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Matter management is the backbone of an organized, efficient, and profitable law firm. Whether
your team handles high-volume litigation, complex transactional work, or a mix of both, the ability
to track deadlines, manage documents, coordinate teams, and monitor financials in one unified
system is what keeps your firm’s work moving and clients satisfied.

This guide breaks down what matter management really is, its core components, and the
operational benefits firms gain when they modernize their approach. You’ll also learn what
features to look for when evaluating matter management software, and how platforms like
Centerbase support firms through centralized, automated, and analytics-driven tools built
specifically for growing mid-size practices.

Main Takeaways

Matter management is how law firms organize, track, and complete legal work across the entire

lifecycle of a matter.

A well-managed matter centralizes documents, deadlines, communication, time entries, billing,

and collaboration in one location for full visibility.

Strong matter management reduces risk, improves operational efficiency, and creates a consistent

client experience.

Legal practice management software streamlines matter workflows, increases accountability, and

improves financial oversight.

https://centerbase.com/
https://centerbase.com/blog/what-is-matter-management/
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Centerbase helps firms modernize matter management through workflow automation, centralized

matter records, and firmwide reporting tools designed for mid-sized firms.

What Is Matter Management?

Matter management refers to the systems, processes, and technology a law firm uses to manage the
full lifecycle of its client work. At its core, matter management ensures that every task, deadline,
document, communication, and financial detail related to a client matter is captured, organized, and
executed in a consistent, efficient, and compliant way.

For growing mid-size firms, modern law firm matter management software is especially important.
As case volumes rise and matters become more complex, relying on spreadsheets, email chains,
and disconnected tools increases risk and slows down workflows. Modern matter management
centralizes information and automates routine steps, giving attorneys, legal administrators, and
firm leaders the visibility they need to serve clients more effectively.

Traditional vs. Modern Matter Management

Traditional Matter Management Modern Matter Management

Paper files and manual tracking Digital centralization

Siloed information Integrated data systems

Manual deadline tracking Automated alerts and reminders

Disconnected billing Integrated financial oversight

How Matter Management Helps Legal Teams: Key Benefits
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Effective matter management does more than keep a firm organized. It directly influences
profitability, compliance, and client satisfaction. Here’s a look at some of the key benefits:

Increased Efficiency: Centralizing information in matter management software reduces the time

your team spends searching for documents, cross-checking spreadsheets, or tracking down

updates. Teams move faster when work is structured and accessible.

Improved Visibility: Firm leaders gain a clear view of matter status, workloads, deadlines, and

financial performance, all in real time.

Reduced Risk: Automated reminders, rules-based calendaring, and centralized records minimize

the chance of missed deadlines, communication gaps, or compliance failures.

Financial Control: Integrated billing and time tracking provide better oversight of budgets,

work-in-progress, and realization rates.
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Enhanced Collaboration: Matter-centric workflows ensure everyone, from attorneys to

paralegals to support staff, can coordinate their work seamlessly.

Better Client Service: Clients receive quicker updates, more consistent communication, and a

smoother experience throughout the engagement.

Real-World Consequences of Poor Matter Management

Without proper matter management systems in place, firms often face:

Missed court or filing deadlines due to disconnected calendars

Lost documents buried in email inboxes or personal drives

Billing delays caused by missing time entries or manual pre-bill routing

Reduced client trust due to unclear communication or inconsistent updates

Want to Build a Stronger Operational Foundation?
Matter management is just one piece of a high-performing law firm. Explore our legal glossary and
podcast for more insights into firm operations, legal tech, and modern workflows.
Browse the Legal Business Glossary

https://centerbase.com/legal-business-glossary/
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Key Components of Legal Matter Management

Below are the essential components firms must manage to ensure matters run smoothly from intake
to close.

1. Intake and Triage

A structured intake process ensures new client or business requests are captured accurately,
conflict checks are performed, and matters are routed to the right people. Your intake process lays
the foundation for efficiency and smooth workflows across the entire matter lifecycle.

Best Practices:

Standardize intake forms to reduce manual errors.

Use automation to route matters by type, urgency, or jurisdiction.

