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From Ghaos to Gontrol
e 40- Years in Practice
o 30- Years Managing Partner
e 410 Billable Hours/Day

The Transformation: | went from 4 billable hours =
a day to consistently hitting 10- hours-without y
working longer days



By the end of this hour, you'll have a concrete roadmap to reclaim
your time and muitiply your productivity
o The exact system that transformed my practice
o Proven strategies used by dozens of attorneys | coach
 Immediate action steps you can implement tonight
o i sustainable approach that works with legal practice realities



The Wake-Up Call: Understanding the Productivity Crisis

The Mystery of Missing Hours

The Reality:
o Working 60- hour weeks
 Mysteriously low billable hours
o Disconnect hetween effort and results
o Exhaustion without explanation



The Wake-Up Call: Understanding the Productivity Crisis
The lllusion of Busyness

Busy: Productive:
o Reactive work patterns  Deliberate work patterns
o Constant interruptions vs o Protected focus time
o Task switching o Strategic priorities

o Always "putting out fires" e Proactive planning



My BreaKing Point

e 2. Hours Lost Daily to
"Quick" Tasks

o 25% Time Lost to
Interruptions




The Time Tracking Revelation:
Discovering Where Your Time Really Goes

Where Did My Day Go?

The Solution: Track everything, not just billable work
o Chronological Record: Your productivity truth-teller
 Complete Picture: Every phone call, email check, cofiee break
o Pattern Recognition: Identifying time thieves and opportunities
 Humbling Insights: The gap between perception and reality



The Time Tracking Revelation:
Discovering Where Your Time Really Goes

The Invisible Time Thieves
e 25% Time Lost to Task-Switching
e 2-3 Billable Hours Lost Daily
e 23 Minutes to Refocus After Interruption
o Unbilled but Billable: Work that never makes it to timesheets
o Context Switching: The hidden cost of multitasking
o Reactive Responses: Jumping at every ring and ping



The Time Tracking Revelation:
Discovering Where Your Time Really Goes

The Foundation Principle
Productivity isn't about working harder-Iit's about working deliberately

Before: Reacting After: Directing
o Responding to every e [ntentional time allocation
Interruption VS o Clear daily priorities
« No clear priorities o Proactive planning
« Feeling out of control « Strategic approach

o Working by chance



The System That Changed Everything

Three Game-Changing Components

o i Morning Victory ~ The Triangle System
Planning Formula of ile Management



Evening Power Planning

The 15-Minute Investment that pays huge dividends

Why Evening Planning Beats Morning Planning:
o Mental Clarity: Review the day with perspective
o File Assessment: Understand tomorrow's priorities
 Resource Preparation: Gather what you need
o Psychological Readiness: Start tomorrow with
purpose

Result: No more chaotic mornings or reactive days.
You start with intention and focus.
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Morning Victory Formula

Tackle Your Biggest Challenge First

The Psychology:
 Peak mental energy hours
o Early wins build momentum
o Confidence for the entire day
 Major task compietion by 10 AM

Game Changer: Instead of easing into the day
with emails and easy tasks, | hit my most
demanding work when my energy was
highest.



The Triangle System of File Management

o Jystem check

o Communication review
o Resource preparation
o Objective setting

Pre-Work Review



The Triangle System of File Management

The 5-minute investment that saves hours

o System Check: Complete file review in case
management system

« Communication Review: Recent emails, calls,
and internal notes

« Resource Preparation: Rll research,
documents, and references at hand

o Objective Setting: Clear goals for the work
session

Pre-Work Review

Why This Works: Eliminates mid-task interruptions
and provides complete context before diving in.
No more costly oversights or rework.



The Triangle System of File Management

Pre-Work Review

o Undivided attention
o Real-time documentation
o Status updates

o No interruptions
Focused Work



The Triangle System of File Management

ale L 0T Pure, uninterrupted focus produces better work in

less time

o Undivided Attention: No emails, calls, or "quick
questions™

« Real-Time Documentation: Time entries happen in
the moment

o Status Updates: Keep case management current
as you work

Focused Work o (Quality Focus: Deep work on compiex legal

matters



The Triangle System of File Management

Pre-Work Review

o Final documentation
o Jystem updates
 Mental reset

o Seamiess transitions

Closure Protocol

Focused Work



The Triangle System of File Management

Pre-Work Review Preparing for seamiess transitions and future efficiency

o Final Documentation: Review and finalize all time entries

o System Updates: Al dates, deadlines, and next steps
updated

 Mental Reset: Brief pause between files for clean
transition

o Future Preparation: File ready for its next review

The Power: Three deep breaths during the pause helps
maintain clarity and focus throughout the day. No stress
carrying over between files.

