
Mastering Legal 
Productivity
Learn how to use time tracking to become a true 
legal productivity sleuth.
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Introduction

With every case, lawyers embark on an investigative 
quest, collecting evidence, piecing together facts, 
and crafting compelling narratives. Yet, as caseloads 
grow, efficiency challenges arise. One significant 
challenge is the recent 3.8% decline in overall legal 
productivity. Nevertheless, amidst these challenges 
lie opportunities for lawyers to unlock the secrets to 
peak productivity. Enter time tracking software, a 
powerful tool that can be their trusty magnifying 
glass in this legal detective work.

This tool can help lawyers better manage billable 
hours, stay organized, and optimize their workflows, 
allowing them to focus on what truly matters - 
serving their clients with excellence.

In this e-book you’ll learn:
• Why lawyers need time tracking
• How to maximize billable time
• Tips to identify and improve inefficiencies
• Hacks to boost productivity
• The best tools to automate your workflows

Introduction

https://www.law.com/americanlawyer/2022/11/11/law-firms-are-letting-productivity-slide-remembering-the-lost-generation-of-lawyers/?slreturn=20230725095346
https://www.getharvest.com/blog/boost-billable-hours
https://www.getharvest.com/blog/boost-billable-hours
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Why lawyers need time tracking

Time tracking is not just a fancy addition to a lawyer's 
toolkit; it is a crucial necessity. Studies show that 75% 
of lawyers spend at least 20 hours a week on non-
client facing work, which can lead to feelings of 
frustration, exhaustion, and burnout.

Why lawyers need 
time tracking

https://www.getharvest.com/blog/legal-time-tracking-software-infographic
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Why lawyers need time tracking

3 reasons why lawyers 
need time tracking

Recent studies reveal that full-time 
lawyers clock up to 80 hours of 
work each week, with a 
considerable chunk being non-
billable. 

When you track time, you can 
regain control over your team 
scheduling and find a healthier 
balance between your career and 
personal life.

Lawyers can identify inefficient 
practices, time sinks, and areas 
for improving their workflow.
This newfound awareness 
enables them to streamline their 
efforts, focus on high-value tasks, 
and allocate more work to 
billable hours, ultimately leading 
to improved productivity and 
reduced stress.

With a clearer understanding of 
how time is allocated, lawyers can 
identify opportunities to expand 
their services and provide more 
value to clients.

Efficiently managed time allows 
lawyers to take on additional 
cases, attend networking events, 
or invest in marketing campaigns 
to attract new clients. 

Regain control Streamline practices Increase client list

https://www.linkedin.com/pulse/why-lawyers-work-weekend-do-you-have-law-firm-matchmaker
https://www.linkedin.com/pulse/why-lawyers-work-weekend-do-you-have-law-firm-matchmaker
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How to maximize billable time

Time is undoubtedly one of the most precious 
resources. However, the startling truth is that the 
average lawyer is paid for less than 30% of their 
workday. Fortunately, there are innovative ways to 
tackle this challenge and unlock the potential of 
billable hours. Here are four strategies that can help 
lawyers supercharge their productivity and 
maximize billable time.

How to maximize 
billable time

https://nationaljurist.com/smartlawyer/lawyers-only-bill-23-hours-day-what-happens-rest-it/
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How to maximize billable time

Establish clear guidelines on what activities 
are time tracked, the minimum time increment 
to track, and the frequency of time entries. 

By setting these standards, lawyers can 
avoid ambiguity and streamline their time 
tracking efforts.

Identifying non-billable tasks that can be 
delegated to support staff or associates frees up 
valuable time for lawyers to focus on high-value 
billable work. Delegation not only maximizes 
billing rates but also fosters a more efficient and 
collaborative work environment.

Embracing minimal time increments, such as 
tracking time in 5 or 10-minute intervals, ensures 
that even the smallest tasks are accurately 
recorded. By capturing every moment spent on 
billable activities, lawyers can avoid 
underestimating their efforts and can confidently 
bill for the true value they provide to their clients.

During your hiring process, make sure the 
people you're bringing on not only have the 
right skills for the job but also the right 
personality and attitude to fit in with the rest of 
your team.

Create a solid time 
tracking policy

Delegate 
strategically

Use minimal 
time increments

Communicate with 
clients regularly
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Tips for identifying and improving inefficiencies

Legal time management is the delicate art of 
maximizing productivity amidst a sea of 
demands. However, hours can slip away when 
losing track of time spent on administrative tasks 
and overwhelming caseloads. Let's explore how 
to avoid inefficiencies and optimize every 
moment for impact.

