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Studies have shown that lawyers who spe-
cialize in estate planning spend up to an aver-
age of 80 percent of their time doing things
they have done before. The effective use of a
legal assistant shifts most of the repetitive
tasks with which a lawyer must contend to
the legal assistant. Delegation of the routine
or repetitive functions of an estate-planning
practice expands the lawyer’s ability to prac-
tice law.
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Benefits of Using Legal Assistants
in Estate Planning

An efficient team approach to estate plan-
ning creates a system in which the lawyer’s
personal style is duplicated by a legal assis-
tant and extended to a larger base of clients.
Such a system increases the volume of client
matters a lawyer can handle and reduces the
cost of producing a completed estate-plan-
ning product.

To the lawyer, the bottom-line result is in-
creased profitability. To the client, the bot-
tom-line result is a higher quality estate-plan-
ning product, completed in less time and at
less cost. Intuitively, one might equate re-
duced costs with reduced quality. However,
using a legal assistant in an estate-planning
practice provides a unique opportunity to in-
crease the effectiveness of quality control
measures. There are two major reasons for
this effect. First, using a legal assistant re-
quires systematization of the procedures
used to produce an estate-planning product.
The “system” itself serves as a guide to the
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production process of the legal product and
as a checklist to minimize the risk of leaving
out an essential aspect of an estate plan. Sec-
ond, because a legal assistant assumes the re-
sponsibility of production, the lawyer serves
primarily as an editor. It is easier for the edi-
tor to catch an error than for the writer, who
may read into a document what he or she
meant to write. Furthermore, this approach
provides for “two heads” reviewing the com-
pleted estate plan documents.

The field of estate planning lends itself
well to the use of legal assistants. The process
of solving a client’s estate-planning concerns
can be broken down into logical steps and
then systematized. Once a system is in place,
the estate-planning legal assistant can as-
sume responsibility for 80 percent of the total
work that otherwise would be done by the
lawyer. Additionally, the legal assistant can
be charged with guiding an estate-planning
product through the office, as each partici-
pant performs his or her assigned functions
related to the legal product.

Ideally, the system functions something
like this: The lawyer meets with a client, ex-
amines the facts initially, and directs the le-
gal assistant to prepare whatever types of
estate-planning documents are required to
meet the client’s needs. The legal assistant
then uses law clerks, secretaries, office as-
sistants, and other office staff, as needed, to
prepare the initial draft and later drafts of
the legal product requested. At each step
along the way, from the assignment by the law-
yer to preparation of the product to the re-
turn of the requested work product to the
lawyer, the legal assistant is responsible for
its progress. -



