tnc it 3 haman resources persomn. there
aced 1o be three tepersentatives fimim the Daam with
o wiae can address Boman reiouness .

By Jonn Crase

I tbink we"ve lound the perfect paralegal for yoo!
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