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What a successful educational conference!!!
Everyone learned valuable information and was able to meet with our valuable
business partners. Thanks to the Education Committee: Tom Freeman, Jeff
Middendorf, Janet Sullivan, G lenda Raley, Lori Moser, Erin Miller and Mary Lynn
Wagner. Special thanks to our business partners for sponsoring this wonderful
event and to Brett Burney who gave an informative and lively presentation.
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LexisNexis is excited to announce that we are partnering once again witBig Brothers B ig Sisters of Greater
Cincinnati and Cincinnati law firms to support atrisk children in the Greater Cincinnati area!l7 A8 OA OE O

x AT AT 1T A OxI
Association (ILTA) .

The3 AATT A 111 OAI

Last year, 13 area law firms competed on the lanes and in raising funds for this great organizatids a result, over
$21,000 was raised for Big Brothers Big Sisters of Greater Cincinnati, which enabled them to impact the loE21
children through mentoring (what an amazing holiday gift that was!).These mentors help kids improve selesteem,
do better in school, and develop critical life skills to help them reach their full potential.

Thank you again to everyone who paitipated in making our inaugural event a tremendous success:

Firm Name

Faruki Ireland & Cox

Katz Teller Brandt & Hild
Wood Herron & Evans

Cors & Bassett

Taft Stettinius & Hollister
Dinsmore & Shohl
Thompson Hine

Keating Muething & Klekamp
Vorys Sater

Graydon Head & Ritchey
Frost Brown Todd

Sebaly Shillito + Dyer
Montgomery Rennie & Jonson

4EEO UAAOGO AOGAT O
team bowling score, thetop team fundraising, raffle items, and splithe-pot. Also, back by popular demand is the
chance to improve your team score by demonstrating your prowess atop Toro, the mechanical bull!

I OOOOAT AET ¢
Associatio n of Legal Administrators (ALA) and the Cincinnati Chapter of the International Legal Technology

" OAAOAO #ET AETT AOE
Thursday, December 1 at StarLanesat Newport on the Levee.

El
I OGCAT E U A Gtedtdr GncigrlatEGhdpler@f tte]  OE

" Wwilkble heflafer workdaO 8 3

Team Name

Terri FICTrial Lawyers
Alley Katz

WHE Rock the Lanes
Gutter Snipes

Taft Achievers
Dinsmore Gutterballs
High Rollers
Spare/US

Move to Strike
Graydon Headliners
The Bowlable Hours
SS+D Strike Force
MRJ King Pins

xEIl 1 AA AOAOU OAde @gaiktbereAmid be pveshor tAedob &

This year we will be able to accommodate up to 24 teams; so, whettyour firm enters one team or multiple teams,
we hope we can count on you once again to help local children in need.

What we need you to do: right now, all we want is your commitment to participatez OEAO8 O E O8

Starting November 1, we will launctthe official website where you can register your team and begin logging your
fundraising efforts. As before, the minimum donation per team is $500However, we challenge every firm to follow
the lead ofFaruki Ireland & Cox , Katz Teller Brandt & Hild , ard Wood Herron & Evans and raise at least $2,000,
which supports two child-mentor matches. Our goal this year is to match 30 children with eligible Big Brothers/Big
Sisters. To get us started, LexisNexis is donating $5,000 (5 matchegsP 1  x A 6 O A7%AdweardsAeAdbingmur
goal!

4EATE Ul O ET AAOAT AA &£ O EAI PET ¢ OO0 1 AEA OEA 3AATT A
Challenge a tremendous success!
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ALA

Association of Legal
Administrators

Celebrating
YEARS
2011

1971 -

Thank you

to all ALA members and business
partners who have made this
organization so special!

Your connection

to knowledge, resources and networking

ALA Wall of Presidents
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one MORE reason

An expert legal collection you can’t find anywhere else.

Now exclusively from LexisNexis®
ALM" content you
can't find on Westlaw”

The National Law Journal® From deeper content to innovative efficiency tools that make

New York Law Journal® pinpointing relevant information easier, LexisNexis® gives you

more of what matters most. As the exclusive online third-party

New Jersey Law Journal® ;s ; 3 .
¥ provider of the broad ALM legal content collection, LexisNexis

The American Lawyer® now delivers access to even more of the full-text legal news,

The Legal Intelligencer® practice area and early case assessment content you need to

Haalth Cére Freiiid quickly make insightful decisions and achieve better outcomes.

