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Law Firm Policies and Procedures 
 

Law firms, like any other business, must establish policies and procedures that govern a 

wide range of matters and activities.  For example, the managing partner and/or 

management committee is typically given broad discretion to set guidelines relating to 

admission of new owners, changes in billing rates and policy, establishment of new 

offices and closing of existing offices, and allocations of profits among the owners. The 

partnership or operating agreement for a law firm may also contemplate expansion of the 

firm practice through the employment of associates and, eventually, the admission of new 

partners or members.  Law firms should anticipate these changes by creating formal 

procedures for evaluating the performance of associates and gauging their progress 

toward ownership status.  The evaluation process can be facilitated by the creation and 

use of a formal associate evaluation form.  See Gutterman, Business Transactions 

Solutions § 30:146.  Such a form can be used to systematically collect comments 

regarding associates from partners and other senior attorneys who have had an 

opportunity to work with the associate during the review period.  Each associate should 

also provide his or her own self-assessment regarding performance and information 

regarding the support that the associate would like to receive for professional and practice 

development. See Gutterman, Business Transactions Solutions § 30:147.  Among the 

factors that should be considered in evaluating the performance of an associate should be 

how the associate is progressing against the criteria that the firm has established for 

admission as a partner or member. See Gutterman, Business Transactions Solutions § 

30:148. 

 

Law firms should also consider establishing other policies and procedures that relate to 

the composition of attorneys working at the firm and the types of activities that law firm 

attorney do on behalf of the community in which the law firm is operating.  For example, 

recruitment and retention of women and minority attorneys should be encouraged and the 

efforts of the firm with respect to diversity should be memorialized in a policy statement 

on the topic. See Gutterman, Business Transactions Solutions § 30:149.  Pro bono 
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activities of firm attorneys should be addressed in a pro bono policy that states the firm’s 

commitment to doing pro bono work and establishes internal procedures for vetting 

potential pro bono projects and allocating attorney time and other firm resources to the 

pro bono arena.  See Gutterman, Business Transactions Solutions § 30:150. 

 

For further discussion of professional services and limited liability partnerships, 

including law partnerships, see Gutterman, Business Transactions Solutions § 30:1. 

 


