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Five Key Tools and
Techniques




Process Improvement
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Process Improvement Technology Right-Sized Data Analysis Alternative
‘\ Resourcing Pricing

« How things are vs. how they could be
» Lean and Six Sigma disciplines

* Root cause analysis

* Process mapping

* Proper scoping and budgeting

* Project Management
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process maps — 3 versions
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Easy to get started
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A picture is worth a
1000 words!!

What a Process Map Shows Us

« Aprocess map is used to clarify and create a
common understanding of the process

« A process map makes it much easier to identify
process ‘waste’:

— Roles & responsibilities
— Bottlenecks
— Unnecessary steps
— Missing steps
— Redundant steps
— Rework
* Provides an effective communication/ training tool




Process Design
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Project Management

27110944 1
ID  |Task Name Duration Start Finish |Janua 2019 | February 2019
1230 [ /6 | 3 | o | oaper |23 | 2n0 |
1
2 | Preparations 5 days Wed1/2/19 Tuel/8/19 r— 0%
3 Set up extranet site 5 days Wed 1/2/19 Tue 1/8/19 0%
4 Make client specific changes to Tracking System 5 days Wed 1/2/19  Tue 1/8/19 0%
5 | Preliminary Document Review 20 days Wed 1/2/19 Tue1/29/19 I 1 0%
Collect Job description documentation 10 days Wed 1/2/19  Tue 1/15/19 0%
7 Collect employee data (job history, 10 days Wed 1/2/19  Tue 1/15/19 H0%
compensation, etc)
8 Collect organizational data 10 days Wed 1/2/19  Tue 1/15/19 0%
9 Revew and analyze all relevant data 10 days Wed 1/16/19 Tue 1/29/19 0%
10 Load Job Descriptions to Tracking System 10 days Wed 1/16/19 Tue 1/29/19 0%
document repository
11 | Interview Outlines 9 days Wed 1/2/19 Mon 1/14/19 e 0%
12 Assemble sample interview outlines 3 days Wed 1/2/19 Fri 1/4/19 ‘Tfﬁ
13 Develop interview "talking points' 3 days Mon 1/7/19  Wed 1/9/19 Io'%—
14 Develop Manager Interview questionnaire 3 days Thu 1/10/19 Mon 1/14/19 0%
15 Finalize Questionnaires and Outlines 3 days Wed 1/2/19  Fri 1/4/19 0%
16 | Interviews - VP Level 20days  Wed1/2/19 Tue1/29/19 [ 1 0%
7 Schedule VP Level Interviews - if necessary 10 days Wed 1/2/19  Tue 1/15/19 l‘f%
18 Conduct VP Level Interviews if necessary 10 days Wed 1/16/19 Tue 1/29/19 0%
19 | Interviews - Managers 22 days Wed 1/2/19 Thul/31/19 I ] 0%
20 Determine Managers to be interviewed 2 days Wed 1/2/19 Thu1/3/19
21 Gather Manager specific data 3 days Wed 1/2/19  Fri 1/4/19
22 Load data to Tracking System 4 days Mon 1/7/19  Thu 1/10/19
23 Schedule Manager Interviews 5 days Fri1/11/19 Thu 1/17/19 lo%
24 Conduct Manager Interviews 10 days Fri 1/18/19 Thu 1/31/19 1 0%
25 | Interviews - Incumbents 18 days Wed 1/2/19  Fril/25/19 I 1 0%
26 Determine Incumbents to be interviewed 2 days Wed 1/2/19 Thu 1/3/19 —0%—
27 Gather Incumbent specific data 3 days Wed 1/2/19 Fri 1/4/19 ?%
Page 1
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Technology
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Process Improvement  Technology Right-Sized Data Analysis Alternative
‘\ Resourcing Pricing

 Discipline, order, and structure
« Empowers doing more with less
* Homegrown and vendor solutions

©2022 Seyfarth Shaw LLP. All rights reserved. Private and Confidential

10



Right-Sized Resourcing

Tapping into the entire enterprise
Leveraging SMEs where possible
Outsourcing where it makes sense
Continuous improvement and
training

\
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Process Improvement

Technology Right-Sized
Resourcing

Data Analysis

Alternative
Pricing

©2022 Seyfarth Shaw LLP. All rights reserved. Private and Confidential

11



)

ALink

BLink = & - |

Financial Transparency
PILInk i Usce Homte seme o foon [T E Vﬁ

Welcome to Link
Seylarti's intelligent Delvery Pisticon

Information Accessibility

Real-Time Collaboration

Technology to underpin legal
service delivery —
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Portfolio Management

Client Centricity
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Other Possible Resources

« Microsoft Products: Excel, in particular, has a lot of power that is overlooked for
organization and tracking purposes

« Smartsheet

* Fillable PDFs/templates

« SurveyMonkey

« Knowledge management resources (Practical Law Company, etc.)
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Data Analysis

« Showing your work

« KPIs

* Quantifying pain points and
success stories

@—©0

Process Improvement  Technology

Right-Sized Data Analysis
Resourcing

Alternative
Pricing
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Alternative Pricing

» Defined process = predictable costs
» Fixed fees, retainers, portfolios
» Mutually benefits outside counsel

\
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Process Improvement Technology Right-Sized Data Analysis Alternative
Resourcing Pricing

©2022 Seyfarth Shaw LLP. All rights reserved. Private and Confidential

16



Sample AFA Approach — Contracts (High Volume)

* Band 1. Low risk contracts or “standard” contracts that use an existing
form or agreement*

« Band 2. Medium risk contracts or more complex/sensitive contracts that
require adapting an existing form or agreement*

« Band 3. High risk contracts that require subject matter expertise, involve
multiple turns of a document and involve negotiations*

« Other. Such as drafting an agreement from scratch

*Bands 1, 2, and 3 at a progressively higher pre-determined Fixed Fee

©2022 Seyfarth Shaw LLP. All rights reserved. Private and Confidential
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Lessons Learned
from Real Life




Lessons Learned — The Good and the Challenges

» Large-Scale Contract Workflow Process

— narrowing focus, deploying discrete modules with business buy in and use
tools picked up along the way, like fillable PDFs/templates

* General Legal Email Inbox
— lessons learned about establishing protocols in advance — SLAs and triage
— the importance of change management

* Third Party Matter Management System
— solutions have to be implemented while the plane is flying

* DocuSign

— roll out solutions that make the business’lives easier
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Key Themes

* Find ways to partner with the Business on these initiatives — conduct
periodic listening sessions or satisfaction surveys

Recognize a balance between day-to-day of legal practice and operational
Initiatives

Importance of KPIs and look to all kinds of sources

Change management starts from the top

Look to outside providers for other examples of success stories - CLES

* You are not alone in your challenges — look to the ACC!
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Thank You
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