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Law Firm:          







Date:      /     /     
Initial Questionnaire – OPTIONAL (for use by Law Firm, in preparation of the first meeting)

Current Bottlenecks

	Description
	Business
Area
	Applies Y/N
	Severity

H/M/L

	1 Difficult to do proper follow-up (timely, right first time, complete)
	Case Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


	2 Difficult to find quickly information about a client, a case, etc
	Case

Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	3 Too many systems which means re-keying in data time and again; also, difficult to maintain the client records in all these systems and to keep them in sync – Lack of Integration
	Base

(standard)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	4 Cannot service clients well enough: difficult to have a quick access to his file; if more than one case then impossible to consolidate all his business with our Firm
	Clients /
Customer Service
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	5 Filing is becoming increasingly unmanageable: Files are often difficult to locate (being used by one or more colleagues)
	DM /Filing
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	6 Too much paper work, in general
	DM /Filing
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	7 Unable to find and re-use existing Knowledge within the firm
	Knowledge
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	8 No easy way to properly (easily and efficiently) manage Standard Templates
	Base (Optional)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	9 Not good enough at collecting and consolidating accurately and promptly all effort we expend on a client and/or a case and, hence, not very good at invoicing correctly our clients
	Time Recording
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	10 Lack of a proper Library system: We do not keep records of all our Books, and other resources such as CD’s, reports, maps, etc
	Library
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	11 Employee Records: Difficult to manage the files of our employees (holidays, approvals, testimonies, etc) never mind about Training and Career Plans or other Appraisal and Counselling information. 
	Departments & Employees
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	12 Business Opportunities are missed because we do not have a working system of recording, following up and closing new business
	CRM / Business Development
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	13 Internal e-mail to expedite the processing of many cases
	Base

(standard)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	14 Integration of internal and external e-mail
	Base

(standard)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	15 Coordination with and sharing of information with remote locations
	Base

(standard)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



OPTIONAL - Please add your own bottlenecks and major areas for improvement
	Description
	Severity

H/M/L

	1      
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	2      
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	3      
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	4      
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	5      
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



DM = Document Management 
CRM = Customer Relationship Management 
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