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Court document filing and service of process are

no longer back-office functions. At scale, they
a S; O O determine whether a firm can operate with

confidence, or whether growing larger will cause

Purpose

This playbook helps collections law firms design
filing and process serving workflows that remain
stable under pressure. With a focus on how
work is structured, it outlines principles legal
teams can use to increase efficiency, accuracy,
and predictability as case volume grows.

Section

01 | Routine Collections Cases Hide Complexity
02 | Handoffs Create Risk
03 | Rejections Are Treated as a Cost of Doing Business

04 | Finding Out Too Late

“You do not rise to the level of your goals. You fall to the level of your systems.”
- James Clear, author, Atomic Habits
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01 | Routine Collections Cases Hide Complexity

The Problem:

Collections work often feels standardized. The steps are familiar and rarely change.
But jurisdictional variation tells a different story.

Differences across courts — by county, division, and case type — introduce complexity
that often goes unnoticed until a filing is rejected. At low volume, teams can adjust on the
fly. At scale, these hidden variations create rejection spikes, delays, and downstream
service challenges.

The Play: Embed Jurisdictional Differences into the Workflow

High-performing firms embed court-specific rules directly into their workflows. Instead of
relying on institutional memory or last-minute fixes, differences in local court
requirements are addressed before submission.

How to Tackle it
The key is to use an e-filing platform with built-in automations that:

e Assure court requirements are met

Pre-populate document fields with court-sourced data (case numbers, parties, locations)
Eliminate repetitive data entry

Reduce clerical errors

Automate submission routing so that documents transmit directly to the correct clerk.

Concierge-style expertise provided by a litigation support service can also help overcome
jurisdictional variations by providing:

e Document review for accuracy and completeness
e Pagination and formatting checks
e Confirmation that mandated forms are attached

The Results:

By translating jurisdiction-specific rules into workflow logic--and leveraging the tools your
litigation support service partner offers--you’ll reduce reliance on staff memory for routine
decisions, and have more consistent performance as the firm’s footprint expands
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02 | Handoffs Create Risk

The Problem:

Court document filing and service of process are often treated as separate tasks that have very
familiar and established processes.

However, they can and do fail because the handoff between them creates gaps that are ripe for
delay and miscommunication; especially as case volume increases.

Separate Workflows Create Gaps

Proof of service

_— Gap —_ follows sometime
o after that

E-filing is
completed

Service of process
is initiated later

_— Gap —
Pl il
H H
Pitfalls for delay and miscommunication

The Play: Treat E-filing and Service of Process as One Continuous Lifecycle

Leading firms design filing, service, and proof as a single, connected process. Data flows
once, actions trigger automatically, and the proof of service files without manual intervention.

Unified Workflow Eliminates Gaps

E-filing initiates service of process automatically.

L Data for both sets of documents flows once.
L Proof of service files automatically with the court.
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How to Tackle it

Law firms should look to automation to improve this part of the workflow. A litigation support
service platform with automated capabilities can accelerate these benefits quickly by:

e Eliminating handoffs via a file-and-serve function

e Saving time by using an auto e-file after proof after serve function
e Improving communication through real-time updates

e Creating an audit trail with a unified record from filing through proof

The Results:

Lifecycle-based workflows create predictable case progression, even under sustained high
volume. Most importantly, they help provide certainty of outcome.

03 | Rejections Are Treated as a Cost of Doing Business

The Problem:

In high-volume collections practices, rejections can be seen as inevitable. The remedy for a
rejected filing oftentimes is to simply correct the filing, resubmit documents, and allow the
case to move on.

However, the underlying problem remains.

Over time, this normalization hides a larger issue: most rejections are repeatable, and they
almost certainly will reoccur; costing valuable time with each instance.

The Play: Intercept Errors Before Submission

High-performing firms look at e-filing rejections as diagnostic data. They move validation
upstream so common failure points are addressed before submission.
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How to Tackle it

* Enforce pre-submission validation Common Causes of E-filing Rejections:
e Track recuring rejection causes

e Fix workflows, not individual documents
e Use vendor-provided data analytics to
measure your results

e Document formatting problems
e Wrong document type or event code
e Filing fees and payment issues

o E-filing turnaround times for various * Missing or incorrect supporting documents
courts e Party, case, or attorney information errors
o E-filing success rates e Jurisdiction-specific rule violations

o Law firm user behavior
o Order data

The Results:
Lifecycle-based workflows reduce coordination overhead, stabilize timelines, and support
predictable outcomes under sustained volume.

Think About It
Reducing rejection rates from 10% to 5% cuts rework volume in half.

04 | Finding Out Too Late

The Problem:
Keeping work status siloed is a problem for any collections law firm.

Allowing order status to linger in inboxes or be communicated only through informal updates
or personal follow-ups sets the stage for breakdown.

The Play: Build Visibility That Surfaces Issues Early
Firms operating at the top of their game make progress observable.

They aim to identify exceptions or problems early in the workflow so matters move forward
without intervention
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How to Tackle it

e Centralize filing and service status
e Surface exceptions automatically
e Reduce reliance on manual status checks

The Results:

Built-in visibility reduces escalations and
allows leadership to act strategically
instead of reactively.

Think About It

Firms with real-time visibility experience
fewer deadline-driven escalations.

When Execution Becomes Strategy:

In collections practices, execution is strategy. In this specialized
area of practice, volume is relentless and timelines are unforgiving,
which allows small inefficiencies to compound quickly.

Firms can avoid that cycle by approaching their work processes for
e-filing and service of process strategically. The key is to design
workflows that absorb complexity, eliminate handoffs, intercept
errors early, and surface issues before they escalate.

Use the principles from this playbook to help build a process within
the law firm that demands less time reacting and builds in more
time to execute—so that as volume increases and expectations
rise, your operations deliver consistent results.
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Learn More

When certainty of outcome matters most, there is one
relationship that delivers confidence: Proceed.

Proceed brings decades of appellate-grade precision
to every stage of the dispute lifecycle; from e-filing
and process serving, to appeals heard by the nation’s
highest courts.

We combine jurisdiction-by-jurisdiction expertise,
nationwide reach, and technology-enabled execution
to ensure flawless performance from filing through
resolution.

Design your filing and service workflows for certainty.
Proceed with confidence.

Contact Us Now.
Call 1-800-4-APPEAL or schedule a meeting online.
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