Antitrust Basics Stay informed with unmatched local and national legal news.
o hi— T S——— Gain expert insight with authoritative analysis of topics in your
P area of law. Craft winning case strategy with a superior collection
n . .
of verdicts and settlements. Exclusive ALM content—one more

reason LexisNexis gives you more.

www.lexisnexis.com/oneMORE
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ALA 1 Greater Cincinnati Chapter
Meeting Minutes
August 9, 241 @Noon

ByErin E. Miller

1 The August meeting was held at Cincinnati Netherland Hilton.

1 Jeff Middendorf, Chapter President, welcomed everyone to the meeting.

1 Jeff called for a motion to approve the May andelgeneral meeting minutes. All were in favor to
approve, the vote was unanimous.

1 Jeff called for a motion to approve the May board meeting minutes. All were in favor to approve,
vote was unanimous.

1 Jeff asked the board members to stay after thetimg to discuss an item.

1 Jeff announced that the Educational Seminar date changed from Oct8heCictober 2% to
accommodate the speakers.

1 Jeff introduced Scott Simpson from Precision Staffing. Scott gave a short presentation on recrui
throughsocial media.

1 Perry Owen then introduced our main speaker, Tom Cooney from Cooney Faulkner & Stevens |
the topic of fraud with the focus on fraud prevention and controls. It was a very relevant topic af
informative. Perry thanked Tom for his pretsion.

1 Perry reminded everyone to complete the evaluations forms followed by Jeff adjourning the mee
approximately 1:30 pm.

1 Upon completion of the meeting, Jeff discussed with the board members our funds in the treasu

Thank you to our Sponsor:

¢ @#PRECISION

the pastthe ALAhaspad f or the secretaryébés registrati
we have enough money in treasury it was discussed to not only pay for the registration but to al
reimburse for hotel, transportation and meals. The group was in agre¢batehtve had the money, it
made sense to do this for 2011.

Chapter websitewww.alacincinnati.org
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ALA(¢ Greater Cincinnati Chapter
Meeting Minutes

September 13, 2011 @ Noon
ByErin E. Miller

T
T
T

Thank you to our Sponsor:

bigHand

The September meeting was held at Cincinnati Netherland Hilton.
Jeff Middendorf Chapter President, welcomed everyone (including two new members) to the mg
Lori Moser discussed some upcoming Community Care Prdjebhes Most Valuable Kids (MVK)
event at the Reds stadium on Septemb&ra2®i the bowling for Big Brothers Big$&ers fundraiser
with Lexis Nexus in December.

Janet Sullivan reminded everyone of the happy hour next Thursday at the Walnut Street Grill frg
4:30 to 6:30 and that it was a good opportunity to mingle with other ALA members and businesg
partners.
Tom Freeman discussed the upcoming Educational and Business Partner expo that will take pla
October 28 at the Westin. The educational piece will focus on Technology and Ethics and will b
good for 3 CLE credits. Brett Burney from Burney Consultants cagidytrecommended and will be
speaking on these topics. Classes will be freb2 @nd the Business Partner Expo will follow. Tom
thanked Mary Lynn, Glenda, Janet, and Lori for their help with bringing the event together. Tom
encouraged members and attom&yattend and informed everyone that a brochure will be going
electronically to ALA members and hard copies will be mailed to managing partners.

Jeff introduced Shelby Onthank Crotty from Big Hand. She gave a short presentation on dictatin
throughyour smart phone.
Perry Owen then introduced our main speakers, Janet Leist and Ryan McClary from Pro On Ca
Technology. They spoke regarding VolP technology and provided updates for the future of digit
telephone/computer communications. Perry thankedtland Ryan for their presentation.

Perry reminded everyone to complete the evaluations forms followed by Jeff adjourning the me
approximately 1:30 pm.

Chapter websitewww.alacincinnati.org
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ALL-STATE LEGAL

Dan Hirsch, Senior Sales Representative
313.806.6556

dhirsch@aslegal.com

Q&A on QR Codes

[=] 34, [m]
e R
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What is a QR code?

Mobile tagging is the process of using a printed code to deliver data to a mobile device. A Quick Response - or QR code -
is currently the most popular and widely used mobile tagging code as it is the easiest to create, produce, and read. A QR
code is basically a two-dimensional barcode that can be read by a smart phone equipped with a camera.

