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Your Complete Guide to 
Law Office Management 

Get insights into how to enhance office 

management on every level.
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Law firms are businesses and hence they 
share similar operational needs to other 
businesses, but they also have industry-
specific nuances. 

Software consultants, for example, don’t 
need to worry about trust accounting and 
interior designers don’t have marketing 
ethics to worry about violating. And 
few other industries have the volume 
of paperwork, documentation, and 
deadline-driven processes that the legal 
industry does. 

These additional considerations can 
create challenges when it comes to 
managing an efficient legal practice. 
Some of the biggest challenges include: 

Luckily, there are new ways to cope with 
these challenges.

Successfully running a law office is no small feat. On top of growing your client base and 
working hard for the right outcomes for your clients, you also need to make sure that all of 
your operations are running smoothly. 

Balancing billable and non-billable tasks. Ensuring your workflows are streamlined. 
Keeping up with client communication. Providing great service that will ensure repeat 
business and client referrals. There’s no shortage of challenges in the daily grind of law 
practice management.

You can’t always reduce the number of tasks that need to be completed, but you can 
make them easier to tackle. We’ve created this complete guide to law office management 
to provide legal professionals with insights into how to enhance their management on 
every level.

Creating efficient time 
and task management 
strategies

Establishing responsive 
client engagement 
practices

Identifying the right 
tech tools to support 
your practice

Implementing 
compliant financial 
processes

Common challenges to managing a law office

https://www.cosmolex.com/features/law-practice-management/
https://www.cosmolex.com/features/law-practice-management/
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right track is by relying on templates 
and automations built into your practice 
management software. Your practice 
management software can help you 
automate:

Implementing templates can also 
help you manage your practice more 
efficiently by establishing set task 
sequences for different types of legal 
work. For example, if you run a personal 
injury law firm, you could set up 
templates for different types of personal 
injury matters, such as car accidents, 
dog bites, and medical malpractice. 

Doing this takes the manual effort out 
of project management, and helps you 
deliver more consistent service for your 
clients. 

A smoothly running law firm relies 
on an entire ecosystem of processes 
and tools. The more efficient, reliable, 
and integrated they all are, the better. 
Consider the following for strategies to 
ensure you’re optimizing your law firm 
management. 

Manage processes with streamlined 
workflows
Managing your law firm is exponentially 
more difficult when you don’t have 
workflows that run smoothly. When your 
workflows aren’t properly planned and 
communicated, it creates bottlenecks, 
slows down your progress, and prevents 
you from delivering timely service. 

Carefully designed workflows, on the 
other hand, allow you to maximize 
your resources and complete tasks as 
efficiently as possible. Here are a few 
ways you can support that goal. 

Manage tasks with templates and 
automations
When assigning tasks to your team, you 
need to state what’s expected, who’s 
responsible, and when tasks are due 
clearly and effectively so that everyone 
is on the same page. This is especially 
important when you’re assigning tasks 
that are dependent on multiple users at 
different stages. 
An excellent way to streamline your 
workflows and keep everyone on the 

Law firm management strategies 
(that don’t add extra work)

Task 
assignments

Prioritizing 
tasks

Team 
notifications

Due 
dates

https://www.cosmolex.com/blog/tech-tip-225-increase-law-firm-productivity-with-workflows/
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Manage your financials with seamless 
legal billing and accounting
Getting paid on time means you can 
cover your law firm’s operational costs 
and invest in your growth. But law 
firm billing and payments can involve 
challenges, from invoice assembly 
struggles to chasing down client 
payments. 

Track time effectively
Proper time tracking is a critical aspect 
of successfully running your firm. When 
time records are accurate, you don’t have 
to worry about billing clients incorrectly 
or assessing which members of your 
team can handle more projects. 

Many legal professionals don’t track their 
time in real-time and sometimes even 
wait until the end of the work week to 
log their hours, which eats into time that 
could be spent on high-value tasks and 
can lead to errors and oversights.

One way to avoid errors in logged hours 
when billing clients is to use time-
tracking software that allows you to 
create a time entry the moment you 
begin to work on a project. 

Be sure to choose a cloud-based solution 
so your team can track their time on the 
go.

Manage documents with time-saving 
document management tools
For some law firms, it might seem 
that all your practice does is manage 
documents. But it doesn’t need to be that 
way!

If your firm is still using filing cabinets 
and Rolodexes to keep things organized, 
you run the risk of losing essential client 
documents or wasting valuable time 
trying to locate them. By using legal 
software with a document management 
system, you can rest easy knowing that 
all of your documents are secure and in 
one place for easy access. 

A great practice management software 
will provide you with document 
management tools that:

For law firms that are looking to scale 
their practices, add-on functionalities 
like secure file-sharing and eSignature 
are available that let attorneys exchange 
documents and obtain signatures without 
the added hassle of print copies. 

