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A little bit 
about myself 

Paralegal for 5 years 

Nationally Certified through NALA

NM Paralegal Division Board 
Member

NM Paralegal  Division Scholarship 
Chair 

 IPE Facility member for CLE’s 



Calendar Management



Hard 
Deadlines & 
Calendar 
Entries 

Hard Deadlines and calendar 
entries are the ones you don’t 
want to miss or are harder to 
reschedule. Such as: 

Court Deadlines

Hearings 

Hearings can be rescheduled but 
only with approval of the court 



Determining 
Court 
Deadlines 

Check the Court’s Website

Carefully read Orders and 
Notices Thoroughly

Know “trigger” Documents: 
Discovery – Answers 
Motion – Response/ Reply 
Petition/Complaint -

Response 



Setting apart 
Hard 
Deadlines & 
Calendar 
Entries 

Use all caps or bold
Use a Bright or contrasting color 
Set a ”warning” date
Use reminders 
Communicate the deadline with 

others: 
Ensure they have access to 

you calendar or the 
deadline calendar 

Put it on at least one other 
person’s calendar 



Soft Deadlines 
& Calendar 
Entries 

Soft Deadlines and calendar 
entries are deadlines that you can 
easily request an extension on or 
an appointment that you can 
easily reschedule. 

Client Appointments 
Settlement Proposals 
“pre” deadlines 



Soft Deadlines 
& Calendar 
Entries 

Use lowercase 

Pick a mellow color 
Yellow 
Blue 
Green 
Pink 

Use Reminders 



Use a good 
Calendar

Outlook 

Clio 

Google

 Teams

 Legal Server 

What other calendars do you 
use?



Outlook 
Sample 



Clio
Sample 



Google
Sample 



Teams 
Sample 



Legal 
Server
Sample 



Maintaining 
Master & 
Personal 
Calendars

Go old school – Physical 
Calendar 

Sync calendars 

 Time block personal 
appointments on your work 
calendar 

Make Important items stand out



Calendaring 
Time Saving 
Tips

Calendar in extra time between 
entries

 If possible, add detail to the 
description

Don’t overwhelm your calendar

Confirm Appointments 

Batch calendaring tasks 

Double check the calendar 

Color Code

Easy Access



How to be More Productive 



To-Do list Rules

Ditch the Sticky notes 

6 Item Rule 

Assign due dates 

Have more than 1 to-do list 



Set goals 

Daily Goals 
Task to get done within that day 

Weekly Goals
Task to get done within that day 
Goal to have a weekly staff 

meeting 

 Long Term Goals 
Quarterly letters to clients
Monthly case reviews 

Keep your goals realistic 



Things to Keep 
in Mind 

What needs done sooner?

What takes longer to do?

What are you most likely to 
procrastinate on?

How long will appointments take?

Are there any deadlines?

Does it require travel?

What does the attorney schedule loo  
like?



Prioritizing 
Tools

Electronic Task Lists 
Clio Tasks
Legal Server 
Outlook tasks 
Monday.com
Things App 

Stay Flexible 

Discuss/Communicate
time period 



Prioritizing 
Tools

Continued

Color Code 
Red- urgent 
Orange – Normal 
Yellow– Low 

Review case status 

Know your productive time period 



Time Block 

Time Block for both you and the 
attorney’s

Block off time for large tasks 

Block off work/Do Not disturbed times 

 First thing in the morning
Check email 
Return calls 
Check calendar



Batch Tasks 

Set your to-do list in groups:

Draft all letters at the same time 

Draft Similar pleadings at the same 
time

Draft all Memo’s at the same time 

Return all calls at the same time 



Communication 
Management 

Use the Flag function

Be prompt
Return calls/ answer emails within 

24 hours 

Know personalities



Avoid Time 
wasters

Email

Procrastination 

 Your phone

Coffee 

Run all errands at the same time



What are your time wasters?



Tips & Tools 

Dropbox 

Adobe Acrobat Pro DC

Create Templates 

Call-Em-all 

Google Voice



Tips & Tools 
Continuation 

Scan Genius 

 iPad 

Note Apps 
(ex: Goodnotes, OneNote, etc.) 



What tips do you have?

What tools do you use?



Questions?



REMINDERS: 

We have monthly FREE Brown Bag CLE’s & you do not have
to be a member to attend!

Check out our Website or Facebook for upcoming events! 
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