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What is a mixer? A “mixer” is a strategic get-together between Offit Kurman attorneys and a selected external group. 
The purpose of these mixers is to discuss synergies and potential future collaborations, which may be in the form of 
referrals or co-hosted [sponsored] events. 

How does it work? If an attorney would like to host a mixer, they should already have a select target market and 
individuals/companies in mind. Typically, the organizing attorney already has a business relationship with a minimum 
of one connection at the desired organization. If there is no current connection, the Marketing Manager can initiate a 
reach out. Once a connection has been made, the marketing manager, organizing attorney and designated contact at 
the other company will discuss logistics on coordinated phone calls and/or emails.
*Marketing Managers Best Practice: run a conflicts check before consenting to a mixer to avoid any current-client cross-over.
*Organizing Attorney Best Practice: when narrowing down which company to invite to a mixer, think about your short and long term
goals. Ultimately, this is your connection you're introducing to your O.K. colleagues and you will be taking the lead during the discussion.

Can you give an example of what you mean by logistics? Basic logistics are date, time, in-person vs. virtual 
and roughly how many people from each side will be involved. On the Offit Kurman side, the early coordination calls 
are an opportunity to discuss potential synergies and interests, and it is then up to the organizing attorney to start 
brainstorming who from the Offit Kurman team should be invited to best fit the needs and interests of the other 
company/firm based on the fundamental call. 

If you decide on having an in-person, also called an in-office, mixer:

• For Marketing Managers: If the company that you’re collaborating with insists that they host you, that’s fine. Coordinate the
basic logistics and then, once the organizing attorney selects their internal list, circulate a calendar invitation that includes date,
time, and location to the selected Offit Kurman attorneys. Send a reminder a week out and then again the morning of the mixer
with the time, location, and any other details (such as if there are any security precautions to getting into the other company’s
building).
*Organizing Attorney Best Practice: reach out to those you'd like to attend so they are aware and can provide their availability
ahead of time. This will help when scheduling the date and time. Also - this will ensure they are not blindsided when the
marketing manager sends over the calendar invitation.

• For Marketing Managers: If Offit Kurman will be hosting, while going through the basic logistics discussion, you will need to
confirm that there is a big enough conference room available for the desired date and time. A quick email, Skype, or phone call to
your region’s reception will be able to tell you yes or no. Always schedule the conference room slightly longer than you think you’ll
need it to allow for food to get in early and just in case people want to stay behind. In-person mixers always warrant a food
delivery. For breakfast mixers, yogurt and fruit is fine. For a lunch mixer, sandwiches and salad is fine. For a happy hour time-slot,
fruit platters, cheese platters, finger sandwiches, or a combination, etc. work fine. Make sure food is ordered about a week out
and try to be as inclusive as possible of different dietary preference (vegetarian, vegan, GF, kosher – you should be able to find out
this information during your initial conversations). For happy hour mixers, beer and wine is also O.K. Please note that food and
beverage cost come out of the organizing attorney’s personal marketing budget. From there, once the organizing attorney selects
their internal list, circulate a calendar invitation to the selected Offit Kurman attorneys. Send a reminder a week out and then
again the morning of the mixer.

If you decide on having a virtual mixer:

• If the company you’re collaborating with sends the calendar invitation, coordinate the basic logistics and then, once the organizing
attorney selects their internal list and you’ve received the invitation from the other
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company, forward the calendar invitation to the selected Offit Kurman attorneys. Send a reminder internally about week out and 
then again the morning of the mixer with the time and virtual log in details. 
Note: We are now able to use WebEx, Zoom, Teams, Skype, etc. 
* Marketing Manager Best Practice: make sure to test these platforms with the other company a day or two in advance to try to avoid
technical difficulties the day-of.

• If Offit Kurman is sending the calendar invitation, coordinate the basic logistics and then, once the organizing attorney selects
their internal list, circulate a calendar invitation to the selected Offit Kurman attorneys and the external contacts. In some
instances, your external contact will give you all of the emails on their side to include within the calendar invitation and other
times, they will opt to send it internally themselves. Send a reminder a week out and then again the morning of the mixer
with the time, and virtual log in details.
Note: If we are sending the invitations, Microsoft Teams should always be used.

Tasks to Remember:

Before the mixer: For the Marketing Manager: Make sure to send our confirmed invitee list over to the selected 
company 2-3 days before the mixer takes place. Ask them for a respective list back to circulate internally, as well. An 
example from our side would look like:

1. Wojciech ‘Voytek’ Jackowski
a. New York Office
b. Commercial Litigation, Construction, International

2. Laura Winston
a. New York Office
b. Intellectual Property, International

3. Albena Petrakov
a. New York Office
b. Bankruptcy, Creditors Rights/Reorganization, International

4. Richard ‘Rick’ Lewis
a. New York Office
b. Estates and Trusts, Estate Planning/Administration, Business Law and Transactions

5. Ted Semaya
a. New York Office
b. Commercial Litigation, International

Note: The lists you send over should include a hyperlink to every attorney bio. You can also, now that there is 
automation on our website's back-end, download all bios and then combine them into one master document 

to send over, as well.

During the mixer:
For the Organizing Attorney: Have a plan. Lead the discussion with introductions and talking points. 
For the Marketing Manager: Have a presentation ready/share your screen. It will help keep the conversation going.

After the mixer: Follow up! Send an updated combined bios document and/or a capabilities deck, which should be 
tailored based on the conversation that was had during the mixer.  




