Identifying Your First High-Impact Workflow

Choose one repeatable process your firm handles (such as new client intake, billing, discovery, or document

preparation), and answer the following questions:

Less than once per month

Deprioritize for now. Infrequent or
one-off processes don't need formal
workflows in your legal practice
management software. Revisit if
frequency increases or if you have
spare time to dedicate to this task.

O

Skip building a workflow for now.
Create a simple recurring task or
calendar event in your legal practice
management software to track it.

Create a reusable task template in
your legal practice management
software for consistency. A full
workflow likely isn't needed unless
the process becomes more complex.

How often does this process occur?

Once or twice per month

If this process is missed or done
incorrectly, could it create risk for
the client or the firm?

Set up a basic workflow in your
legal practice management
software with tasks and deadlines
to prevent errors. Even low-volume
tasks benefit from structure when
risk is involved.

Does this process directly impact
the client experience, like intake,
updates, document delivery, or billing?

Build a workflow in your legal
practice management software to
maintain client experience standards.
Include deadlines, reminders, and
client communication touchpoints.
Keep reading this guide for more
details on workflow creation.

Could parts of this process be
automated with your legal practice
management software, like triggered
tasks, deadline calculations, or
auto-reminders?

More than twice per month

Does this process require more than

one person or role to complete?

Have there been delays, missed
steps, or internal miscommunication
in the last 6 months?

Build or revise a full workflow in your
legal practice management software.
Assign specific tasks to team
members, set deadlines, and use
status tracking to reduce friction. Use
the rest of this guide for assistance.

Maintain your current workflow setup.
Set a review date in your legal
practice management software to
revisit this process quarterly or when
volume increases.

Enhance your workflow by adding
additional automations in your legal
practice management software.

Focus on reducing as many manual
steps as possible and saving staff time.
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