Review intake workflows regularly to eliminate bottlenecks.
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2. Matter Records and Document Management

All matter-related files, contacts, and metadata should be stored in one accessible location, and
version control and document templates should be in place to ensure accuracy. Centralizing this
information also prevents silos and ensures teams work with the most current documents.

Best Practices:

Use consistent naming conventions for files and matter IDs.

Implement version control to maintain audit trails.

Build template libraries for frequently used documents.

3. Workflows, Calendars and Deadline Controls

Tasks, deadlines, and events should be tied directly to matters to ensure that everything associated
with a matter moves forward on time, to the right person, and in the correct order. Automation can
help create reliable processes that support attorneys and staff by assigning work, triggering
reminders, and applying jurisdiction-specific calendaring rules.

Best Practices:

Automate task assignments when new matters are opened.

Run weekly calendar reviews to catch and redistribute upcoming deadlines.

Apply jurisdiction-specific calendaring rules to reduce malpractice risk.



7

centerbase.com - 7 / 14 - 05.12.2025

4. Time and Billing Integration

When time tracking, expenses, and invoicing live inside the matter record, rather than scattered
across spreadsheets, email, or standalone tools, your firm gains accuracy, transparency, and
efficiency across the entire billing cycle. And efficient billing supports strong revenue.

Integrated time and billing eliminates issues like missing billable time, incorrect entries, and
delayed pre-bill approvals while increasing accuracy, reducing revenue leakage, and simplifying
financial reporting.

Best Practices

Use timers and passive time capture to prevent missed billable hours.

Conduct regular pre-bill reviews to improve realization rates.

Link expenses directly to matters for clearer reporting.

5. Communications and Collaboration

Matter management tools should centralize internal notes and emails plus external communication
with clients, co-counsel, and experts. This ensures continuity, visibility, and accountability,
especially when multiple team members touch a matter.

Best Practices

Log emails, calls, and notes in each matter record.

Use secure client portals for document sharing.
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Review communication logs during matter check-ins.

6. Resource Coordination

Successful matter management ensures the right people are doing the right work at the right time,
with the appropriate budget, tools, and capacity. Without structured resource planning at the matter
level, firms experience draining symptoms like attorney overload, stalled matters, unpredictable
timelines, and budget overruns that erode profitability.

Best Practices

Use matter-level reporting to assess staffing needs.

Reassign stalled matters to balance workloads.

Monitor resource use against budgets to avoid overruns.

7. Reporting and Matter Analytics

Matter analytics provide insights into performance metrics like matter profitability, case duration,
and collections. They give firm leaders real-time data to understand how matters are progressing,
whether teams are appropriately resourced, and how each matter contributes to the firm’s financial
health. Modern matter management systems pull information from time entries, billing, tasks,
communications, and deadlines to create a complete picture of matter performance.

Best Practices

Monitor KPIs such as time-to-close and realization rates.
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Use dashboards to identify matters with overdue tasks.

Compare performance across practice areas to guide resource allocation.

Explore Centerbase's Matter Management Tools
Centerbase gives mid-sized law firms the ability to centralize case records, automate workflows,
and integrate billing and calendaring in one secure platform.
Explore Matter Management Features

Are Matter Management and Case Management the Same?

Matter management and case management are not the same thing, but they're related. Many people
are confused by these two terms because they're used interchangeably. After all, sometimes
lawyers refer to cases as matters and vice versa.

https://centerbase.com/features/matter-management/
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It's easiest to think of these two concepts as an umbrella. A law practice's business is made up of
individual clients who have cases that form the bulk of the work. Lawyers and staff manage these
clients and cases on a micro level, keeping track of the discovery, communications, and billables
per case and client. But the cases exist under the security of the larger umbrella.

Matter management is the larger umbrella. It governs the practices and processes that make up case
management and the business of the law firm relating to a particular case or client (or set of cases
and clients). It is more complex and higher-level than case management because it involves more
moving parts.

