AI Workflow Discovery Worksheet
For Texas law firms choosing their first AI workflow pilot
	Purpose: Use this short worksheet to identify one recurring legal workflow that is specific enough to pilot with AI. The goal is not to describe every process in the firm. The goal is to capture the trigger, inputs, human steps, review path, risks, output, and success criteria for one practical workflow.



1. Candidate workflow
Pick one workflow, not an entire practice area. The best first pilot usually has repeatable inputs, a predictable output, and a defined human reviewer.
	Question
	Your answer

	Workflow name
	Example: first draft of a demand letter, property tax packet review, contract issue summary, deposition digest.

	Practice group or matter type
	

	How often does it happen?
	Weekly, monthly, by matter, by filing deadline, or only during a season?

	Who performs the work today?
	Role, not just name. Example: associate, paralegal, legal assistant, partner, KM team.

	How long does it take today?
	Estimate time from start to reviewed deliverable.

	Why is this worth improving?
	Speed, cost, consistency, client service, risk reduction, training, knowledge capture, or all of these.



2. Inputs and outputs
This is the most important section. A useful AI workflow needs real examples of what goes in and real examples of what should come out.
	Item
	What to capture
	Notes or examples

	Triggering event
	What causes this workflow to start?
	Example: new client intake, opposing counsel letter, court order, tax notice, signed engagement.

	Input documents
	What documents or data does the team use?
	List document types and systems. Example: petition, lease, medical records, appraisal district packet, deposition transcript.

	Sample inputs to collect
	List 2 or 3 representative examples.
	For an initial discussion, use redacted examples unless confidentiality arrangements are in place.

	Expected deliverable
	What finished work product comes out?
	Example: draft motion, demand letter, client memo, risk summary, spreadsheet, filing packet.

	Sample outputs to collect
	Attach or identify one strong finished example.
	A good past deliverable is often the best specification for the AI workflow.

	Output format
	Word, PDF, Excel, email, court form, database entry, or other?
	Include any required template, style, naming convention, or filing requirement.





3. Current human process
Write the process at a practical level. Six to eight steps is enough for a first conversation.
	#
	What happens?
	Person or role
	Decision or judgment made

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	



4. Decisions, review, and risk
	Question
	Your answer

	What decisions are made along the way?
	Example: which issues matter, what documents are relevant, what facts need follow-up, what template applies.

	Who reviews the deliverable?
	Identify the lawyer, partner, client contact, or other reviewer who must approve the output before use.

	What mistakes would matter?
	Example: wrong party, missed deadline, wrong dollar amount, omitted fact, bad citation, privileged information, inaccurate summary.

	What confidential information is involved?
	Client names, facts, strategy, pricing, medical records, financial data, trade secrets, settlement posture, or other sensitive material.

	What information needs special handling?
	Anything that should not be uploaded, should be redacted, needs access controls, or requires firm approval.



5. What would success look like?
	Question
	Your answer

	Success after 30 days
	What would make the pilot feel worthwhile to the partner or practice group?

	Measurable target
	Reduce first-draft time from ___ to ___; improve consistency; reduce rework; create a better review trail; speed up client response.

	Human review rule
	No output is used until reviewed by: ____________________________

	Stop or revise rule
	What mistake, risk, or friction would cause the pilot to pause or be redesigned?

	Decision after pilot
	Deploy, revise, expand to another workflow, or stop.





6. Quick readiness check
	[ ]
	The workflow happens more than once and is worth improving.

	[ ]
	The trigger is clear.

	[ ]
	The input documents are reasonably consistent.

	[ ]
	At least 2 or 3 sample inputs can be collected.

	[ ]
	At least one strong sample output can be collected.

	[ ]
	The required human reviewer is clear.

	[ ]
	The mistakes that would matter are known.

	[ ]
	Confidentiality and access issues have been identified.

	[ ]
	A partner or practice group owner is willing to sponsor a pilot.

	[ ]
	Success can be measured in time, quality, consistency, client service, or risk reduction.



7. Next step
	When you have completed this worksheet, the next step is a short conversation. Book a free 1:1 Legal Workflow Review with Stephen Walther so we can talk through the workflow, identify missing information, and decide whether it is a good candidate for a first AI workflow pilot.
Use Calendly: https://calendly.com/stephen-walther-superexpert/1-1-legal-workflow-review
For a first meeting, use redacted examples unless we have agreed how confidential client material will be handled. If the workflow is a fit, this worksheet can become the starting point for a scoped implementation proposal.
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