Identifying and improving 
inefficiencies
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Tips for identifying and improving inefficiencies

Inefficiencies
to avoid prevent 
Inefficiencies are formidable adversaries 
that lurk around every corner. From the 
sluggishness of manual procedures to the 
frustration of lost data, these 
inefficiencies threaten to derail even the 
most well-organized legal practice. Here 
are the top five to watch out for: 

Manual processes

Difficult-to-find or lost data

Tedious tasks like paper-based document 
management and manual time tracking are not only 
time-consuming but also prone to errors and delays.

In the whirlwind of legal cases and demands, it's 
easy to lose sight of the big picture and lose 
valuable time.

Failing to adapt to changing circumstances can 
lead to process drift, where inefficiencies creep 
in unnoticed.

The human element in legal proceedings is 
undeniable, but overly relying on manual 
processes without proper systemization can lead 
to unnecessary delays.

Access to accurate information is crucial to the legal 
profession, yet inefficient organization and storage 
can result in lost documents, taking up valuable time. 

People vs. Processes

Lack of strategic focus

Process drift



09

Tips for identifying and improving inefficiencies

Assess current processes
Identify bottlenecks, pain points, and areas of potential 
improvement. Solicit feedback from team members to gain 
valuable insights into the challenges they face daily.

Set improvement goals
Define specific metrics to measure progress, such as 
reducing the time spent on certain tasks or increasing 
billable rates. Tangible objectives help to stay focused and 
motivated.

Embrace technology solutions that streamline legal 
workflows and enhance collaboration. There are many 
productivity apps available, even those designed specifically 
for law firms. 

Embrace technology

Establish open channels for feedback within the firm to 
encourage continuous improvement. Encourage team 
members to share ideas for enhancing processes and 
regularly review the effectiveness of implemented changes.

Utilize feedback channels

Revamp the way meetings are conducted to ensure they are 
productive and time-efficient. Set clear agendas, limit 
meeting durations, and involve only essential participants. 

Tighten up meetings

2

3

4

5

1

Taking steps to 
improve
You must take proactive steps to overcome 
inefficiencies in legal time management to 
maximize your productivity. A future as an 
attorney where you can thrive and shine will 
be possible the more you improve.

https://www.getharvest.com/blog/project-time-tracking-identifies-areas-for-improvement
https://www.getharvest.com/blog/project-time-tracking-identifies-areas-for-improvement
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Hacks to boost legal productivity

Repetitive tasks vanish, complex projects become 
conquerable, your schedule transforms into a well-
orchestrated symphony, and you wield tools that 
elevate your efficiency to unparalleled heights. 

We assure you - it's not just a daydream but a reality 
waiting to be embraced.

Whatever your level of productivity, there are still 
hacks to help you increase it. These strategies are 
designed to empower you to make the most of your 
productivity.

Hacks to boost 
legal productivity Automate routine tasks

Break down bigger tasks

Utilize time blocking

Invest in productivity tools

Outsource non-legal work
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The best tools to automate your workflows

Luckily, legal professionals have access to a treasure trove 
of productivity tools designed to boost efficiency. These 
tools can be the magic wand that automates the mundane, 
liberating lawyers to focus on what truly matters.

Crafting legal documents can be tedious. Document 
assembly software streamlines this process by automating 
the creation of documents with predefined templates. 
Lawyers can generate contracts, pleadings, and other legal 
documents with a few clicks, eliminating the need for 
manual copy-pasting and reducing the risk of errors.

Accurate time tracking has become critical to lawyers not 
only in billing clients but also for understanding how time is 
allocated. Time tracking software for legal productivity, such 
as Harvest, offers an efficient way to record hourly rates, 
track expenses, generate invoices, and provide detailed 
reports. With time tracking and billing software, lawyers can 
focus on their legal expertise without worrying about 
administrative burdens.

A cornerstone of any legal practice is legal research, but it 
can be time-consuming. The future is now with AI-powered 
legal research assistants. These intelligent tools can swiftly 
comb through vast legal databases, delivering precise and 
relevant case law, statutes, and legal commentary in a 
fraction of the time it would take a human researcher.

Signing and exchanging documents traditionally involved 
printing, signing, scanning, and emailing, consuming both 
time and paper. Electronic signature platforms have 
revolutionized this process, enabling lawyers to sign and 
share documents securely online. These platforms provide 
a legally binding and efficient way to complete signatures, 
expediting document review and approval processes.

Document assembly software

Time tracking and billing solutions

AI-powered legal research assistants

Electronic signature platforms

Automate your 
workflow with 
productivity tools
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Become a legal 
powerhouse 
with Harvest

Start a free trial today

In the pursuit of legal excellence, every second counts. With 
time trackers, legal productivity can be effectively managed. 
We’ve uncovered the secrets to reclaiming control over time, 
maximizing billable hours, and streamlining workflows.

Keep accurate timesheets and stay on 
top of your workload

Bring clarity to legal project managers with 
powerful reports

Track expenses and generate 
professional invoices in seconds

http://getharvest.com/signup
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