What can it do for my firm?

Though originally created for inventory tracking, QR codes are gaining popularity for their ability to make printed
materials interactive with dynamic online content. With one scan, your client or potential client can download your
contact information, research more about your firm online, and connect and interact with your brand whenever and
wherever he chooses.

QR codes can be used to do any one of the following things:

Launch the phone's web browser to a specific URL

Push out a calendar event that can be saved to the phone's calendar

Push out contact information that can be saved to the phone

Push out an email address that can kick-start communication

Launch an SMS (text) message that can be sent to Twitter, Facebook, or contacts

=A =4 =4 -4 -9

How are law firms using QR codes?
QR codes allow you to connect. They can be personalized. They are viral. They can turn passive readers into
interacting potential clients. And perhaps the most significant benefit of QR codes is that most can be tracked.

Below are the top ten ways law firms incorporate QR codes in their marketing:

1. Business Cards - Use the QR code to link the reader to your contact information, to your online bio page, or to
your blog.

2. Stationery/ Marketing Materials/Firm Brochures - Create a QR code that links to the "News & Events" section
of your website to allow clients, potential clients, and colleagues to keep up on your firm's recent wins. Or, link to
your website's About Us, Attorney Listing, or Practice Areas page to cross-sell all your services.

3. Announcements - Add a QR code to link these to your online announcement for additional information regarding
the announcement (e.g., a new partner, a new practice area, a recent win, your firm move, or whatever you are
heralding!)

4. Invitations - Make invitations to seminars, parties, meetings, networking events and more interactive by creating
an event code that can be saved right to the phone's calendar.

Continued on next page . ..

Chapter websitewww.alacincinnati.org
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. continued from previous page

5. Invoices - Reinforce the firm's commitment to the environment by linking invoice QR codes to web pages that provide
information on how to set up electronic billing or payment.

6. Website/Attorney Bio Pages - QR codes can be read right from computer screens, so be sure to include QR codes
on pages listing the firm's general contact information as well as specific attorneys' contact information, on bio pages,
and on Contact Us pages.

7. Social Networking - Include your contact QR code in all your social networking - blogs, LinkedIn, Facebook, Twitter,
etc. You can even create QR codes that will provide the reader with a pre-written post/tweet about your firm or a
specific firm event.

8. RFP Responses - Embed QR codes in proposals to direct potential clients to your website for more information, such
as attorney's bios, additional practice areas, or recent applicable news headlines.

9. Recruiting - Bolster your firm's recruitment efforts by including QR codes on recruiting materials to attract the more
technologically savvy pool of potential hires.

10. Seminar Name Tags - Enhance networking by including a QR code on all participants’ name tags.

Simply creating a QR code and putting it on your materials is not enough. As with all marketing endeavors, you should have a
strategic plan in place and build codes that will add relevant value to your audience. Remember, QR codes that point to urls
allow you to track results. Build this into your plan and analyze the results closely to ensure that the codes are having the
desired effect.

For more on QR codes - what they are, how they are used and production guidelines please visit www.aslegal.com/ar.

RJE Business Interiors

RJE is a contract office furniture dealership representing over
100 lines of furniture and office accessories, the primary
vendor being Knoll and Knoll Studio. RJE provides design
services, consultations, sales expertise, exemplary customer
service and furniture for the business community located
throughout Cincinnati, Dayton and Northern Kentucky. In
addition, RJE also offers warehousing and storage services,
reconfigurations, removal of existing furniture, restoration and
SYSNEBSyOe aSNWBAOS G2 Ittt 27

Markets Served

Corporate

Higher Education
Healthcare
Government
Hospitality
Retirement Living

623 Broadway St. Cincinnati, Ohio 452
513.641.3700

WWWw.rjecincy.com

Chapter websitewww.alacincinnati.org
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Helping to make your workday feel
more like a vacation day.

We all want cur days in the offica to feel like a breeze. To have customized, automaied
tasks that can help you do your job with almast no effort at all. That's why Canon Business
Solutions is here.