Closure Protocol

Focused Work



Daily Rhythm Optimization: Working in Harmony with Your Natural Energy

Strategic Time Blocking

Prime Time Work: Administrative Tasks:
 Complex motions before noon e Email in designated windows
« Difficult negotiations early o Galls In batched periods

o Challenging legal analysis first < Routine work in afternoon
« Peak mental energy protection < Energy-appropriate timing

Key Insight: Aligning peak mental energy with demanding tasks
dramatically improves hoth quality and efficiency



Communication Windows vs. Gonstant Availability

The Numbers:
* 2 Focused Communication Periods Daily
e 0 Interruptions During Deep Work
« Same Day Response Guarantee to Clients

This is much better because:
1."2 Focused Communication Periods Daily" - Clear and specific
2."0 Interruptions During Deep Work" - Concrete benefit that lawyers will inmediately
linderstand
3."3ame Day Response Guarantee" - Reassures about client service while
maintaining houndaries

Key Insight: Clients appreciate knowing when they'll hear from you, and you maintain
uninterrupted work hlocks.



Energy Management

Strategic hreaks aren't luxury-they're productivity necessities
o 5-Minute Breaks: Between major tasks
o 20-30 Minute Lunch: Away from your desk
o [liternoon Energy: Skyrockets with proper rhythm
« Evening Reclaim: Your personal time returns

0ld Way: Powering through lunch, working until exhaustion New Way:
Strategic rhythm that keeps energy high and mind sharp



Target Metrics

Target Metrics & Benchmarks
o 7.5 Daily Billable Hours Goal
* 3 Key Metrics Tracked
e 100% Achievable in Standard Day

What to Measure:
« Response Time: To client communications
o Files Touched: Daily progress tracking
o Energy Levels: End-of-day sustainability check



Implementation Strategies
Making the System Work in Real Prac:



Implementation Strategies
Making the System Work in Real Practice

Week 1: Foundation Week 3: Triangle System
e Evening planning o Implement all phases
o Time tracking only o FOCUS On process
Week 2: Morning Victory Week 4: Optimization
o fdd higgest challenge first  Time hlocking
e Gontinue tracking o Communication windows

Remember: Focus on progress, not periection. Each successful day
builds confidence In the system.



Handling Resistance

When Urgency Strikes: High-Pressure Periods:
e True emergencies happen  When you need it most
o Handle them immediately  Maintain core structure
e Return to planned work e Ndapt, don't abandon

o Jystem bends, doesn't break o Small adjustments work



The Real Results Transiormation in Action
What This System Actually Delivers

The Transformation Numbers
 1150% Billable Hours Increase
o | 70% Stress Level Reduction
1 200% Client Satistaction
* 100% Evening/Weekend Reclaim
o Hidden Billable Time: Recovered hours that slipped through cracks
e (Quality Improvement: Better work through focused attention
o Peace of Mind: Every file has its time, every task its place
o Professional Growth: Bandwidth for intentional development



surprising Glient Benefits

What Clients Notice: The Results:
 Prompt, focused attention e Increased trust levels
o Higher quality work product e Nore referrals
e (Clear communication windows e Better case outcomes
o Professional reliability o Enhanced reputation

Key Insight: When you're not constantly distracted, clients receive the full
benefit of your expertise and attention.



Your Next Steps

Tonight's Assignment: Before you go tobed =
tonight, spend 15 minutes planning tomorrow.
Write down your three most important tasks

The Implementation Path:
« Today: Commit to evening planning
 Tomorrow: Start with your bhiggest
challenge
o This Week: Track everything you do
o Next Week: Begin the Triangle System

Remember: Small, consistent actions
compound into transtormational results.




Final Challenge

The Choice Is Yours. Six Months From Now...

Option A: Same productivity struggles, same Option B: You're the lawyer who consistently
stress levels, same feeling of beiny hits targets, serves clients exceptionally, and

overwhelmed by your practice. actually enjoys practicing law.
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Key Takeaways
o Productivity Philosophy: Working deliberately, not harder
o Time Tracking Power: Reveals hidden opportunities
o Triangle System: Creates sustainable worktlows
o Gradual Implementation: Success happens step by step
o Real-World Adaptation: System works with legal practice realities



LET'S GONTINUE THE JOURNEY

WEBSITE: WWW.GRRYMILES.NET

EMAIL: GARY@GRRYMILES.NET

PODCAST: "THE FREE LAWYER"™ (2 EPISODES WEEKLY)
BOOK: "BREAKING FREE: A GUIDE TO RGHIEVING PERSONAL
AND PROFESSIONAL FREEDOM AS A LAWYER™



Il Important Information

Please read the Annual Disclosure Document (April 2025) carefully before investing. This Disclosure Document
contains important information about the Program and investment options. For email inquiries, contact us at:
joinus@abaretirement.com.

Registered representative of Voya Financial Partners, LLC (member SIPC).

Voya Financial Partners, Voya Institutional Plan Services, LLC, Voya Retirement Advisors, LLC and Voya Financial
Advisors, Inc. (member SIPC), are members of the Voya family of companies (“Voya”). Voya, the ABA Retirement
Funds, CBIZ, and Gary Miles are separate, unaffiliated entities, and not responsible for one another’s products and
services.

Investment advisory services provided through CBIZ Investment Advisory Services, LLC, a registered investment
adviser and a wholly owned subsidiary of CBIZ, Inc.

This presentation contains confidential and proprietary information and is intended for the exclusive use of the
parties to whom it was provided. Its content may not be modified, sold or otherwise provided, in whole or in part, to
any other person or entity, without prior written permission.

Investing involves risk. The value of your investment will fluctuate over time, and you may gain or lose
money.
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