LAW FIRM PROCESS IMPROVEMENT

HOW TO CREATE YOUR
SOPs IN FIVE STEPS

Creating SOPs might seem daunting at first, but it's a straightforward process
that pays off in the long run. Begin by selecting a task you do frequently —
anything from client intake to document drafting to billing. We recommend
starting with a process that lies in the bookends of your practice — one that
takes place before the legal work begins (like intake) or that happens once
the legal work is over (like invoicing). Once you've picked the process or task,
here's the process we recommend for creating your SOPs.

Read the full article and more process tips on Attorney at Work.

TRACK

Each tirme you
complete a task,
wirlve down each
step, Conshder dif-
ferent scenarlos
and how you nor-
mally handle them.
Capture what you
do, a5 you do it

Include the specif-
ic tools, resources
or templates you
use at each step in
the process of
completing the
task. Provide links,
Mames, contact
numbers, and any
othar resources
that will help,

Fallew your draft
S0P to see if you
get the right result.
If meat, arnend it
Thien, have same-
one unfamiliar
with the task
follow the S0P 1o
see f they can
complete it with-
outl additional in-
Structions.

5 STEPS
/(an

If the work is going
o be delegated o
others, teach the
process to those
who will be daing
the work. Empha-
size the importance

Baszed on feedback,

make necessary

adjustments before

YOU move on to the of following the

next Step. SOP to maintain
consistency and
guality in their
wiork.
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