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Do you ever get the feeling that your firm is spending too much time on administrative tasks that are
not billable to the client? If so, you are not alone.
According to a survey conducted by the Thomson Reuters Institute, 74% of surveyed firms reported
that spending too much time on administrative tasks was a real—and increasing—challenge and that
they wished they had more time for billable matters. Yet, strangely, over half of those respondents
admitted that they had not yet implemented a plan to address the problem. Rather than continue
with such an impractical—and unprofitable—situation, firms of all sizes would do well to investigate
the automation solutions that exist to ease the administrative burden while upping the bottom line.

Automation and
Productivity

As much as humans may not want
to admit it, there are some things
that humans do better and some
things that automated systems do
better. In fact, according to experts,
almost a quarter (23%) of law firm
tasks can now be automated,
leaving a corresponding
percentage of your time doing
what law firms need to do to stay
in business. According to a 2019
Legal Trends Report, non-billable
hours in the average law office
result in a mere 2.5 hours of billable
work out of an 8-hour day,
meaning that lawyers, on average
experience only a 31%
time-utilization rate. By allocating
the limited number of work hours
to the actual practice matters that
only the attorney can do, the
non-billable administrative matters
can be arranged so as not to—or to
minimally—distract from billable
practice hours. By preserving time
for more effective use, offices run
both more efficiently and
profitably.

What Can be

Automated?

Different practice areas have
differing emphases as to what
takes up ‘automatable’ time. For a
real estate and transactional
practice, contract generation will
likely predominate, whereas in a

litigation-heavy practice,
paperwork related to pleading and
motion practice—coupled with an
extensive amount of filing
time—will prevail. With today's
technology, meeting with a client
in order to execute documents has
all but become a thing of the past,
yielding to universally recognized
electronic signature verification
platforms.

For documents that are suited to
template modification for most
cases, support staff can be trained
to utilize template software, which
will then only require attorney
review as both professional ethics
and quality assurance measure. In
many jurisdictions, filing is online
and neither the attorney nor his
higher-priced staff need to waste
previous time physically filing
papers at the courthouse.

Tasks Common to All
But regardless of the practice area,

two crucial items are common to
all and lend themselves to at least
partial automation: client intake
and billing. Often itis to the
advantage of both the attorney
and the client for the two of them
to meet in person (or at least
virtually), especially when it comes
to a first-time client. The attorney
needs to understand the needs of
the client and, the client must
understand what his or her
obligations are to the attorney
both in terms of financial
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At a minimum, an
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obligation as well as cooperation
throughout the attorney-client
engagement. However, certain
practices, such as personal injury,
can and do have routine client
intake handled by a legal assistant
who is fully versed in what to ask
and what information to collect.
But rather than sit with a legal pad
and pen, the legal assistant inputs
client intake data into a software
program which not only serves as a
checklist but also generates a
Release form for obtaining medical
records, an attorney POA,
attorney-client retainer agreement,
and a calendar flag for Statute of
Limitations tracking. There is no
longer any reason for an attorney
to detract from his or her billable
hours for such an administrative
task.

Forgetful Billing

The scenario is a familiar one: your
client file is penned with several
notations (possibly illegible) as to
the dates you had telephone
conferences with the client or
opposing counsel or how much
time you spent on your review of
the third draft of a settlement
agreement or other similar ‘time
entries’. Perhaps, they are even on
scraps of paper quickly shoved into
the file or on sticky notes posted
here and there. Regardless, the
time needed to piece all of this
together in order to get a bill out to
the client can be enormous and is,
in all cases, a colossal waste of
valuable time. It can also be a
cause of undue stress for an
attorney who might repeatedly
hear from a spouse, ‘honey, did you
ever get a bill out to Jones™

No matter what area you practice
in, and even if you are a solo
practitioner, automated billing is a
must. Both for accurate time
tracking and timely bill generating,
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there is no reason not to have all of
your time and billing functions
automated. Thereis also a
well-known business adage to
keep in mind: ‘The longer the time
between the rendering of the
service and receipt of the bill, the
less valuable the service becomes
in the mind of the client.

Rules-based

Calendaring

Manually noting court deadlines is
time-consuming and can lead to
incorrect entries, missed deadlines,
and the worst nightmare—a
malpractice suit. Furthermore,
even the most diligent lawyer or
paralegal who is tasked with
tracking and entering deadlines
will still be subject to the risks
inherent in changes in court rules.
Keeping up-to-date on such
changes is yet another waste of
time for practitioners and their
staff.

