
Time and again we come across submissions where the firm simply copy-paste

their usual firm’s description and lawyer’s biographies. While this copy may be

well-written, it doesn’t always answer what the submission form is asking for.

Make sure you read the from instructions and answer clearly and succinctly.

If you are preparing your first submission don’t get disheartened if you don’t

appear in the rankings immediately. Some directories want to see consistent

submissions for a couple of years before adding you to the directories. 

Be patient!

Make time to carefully write an think your submission through. Don’t think

that you can put it together in one week, you also have a day-job to do. Allow

yourself at least 4 weeks before the deadline to prepare an effective

submission.

It is very important that your referees agree to participate in the process. Make

sure you explain to them what is going to happen, what they are expected to do

and why is that important. Submit referees that are most likely to answer to the

directories and that can give a good testimonial of your work.
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Submission prep timeline

ANALYSE AND GATHER

Analyse your firm’s past submissions to
remind you what was submitted last year.
Gather matter information from Partners
and Associates. 

We follow a clear process and methodology when clients appoint us to  manage and

deliver their directories submissions. The basics of this process can help you to prepare

your own directory submissions. 
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STRATEGIC SELECTION

Select your cases and the lawyers you will
put forward. Make sure you include new

matters, update the ongoing ones and
report the closed ones.

REFEREES

Select your referees in relation to the matters
you include. Give your referees heads up.
Explain the process and what is expected from
them. Make sure they know that their feedback
will be confidential and it won't be
communicated to the firm. 

WRITING

Write matters descriptions, bios and firm
overview in a clear, concise and accessible
manner. Avoid marketing jargon. Include 

 facts, examples and evidence. 

DEADLINE

Upload your documents and referee
list. Pat yourself on the back!


