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CHALLENGES TO TASK
MANAGEMENT FOR BUSY
LAW FIRMS

Task management for lawyers is more than a daily
to-do list; it's a critical balancing act that keeps
the firm operating and winning client cases. Your
practice may encounter these hurdles regularly:

¢ Overlapping case schedules. Overlapping case
schedules can cause scheduling conflicts, making it
difficult to keep track of appointments. For example, your
attorneys might need to balance court dates with client
meetings, all within a tight window.

e Tight deadlines. The urgency to submit motions,
prepare contracts, and adhere to court timelines often
overshadows other critical tasks, such as client acquisition
and in-house training.

e Excessive documentation. Stacks of legal documents,
client correspondence, and research materials can clutter
desks and digital workspaces, slowing case progress.

¢ Client service. Consistent updates and prompt replies are

crucial to keeping clients happy, but they demand a
well-organized system to handle them effectively.
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PRACTICAL STRATEGIES
FOR BETTER TASK AND
DEADLINE MANAGEMENT

Efficient handling of tasks and

deadlines is pivotal to your firm's
success. Implementing a digital practice
management solution can enhance your
team’s proficiency in daily activities.

Backdocket provides comprehensive
support for managing tasks and
deadlines, offering a suite of tools. It
enables you to allocate and organize
tasks, set deadline alerts, and facilitate
client communication all from one
efficient platform.
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CENTRALIZE CASE
INFORMATION

Backdocket simplifies case
management by centralizing
all case-related information
in one accessible location.

It consolidates case files,
documentation, and
correspondence, reducing
the time spent searching for
information.

This ensures that every

team member has the latest
information at their fingertips,
helping your team make
decisions quickly and meet
important deadlines.
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ANALYZE PERFORMANCE AND
IDENTIFY BOTTLENECKS

Backdocket's performance analysis tools
help your firm identify bottlenecks and
inefficiencies within its workflow. The
platform provides real-time reports and
analytics that show financial KPIs, where
new clients are coming from, and which
marketing efforts have the best results.

This data gives you the full picture of how
your firm is performing so you can address
any issues and keep cases moving forward
on time. Backdocket’s data-driven approach
lets you make informed adjustments to your
operations for smoother case handling and
deadline compliance.
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SCHEDULE AUTOMATIC
REMINDERS FOR DEADLINES

Backdocket allows you to schedule
for upcoming
deadlines to ensure you never miss
one. It alerts lawyers of upcoming
client meetings and tracks who needs
to be where for every conference or
court appearance. These automated
reminders also keep clients in the
loop, ensuring everyone is on time.

DEADLINE

You can tailor reminders to fit the
priority and complexity of each case,
helping you manage your time and
tasks better.
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USE A PRACTICE-WIDE
TASK MANAGER

Backdocket's practice-wide task manager
feature allows you to assign and track tasks
across the entire firm. For example, when
preparing for a trial, duties can range from
drafting litigation documents to scheduling
witness prep sessions. The platform

allows everyone to see who is assigned to
each task and check off each step as it's
completed.

This transparency promotes teamwork and
ensures that no detail is missed. It also
holds each team member accountable,

so everyone knows their responsibilities
and the progress of various assignments,
helping you meet deadlines and keep
cases on track.
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MANAGE CLIENT
COMMUNICATIONS WITH
DIGITAL TOOLS

Maintaining clear communication
with clients is essential, and
backdocket's digital resources
simplify the management of these
exchanges. The platform enhances
communication efficiency with its
ability to deliver timely and orderly
client correspondence.

The platform allows client-centric
communication methods like texting,
email, and secure client portals. This
enables swift and easy handling

of inquiries and updates, making
communication more efficient and
improving client satisfaction and
retention.
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SYNC SCHEDULES
FOR IMPROVED
PRODUCTIVITY

Backdocket enables you to

sync the entire firm's schedules,
creating a unified calendar

that reflects all case-related
activities, court dates, and internal
meetings. This synchronization
with popular systems like Outlook
and Google Calendar helps you
manage overlaps and ensures
staff know where they need to be
and when.
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NEVER MISS A DEADLINE
WITH BACKDOCKET

Backdocket transforms the monitoring
of legal deadlines into a hassle-free
process. The platform is designed

to give law firms peace of mind by
synchronizing tasks and schedules.

Ilts tools operate seamlessly in the
background, allowing your team

to concentrate on legal matters,
confident that backdocket is keeping
everything on track.

Ready to transform how your firm
manages deadlines? Schedule a demo

with backdocket today and take the
first step toward streamlined task
management.
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