With rules-based calendaring
offered by various software
vendors, court rules and their
revisions are seamlessly integrated
into your caseload calendar. One
such provider boasts a
comprehensive database of over
1,800 court rules covering all 50
states. Such automation keeps the
attorney and his or her staff
automatically informed of changes
while maintaining full compliance
with them.

Suited to Repetitive

Tasks

Although not all administrative
tasks can be automated, many can,
and this particularly applies to
ongoing daily, weekly, or monthly
repetitive tasks. These tedious and
redundant—yet
important—administrative
functions can be a burden on
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Action

1

Decide What to
Automate:

The most repetitive
non-billable tasks
should be foremost on
your list of what to
automate after
switching to an
automated billing
system.

Time Study:

Aside from evaluating
the repetitive nature of
an office administrative
function, also weigh its
true impact on time
consumption in relation
to a presumed 8-hour
work day.

Input from Staff:
Discuss with your
support staff what
routine functions (such
as cookie-cutter client
intake) can be handled
directly by them, given
the right automation
tools.

Tailor to Your
Practice:

Research what
technology exists that
pertains to your area of
practice; if for example,
contract drafting and
management is your
forte, then investigate
systems that will
streamline that practice
area.




workflow unless automated.
Therefore, an analysis of this type of
function should be the starting
point in determining whether it is
time for your firm to implement
automated systems and what areas
of your law office administration
can be automated. This analysis
should also include repeat-client or
regularly renewable
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legal work that can, in many cases,
be standardized.

By resolving the mismatch of
partners and associates with
low-value, non-billable work and
bringing onboard automation,
more high-value time can be
expended for law firm productivity
and profitability.

SERIES - 2/ ARTICLE - 8

“A LAWYER’S
TIME AND
ADVICE ARE
HIS STOCK IN
TRADE.”

- ATTRIBUTED TO
ABRAHAM LINCOLN
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Further
Reading

1. https://centerbase.com/blog/how-do-you-know-what-to-automate-at-your-law-firm/
2. https://juro.com/learn/legal-automation

3. https://www.clio.com/blog/law-office-automation/

4. https://www.thryv.com/blog/law-firm-automate-to-save-time/

5. https://bryter.com/blog/legal-automation-status-quo/?utm_source=google&utm_
medium=organic

6. https://legal.thomsonreuters.com/blog/how-automation-turns-thousands-of-tasks-
into-one/
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About GreenPoint Excecutive
Search and Recruting

> Founded in 2001, GreenPoint Global offers a blend of
proprietary technology and US-trained lawyers to
provide advanced legal solutions to our clients. As
part of GreenPoint Global, the GPESR team draws
upon a deep knowledge base across multiple
disciplines including Legal, Publishing, IT, Finance,
and numerous other industries.

> By virtue of our uniqgue methods and a proven
history of providing top-tier legal services to our
clients, the GPESR team is capable of supporting a
diverse client base both in the US and globally. From
solo practitioners to AmLaw 100 firms, legal
publishers, Fortune 1000 companies, and in-house
law departments, our team offers legal staffing
solutions to suit any business needs. GPESR
provides skilled attorneys in either permanent
placements or temporary contracts through a
selective recruiting process. Adherence to quality,
value, and flexibility are hallmarks of our offerings.

> Ensuring privacy and security of client datais a
critical component of our business. GreenPoint has
instituted rigorous physical, administrative, and
technical safeguards to protect the integrity,
security, and privacy of client data, all of which
comply with the most stringent US and global
standards and regulations.
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About GreenPoint
Law & Compliance

> GreenPoint Global was founded in 2001 and since
that time has faithfully served an expanding roster
of clients. GreenPoint leverages a unique
combination of US-trained attorneys and
proprietary technology to deliver a unique offering
of skill and flexibility to meet client needs.

> Our core team of experienced US attorneys is
based in Israel and works US hours. The breadth of
experience of our attorneys ensures high-quality,
cost-effective results across a wide range of legal,
compliance, and regulatory matters.

> GreenPoint’'s methodology and proven track record
of achieving client objectives has resulted in a
broad base of clients in the United States, ranging
from Fortune 500 insurance companies to solo
practitioners, law firms, in-house law departments,
and legal publishers. GreenPoint attorneys are
selectively recruited and deployed based on
possessing demonstrable subject matter expertise
covering a broad spectrum of substantive US laws
and regulations. The work product of our attorneys
is thoroughly vetted internally before delivery to
client. Adherence to quality, value and flexibility is
at the core of our foundation.
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