
Law Firm Management 
Funct ions Worksheet

Function

Processes ToolsPeople
- Who is in charge?
- Individual or team?
- What is delegation and collaboration 
like?
- How competent are the responsible 
individuals and teams?

- How is this function handled?
- How much time is allocated?
- Consider the quality and efficiency 
of meetings, communication, flow of 
information, reporting, decision-
making process

- Which software systems, SOPs, 
forms, hardware, etc. are in place 
to complete the tasks of this 
function?
- How well are they implemented/
adopted?
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