W can help you streamline your document managament procasses to lower
costs and simplify the everyday fasks at your law firm. With our tachnology,
senvicas, and solutions you can:

* Billback clients * Automate document indexing
* Utiliza Bates stamping * Produca liigation imaging

* Quisource/insource servioes * Secure documents

® Balch fax * Customize documents

All that said, there's a reason why we are the tusted document workflow solutions providar
for marny of the country's top law firms. To leam more about Canon Business Solutions and
our legal sokstions, call 1.800.815.4000 or visit solutions.canon.com.

ImageRUNNER
ADYARIL

RN ADVA NS Crta b

Canenisa g amred of Caen Be.n T Al aher

P nw
2redars haraly acka A ged. © 2030 Canen Busrwss Selstees, b, AInghs resved.

Canon

CANCH BUSIESS SCLUTIONS -
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PR@ Your Trusted Partner for
Voice & Data Solutions

TECITNOTOGIES.

1.800.362.6300 | ProOnCall.com

“After implementing the

solutions identified from PRO

OnCall’s Analysis, we have

experienced cost savings of

roughly 40%, and employee

downtime has been reduced

io almost zero.”

— Mike Kelsey,
McCiuskey Chevrolet

Company Overview

wec‘r‘: gﬁgmtd'ﬂ%‘; e PRO OnCall Technologies is Ohio’s largest single-source provider of voice and data

service and support offices In . solutions to small and medium-sized organizations. We support our clients’ local,

Cincinnat, Clevaland, Columbus regional, and nationwide offices with Industry leading products, value-added services,

and Dayton. Through our pariner and unmatched support. For over 60 years our business has been distinguished by the

natwork, we take care of your remote expert, full service care we provide to every PRO OnCall cllent—no matter how big or

locations across the U.S. as If thay how small. Our success story continues to be written everyday by over 100 dedicated

were right next door. professionals, who are bulkding on our track record of providing proven, end-to-end
solutions that help our clients get ahead.

OUR CLIENTS

Famillar names In Ohlo's business Why PRO OnCall?

and public sactors turn to PRO Our team takes great pride In bullding a strong relationship with every client, getting to

OnCall for their end-to-end know thelr business, challenges, and emerging needs. We understand that technology

Information technology neads. decislons need to align with your strategic plans. PRO OnCall solutions grow your
busliness, while simplifying your life and providing peace of mind. No matier where or
when you may need us, PRO OnCall will be there as your trusted Technology Adwisor...

* As your one-stop shop, you only have one call to make to access voice and
data solution professionals, without the finger-pointing between multiple

“We'e very impressed with e nger-pointing P

e ba : caaumaNcaion * Each buslinass analysls i comprehensive — every solution s unique

fdimiTP%noi)gylone Qur streamlinad operations and delivery processes provide an exceptional

We've been very happy.” client experience.

— LensCrafters * We have the products and services to deliver what you need, when you need

it. A team approach to client support ensures knowledgeable, quick responses.

Put the power of our team to work for you today!
Call PRO OnCall now at 800-362-6300

PRO OnCall Technologies | 1.800.362.6300

Chapter websitewww.alacincinnati.org
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Social Media and Premployment Screeng
By: Scott Simpson, Precision Staffing

Here we stand in 2011. The internet age is at full speed and technological advancements are made at a startling
However, devices are not the only advancements that are being made. How we communscatagilBl changing.
The world of social media is growing and engulfing our daily lives. Sites such as Facebook, Linkedin and Twitter
consume hours of our day and the postings that can be found are quite remarkable. The big question is can and
importantly how these postings impact the work place?

Can prospective and current employers check up on employees? Yes, but with limitations. It may be used to ver
previous work history and accuracy. Social Media may also be monitored for postingayHze viewed as harassmen
by other employees. It can also be checked to see if an employee who calls in sick was not out partying the night
A very | arge issue is an individual 6s r i gnhconfidenze thatrnb
repercussions may occur? No, once you post an item to the internet it is considered public information.

T Privacy: Has a personé6és constitutional right
reasonable expeation of privacy and whether that was infringed.
0 There remains no established method for determining if a reasonable expectation of privac
established. Therefore proving their right to privacy has been violated is very difficult.