Speed up the drafting 
process with automated 
assembly tools

Make accessing your 
documents easy with cloud 
access and off-site backups

Keep you organized by 
maintaining a matter-centric 
paper trail

https://www.cosmolex.com/blog/3-time-tracking-tips-for-busy-attorneys/
https://www.cosmolex.com/blog/3-time-tracking-tips-for-busy-attorneys/
https://www.cosmolex.com/blog/the-benefits-of-a-document-management-system-in-the-cloud/
https://www.cosmolex.com/blog/the-benefits-of-a-document-management-system-in-the-cloud/
https://www.cosmolex.com/blog/the-benefits-of-a-document-management-system-in-the-cloud/
https://www.cosmolex.com/features/secure-file-sharing-electronic-signature/
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Trust accounting

Matter cost accounting 

Fee allocation

Revenue distribution

Third-party billing

Use integrated accounting solutions
Every law firm needs a great accounting 
solution to stay on top of financial 
matters and stay compliant. Some firms 
use industry-agnostic accounting tools 
that could open them up to compliance 
problems if they’re not careful. 

Using a practice management solution 
that provides integrated accounting can 
help your firm to avoid ethics violations, 
compliance issues, and disorganization. 
Having a legal-specific integrated 
accounting system is also beneficial 
because it’s designed to handle the 
needs of law firms in areas like:

https://www.cosmolex.com/blog/why-integrated-accounting-is-essential-for-law-firms/
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Embracing digital payments creates 
an efficient and streamlined practice 
that benefits both lawyers and clients. 
Online payments can improve workflows 
by reducing manual invoicing and 
accounting, increasing cash flow, 
and providing automatic updates to 
accounting software.

Manage getting paid with integrated, 
digital payment options

Law firms must adapt to an increasingly 
digital world, and accepting online 
payments is a game-changing law firm 
management tactic. When law firms offer 
credit card payments, they can improve 
the management of their practice by:

• Streamlining billing processes

• Creating a more robust cash flow

• Reducing administrative costs

• Increasing client convenience and 

satisfaction

But not all online payment solutions offer 
the same operational benefits to law 
firms. Using industry-agnostic or non-
integrated payment solutions can create 
cumbersome workflows and open up 
costly compliance risks.

On the other hand, integrated payment 
solutions like CosmoLexPay simplify 
managing all aspects of law firm 
finances. Because they are connected 
to practice management software, they 
allow attorneys to:

• Send consistent and timely invoices 
to clients from tracked time

• Analyze trends in payments and 
revenue

• Reduce the risk of costly errors

https://www.cosmolex.com/services/cosmolexpay/
https://www.cosmolex.com/services/cosmolexpay/
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The best legal CRM solution will provide 
you with tools like: 

One-click eSignatures that 
eliminate the need to chase 
clients down to get important 
documents signed

Text and video messaging 
that allows you to meet your 
clients where they’re at instead 
of dealing with weeks of back-
and-forth emails

Automated email and text 
marketing that ensures rapid 
communication with potential 
leads, making it more likely 
for them to sign with your firm 
instead of a competitor

Robust dashboard analytics 
that provide you with the data 
you need to succeed, like 
insights into:

• Intake progress
• Lead engagement
• Staff productivity
• Marketing ROI
• Case metrics 

Manage your marketing effective client 
engagement
Marketing is often treated like an 
afterthought for law firms, who may 
rely on referrals and word-of-mouth 
marketing to generate business. But in 
this age of constant online activity, not 
having a solid marketing foundation can 
be a disservice to your law firm’s goals. 

Make marketing part of your law firm 
management strategy with tools that 
help you build client relationships and 
establish a strong presence in the digital 
world. 

Enhance client communication
Client communication can be challenging 
for even the most seasoned legal 
professionals—back-and-forth emails 
and phone calls, arranging meetings 
to handle matters, and chasing down 
clients for signatures are just a few of 
the client communication hurdles that 
can put a strain on effective law office 
management. 

A legal-specific client relationship 
management (CRM) software allows you 
to serve more clients and streamline 
communication tasks to free up valuable 
time for other critical work.

https://www.cosmolex.com/blog/the-lawyers-guide-to-using-esignatures/
https://www.cosmolex.com/blog/six-essential-features-in-your-legal-crm-and-how-to-use-them-effectively/
https://www.cosmolex.com/blog/six-essential-features-in-your-legal-crm-and-how-to-use-them-effectively/
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Create a great website
Your law firm’s website is often the first 
impression a potential client will have of 
your services. A polished, professional 
online image is paramount when it comes 
to converting leads—but that’s not all 
your website does for your practice. 

A great website can make your law 
firm easier to manage by providing a 
centralized location for client-facing 
information about your practice. It 
highlights your practice areas, features 
attorney bios, and showcases what sets 
your practice apart from competitors. 
Your website can also provide valuable 
information to clients and prospects 
when you incorporate a well-written blog.

Moreover, you can use your website as a 
way to improve client service. Including 
a link to your client portal and online 
payments facilitates better attorney-
client communication and allows clients 
to set up and manage payments with less 
effort.  

Manage your practice within a comprehensive practice 
management solution

From integrated accounting and practice management to secure file-sharing and 
eSignatures and even a turnkey website solution, CosmoLex has everything your law 
firm needs to flourish—all within one comprehensive practice management system. We 
aim to help you acquire clients and save time and money, becoming more efficient and 
profitable.

If you’re ready to take your law office management to the next level, schedule a 

personalized demo or start a free 10-day trial of CosmoLex today! 

https://www.cosmolex.com/features/websites/
https://www.cosmolex.com/register/

