Legal Firm Automation Playbook

Streamline your practice with Al-powered legal automation

Introduction

Law firms are knowledge businesses, yet attorneys spend significant time on administrative tasks
that don't require legal expertise. Al automation can handle client intake, document preparation,
billing, and case management—freeing lawyers to focus on high-value legal work.

This playbook covers automation strategies for small to mid-sized law firms, with specific
implementations for common practice areas.

The Billable Hour Problem

The average attorney spends only 2.5 billable hours per 8-hour day.
Automation can reclaim significant non-billable time, increasing both revenue
and job satisfaction.

Automation Opportunity Matrix

Process Time Saved Revenue Impact Complexity
Client intake & qualification 5-10 hrs/week High Low
Document generation 3-8 hrs/week High Medium
Time tracking & billing 3-5 hrs/week High Medium
Case status updates 2-4 hrs/week Medium Low
Calendar & deadline management = 2-3 hrs/week High Low
Conflict checking 1-2 hrs/week Critical Medium

Document review (Al-assisted) 5-15 hrs/week High High



1. Client Intake Automation

The Problem

e Phone calls with unqualified prospects waste attorney time
 Intake information is incomplete or inconsistent
» Follow-up with potential clients is slow or forgotten

e Conflict checks happen too late in the process

The Automation Solution

« Online intake forms: Capture case details before any conversation

« Qualification scoring: Auto-score leads based on case type, value, and fit
« Automated conflict check: Run against existing client database instantly

* Smart scheduling: Qualified leads book consultations automatically

* Follow-up sequences: Nurture leads who aren't ready to engage
Intake Form Best Practices
Ask qualifying questions early (case type, timeline, budget)
Collect all parties involved for conflict checking
Include consent to contact and engagement terms
Capture communication preferences
Allow document uploads for key evidence/documents

Set clear expectations for response time

Conversion Impact

Firms with automated intake respond to leads within minutes vs. hours. This
speed alone can increase conversion rates by 30-50%.



2. Document Generation

The Problem

e Attorneys recreate similar documents from scratch
« Copy-paste errors leave wrong client names in documents
+ Template versions are scattered and inconsistent

« Junior staff need heavy supervision on document prep

The Automation Solution

* Smart templates: Document templates that pull from case management data
e Clause libraries: Pre-approved language for common provisions
o Batch generation: Create multiple related documents at once

* Version control: Track changes and maintain approved versions

Documents to Automate

Document Type Automation Level Time Savings
Engagement letters Full auto-generation 15-30 min each
Demand letters Template + variables 30-60 min each
Discovery requests Template + selection 1-2 hours each
Motions (routine) Template + customization 1-3 hours each
Contracts (standard) Template + clause selection 30-60 min each

Correspondence Template library 10-15 min each



3. Time Tracking & Billing

The Problem

» Attorneys forget to log time or reconstruct from memory
e Time entries are vague ("Research - 2 hours")
« Billing is delayed, hurting cash flow

* Invoice disputes waste time and damage relationships
The Automation Solution

« Passive time capture: Track time spent in documents and applications
o Al descriptions: Auto-generate detailed, client-appropriate descriptions
e Pre-bill review: Flag anomalies and suggest corrections

« Automated invoicing: Generate and send invoices on schedule

« Payment reminders: Automated follow-up on outstanding invoices

Revenue Recovery

Studies show attorneys lose 10-30% of billable time due to poor tracking. Al-
assisted time capture can recover $50,000+ annually per attorney.



4. Client Communication

The Problem

¢ Clients call asking "what's happening with my case?"
o Status updates are reactive, not proactive
« Communication is inconsistent across the team

* Important updates get buried in email

The Automation Solution

« Client portal: Self-service access to case status and documents

+ Automated updates: Notify clients of milestone completions

e Scheduled check-ins: Regular status emails on a defined cadence

+ Document sharing: Secure upload/download without email attachments

Communication Triggers

Event Automated Action

Case opened Welcome email + portal credentials
Document filed Filing confirmation + copy

Hearing scheduled Calendar invite + prep instructions
7 days no activity Status update (even if "no change")
Payment received Receipt + trust balance update

Case milestone Progress notification

Channel

Email

Portal + Email

Email

Email

Email

Portal + Email



5. Deadline & Calendar Management

The Problem

* Missed deadlines are malpractice risks
¢ Manual deadline calculation is error-prone
* No early warning system for approaching deadlines

e Overlapping commitments discovered too late
The Automation Solution

+ Rules-based deadlines: Auto-calculate based on jurisdiction and case type
e Cascading calendars: Internal deadlines before court deadlines

o Multi-channel reminders: Email, SMS, and dashboard alerts

+ Conflict detection: Flag scheduling conflicts across matters

Map all deadline rules for your practice areas

Set internal deadlines 5-7 days before external deadlines
Configure reminder sequences (14 days, 7 days, 3 days, 1day)
Assign backup responsible parties

Create escalation procedures for approaching deadlines



Practice Area Specifics

Personal Injury

e Automated medical records requests and follow-ups
e Treatment tracking and lien management
o Settlement demand letter generation

e Structured settlement calculation tools

Family Law

e Financial disclosure automation
e Child support/alimony calculators
e Parenting plan document generation

e Court filing deadline management

Estate Planning

» Client questionnaire and data gathering
e Document package generation (will, trust, POA, etc.)
e Annual review reminders

» Beneficiary update notifications

Real Estate

e Transaction timeline management
e Document collection tracking
e Closing checklist automation

o Title search status updates



Implementation Roadmap

Phase 1: Foundation (Weeks 1-4)

Audit current processes and pain points
Select core practice management platform
Implement online client intake

Set up automated conflict checking

Phase 2: Communication (Weeks 5-8)
Deploy client portal
Configure automated status updates
Set up deadline management system

Create document templates

Phase 3: Revenue (Weeks 9-12)

Implement time tracking automation
Set up automated billing workflows
Configure payment reminder sequences

Create performance dashboards



Technology Considerations

Core Systems

« Practice Management: Clio, PracticePanther, MyCase, Smokeball
e Document Automation: HotDocs, Woodpecker, Documate
« Time Tracking: Built-in PMS, Toggl, Harvest

¢ Client Intake: Lawmatics, Lexicata, built-in PMS
Integration Requirements
Calendar sync (Outlook, Google)
Email integration for automated filing
Accounting software connection
Document storage (cloud-based)

E-signature integration

Security Note

All automation tools must meet bar ethics requirements and maintain client
confidentiality. Ensure any Al tools are configured to not train on your client

data.

Measuring Success

Metric Before After
Lead response time ___hrs ____min
Intake to engagement ____days ____days
Billable hours captured % %
Days to invoice ____days ____days

Client satisfaction score

Malpractice incidents

Goal
<15 min
< 3 days
>90%

< 7 days
> 4.5/5

0