Comparison: Matter Management vs. Case Management

Matter Management Case Management

Broad scope covering all legal work Focused on litigation or client cases

Used by firms and in-house teams Often court-oriented

Includes administrative and business functions Primarily tracks procedural elements

Incorporates financial oversight May not include billing components

When Firms Need Both

There can be times when your firm needs both matter and case management:

Firms with mixed practice areas (e.g., litigation + corporate)

Firms that need both operational oversight and matter-level tracking

Organizations that want visibility into profitability, staffing, and timelines

Managing partners, legal administrators, operations leaders benefit most from matter
management, while attorneys and paralegals managing day-to-day client work benefit from case
management.
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Ready to Transform Your Matter Management?
Centerbase empowers law firms to practice efficiently, manage profitably, and grow strategically,
all from one platform.
Get a Personalized Demo

Choosing the Right Matter Management Software: What to
Look For

Modern law firms need a matter management software solution that supports efficiency, financial
oversight, risk reduction, and scalable workflows. Below are the key features to prioritize.

Customizable Matter Templates

Templates standardize the setup of matters across practice areas, saving time and reducing errors.
They ensure consistent structure for litigation, probate, real estate, corporate matters, and more.

https://centerbase.com/get-demo/
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Role-Based Permissions and Audit Logs

Firms must control access to sensitive information. Role-based permissions protect confidentiality,
while audit logs provide transparency into changes, deletions, and user activity, which are all
crucial for compliance.

Calendar Rules and Deadline Automation

Because missed deadlines are a top malpractice risk, rule-based calendaring and automated
reminders are essential. Look for systems that support jurisdiction-specific rulesets.

Integrated Billing and Time Tracking

Time and expenses should flow directly into each matter. Real-time timers, pre-bill workflows, and
expense categorization improve accuracy and reduce billing delays.

Document Assembly and Version Control

Automated document merging and template-driven drafting save time and eliminate
inconsistencies. Version control ensures teams always work from the most current file.

Matter-Based Reporting and KPIs

Your firm needs reporting tools that track profitability, timekeeper performance, client trends, and
matter duration. The ability to filter by attorney, practice area, or client is essential for informed
decision-making.

Mobile and Remote Access

Cloud-based access allows hybrid and remote teams to work securely from anywhere. Look for
mobile-friendly dashboards, secure remote login, and offline access options.
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Client Communication Tools

Secure messaging, e-signature tools, and intake forms tied directly to a matter reduce back-and-
forth and keep all communication in one centralized place.

Simplify Matter Management with Centerbase

Strong legal matter management transforms how law firms operate. It keeps teams aligned, reduces
administrative friction, and improves client service. It also creates the operational discipline firms
need to manage profitably and grow strategically.

Centerbase brings these capabilities together in a single platform that unifies matter records,
documents, workflows, billing, and reporting. With automation, analytics, and robust financial
tools, we help mid-sized law firms replace disjointed systems with a streamlined, matter-centric
experience designed for long-term success.

FAQs About Matter Management

What is a matter management system?

A matter management system is software that centralizes all components of legal work, including
documents, deadlines, communications, time entries, and financials, into one platform. It helps law
firms manage matters efficiently, reduce risk, and improve visibility across teams.

What is the legal matter management process?

The legal matter management process includes intake, conflict checks, document and record
management, task and deadline tracking, time and billing, collaboration, and reporting. This
structured workflow ensures matters progress efficiently, consistently, and securely throughout
their lifecycle.

What is a matter manager?
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A matter manager is the person or software responsible for overseeing the lifecycle of a legal
matter. They ensure deadlines are met, documents are organized, communication is logged, and
financials remain accurate, keeping the matter on track from opening to resolution.

What is the difference between matter management and contract management?

Matter management governs the full lifecycle of legal work, including operations, documents, and
billing, while contract management focuses specifically on drafting, reviewing, storing, and
tracking contractual agreements. Contract management is often one component within a broader
matter.

How does matter management differ for corporate legal departments vs. law firms?

Corporate legal teams use matter management to handle internal business requests, outside counsel
spend, compliance, and workflows across departments. Law firms use it to manage client matters,
track billable time, coordinate teams, and streamline billing. Both rely on centralized data and
automated processes, but their use cases differ.

This entry was posted on Friday, December 5th, 2025 at 8:46 pm and is filed under Practice
Management You can follow any responses to this entry through the Comments (RSS) feed.
Responses are currently closed, but you can trackback from your own site.
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