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Introduction

Comprehensive Legal Affairs Management Training Course develops the organisational and
legal skills that a modern legal department needs to run effectively. Participants study how
to structure the legal function, manage legal risk and set internal policies that keep the
business compliant. Furthermore, the course covers contract management, corporate
governance support, litigation and dispute handling, and legal budgeting and reporting. In
addition, learners work with legal risk registers, delegation of authority matrices, contract
repositories and reporting dashboards. As a result, they leave able to lead a legal affairs
function that supports commercial goals and controls exposure.

Comprehensive Legal Affairs Management Course
Objectives

- Structure the legal affairs function and define its roles and mandate.

- Build a legal risk register and apply risk assessment methods.

- Draft and maintain internal legal policies and delegation of authority matrices.
- Manage the contract lifecycle using repositories, templates and clause banks.
- Support corporate governance, board reporting and statutory filings.

- Oversee litigation, claims and external counsel performance.

- Apply legal budgeting, cost control and matter management practices.

- Manage relationships with regulators and respond to investigations.

- Protect legal privilege and maintain document retention standards.

- Report legal performance through dashboards, KPIs and board papers.

Course Methodology

- Instructor-led sessions built on real legal department structures and case examples.
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- Workshops that build a legal risk register and a delegation matrix.

- Contract lifecycle mapping exercises with template and clause bank design.

- Case studies on regulatory investigations, litigation and external counsel management.
- Group work on legal budgeting models and management reporting packs.

- Templates, checklists, policy drafts and reporting frameworks retained after the course.

Who Should Take This Course

- Legal affairs managers and heads of legal departments.
- In-house counsel and senior legal advisors.

- Compliance and governance officers.

- Contract managers and legal operations specialists.

- Company secretaries and board support professionals.

- Senior managers responsible for legal risk.

Comprehensive Legal Affairs Management Course
Outlines

Day 1: Structuring the Legal Function

- Legal department models: centralised, decentralised and hybrid.
- Defining mandate, roles and service level expectations.

- Intake systems, work triage and matter prioritisation.

- Legal operations, technology and document management.

- Delegation of authority matrices and approval thresholds.

- Legal policies, codes of conduct and internal guidelines.

- Building a legal service catalogue and stakeholder map.
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Day 2: Legal Risk and Compliance Management

- Legal risk identification, assessment and prioritisation.

- Building and maintaining a legal risk register.

- Compliance programmes, controls and monitoring.

- Regulatory mapping and horizon scanning.

- Anti-bribery, sanctions and data protection requirements.
- Whistleblowing channels and investigation protocols.

- Risk reporting fo management and the board.

Day 3: Contract and Commercial Management

- Contract lifecycle management from intake to renewal.

- Template libraries, clause banks and playbook drafting.
- Approval workflows, version control and e-signature.

- Obligation tracking, renewals and termination calendars.
- Negotiation support and escalation paths.

- Contract risk tiers and standard fallback positions.

- Supplier and third-party legal due diligence.

Day 4: Litigation, Claims and External Counsel

- Early case assessment and claim strategy.

- Managing litigation portfolios and cost forecasting.

- Instructing, briefing and monitoring external counsel.
- Alternative dispute resolution in practice.

- Legal privilege, evidence and document retention.
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- Settlement authority, approvals and reserve setting.

- Insurance, indemnities and recovery options.

Day 5: Governance, Reporting and Legal Operations

- Corporate governance support and board reporting.

- Statutory filings, registers and record maintenance.

- Legal budgeting, accruals and cost allocation.

- Performance metrics: KPIs, cycle times and savings.

- Legal technology, contract analytics and dashboards.

- Managing change, training and legal team development.

- Applied workshop: presenting a legal affairs management plan.

Conclusion

By successfully completing Comprehensive Legal Affairs Management, participants will gain
a complete working knowledge of legal department structure, legal risk management,
contract lifecycle control and litigation oversight. They will also have acquired the reporting
and governance habits that let senior management see legal exposure clearly. Gentex
Training Center builds the programme around practical templates and live exercises, so
learners return able to run the legal function with discipline.

FAQs for the Comprehensive Legal Affairs
Management course
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Q1 What is the "Comprehensive Legal Affairs
Management” course about?

It covers how a legal department runs: structure and mandate, legal risk registers, internal
policies, contract lifecycle management, governance support, litigation oversight, legal
budgeting and management reporting.

Q2 What are the key benefits of the "Comprehensive
Legal Affairs Management” course?

You learn to manage legal risk systematically and to prove the legal function's value with
clear reporting. The course also improves contract control, reduces avoidable disputes and
external legal spend, and strengthens governance support to the board.

Q3 What skills will I gain from the "Comprehensive
Legal Affairs Management” course?

Legal department structuring and operations management, legal risk assessment and
compliance oversight, contract lifecycle and matter management, and litigation oversight
and legal reporting.

Q4 What tools, methods, or standards are covered in
the "Comprehensive Legal Affairs Management”
course?
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Legal risk registers, delegation of authority matrices, contract lifecycle management
repositories, template and clause banks with fallback playbooks, compliance control
frameworks, privilege and retention protocols, matter management and external counsel
briefing models, and KPI dashboards for legal performance.

Q5 How is the "Comprehensive Legal Affairs
Management” course applied in real-world practice?

Professionals use it to set intake and approval processes, run contract repositories, oversee
claims and litigation, manage external counsel costs and report legal exposure to the board.
Participants build a legal affairs management plan in the closing workshop.
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