Many employers aresing social media as pemployment screening. This practice is becoming increasingly popula
a June 2009 survey of 2,600 companies performed by CareerBuilder.com, 45% of employers stated that they useg
media to prescreen job applicants. @fe employers that said they mereened applicants through social media, 35%
admitted that they reviewed content on social media sites which caused them to disregard a job applicant for emg
The thing that employers must remember isthatyoudannG unseed what you have di q
times, the information you garner about a job applicant does not create any legal issues. However, knowledge thd
individual is within a protected class (be it based on race, religion, or digatiluld increase the risk of a discriminatio
claim if that individual is not hired. It will basically place an employer in a situation where it must provide a non
discriminatory reason as to why a certain individual was not hired. It is very easgaweti such information from a
guick review of a Facebook or MySpace page. The ap
di sabilities. I n addition, the applicant 6 satepfroich i | e
(bringing age discrimination into the mix as well).

When utilizing social media for premployment screening best practices should be considered and policies should

written and implemented. While very few legal guidelines exist in regarkégislation there are still legal implications
that can arise if best practices are not followed. Below are nine steps that are recommended to assist in your dey
of best practices.

1 Screen in a consistent and uniform mainarake sure you ftdw the same process for everyone you are
screening. Donét follow a random process of onl
may have some secret life you think you should know about.

1 Screen the same sites for everyone and maithailist of sites you screérdetermine which sites you think arg

the most relevant to |l ook at (Linked In, Quor a,

candidate. In other wordsif you feel like Facebook is really a soceaivironment without much relevant job

informatonid ondét suddenly search it for the candi dat
1 Pre define the types of information you are screening for and the criteria used for sdrddnéig a KEY

point: You are looking ® r rel evant , wor k related i nformati on

someoneb6s partying habits, but you probably do

minorities or ethnic groups, a pattern of disparaging commentd gbevious employers, or misleading
information about their college degree.

Continued on next page . . .
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. . . continued fronprevious page

T I'f you dondt plan to screen everyone, be iclkee a
al | background checking, soci al media is not
categories, but belear (and document) why you screen some and not others.

1 Have a neutral party do the screening to avoid hiring manager seeing protected data (age, race, religi
conditions, etc.J The fundamental point hereiisf you are going to look at datm a social media siteyou
will see more than you need to. To avoid that fislse a third party that will filter out that data.

1 DO NOT friend an applicaritthis is fraught with all kinds of problems. Not only does it provide you acce
to informationyou do not need to know, it opens up all kinds of issues with privacy, harassment, etc.

1 View only publicly available informatioin most of what you need to know can be found in the public datz
No need to ask for an appleodnbésihaoncasest or wp
data.

1 If you use social media data to reject an applicant, point to clear, legitimate hiring requirements for red
not hire (e.g. poor judgmerit)your reason for not hiring someone should be sound.dnsaid. Social
media data is no exception.

T Gain appl i ¢iareallydssa gaodidea te follow the same notice and disclosure policies you W
with any pre employment screen. Let the applicant know you will be checking their social mediatfaotb
gain their consent.

Sources:

Thuber, J (2011, April 9). 9 Steps if Considering Social Media irEP1ployment Screenindattp://hrtoolbox.com
Retrieved August,4, 201 hitp://hr.toolbox.com/blogs/musirgn-preemploymentcreening/Sstepsif-considering
sociatmediain-pre-employmeniscreenine45441

SherwoodM (2011, March 21). Social Media in the Workplace:-Breployment Screeningvww.unlaw.com
Retrieved August 4, 2011,
http://www.uwlaw.com/articles/SOCIALMEDIAINTHEWORKPLACEPREEMPLOYMENTSCREEN.htm

Saper, D (2009, April 6). An Introduction to Legal Issues Surrounding Social Media.saperlaw.com Retrieved
August 4, 2011http://www.slideshare.net/DaliahSaper/legaplicationsof-sociatmedia

Chapter websitewww.alacincinnati.org
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EMERGINGT RENDS INCOSTRECOVERY
by Bill DeLong, Control Systems (GL), Inc.
#1 00 OAAI GAOU AT 1 OEI OAO O AOi 1 OA EI OI AAUBO 1 Ax FEEOI
print, fax and copy) there have been dramat ic changes in the way information is communicated and distributed within
the firm that can have a significant financial impact on the firm.

A decade ago the three major components of cost recovery were copies, faxes and phones. Unfortunately a
number of firms have maintained this legacy platform as their cost recovery business model today. If so they are finding
OEAO OEA OAOAT OAO &OI I AlIl PEAOh AAQAO AT A PETTA EAOA AEIE

Traditional walk -up copiers have been signifi cantly impacted by desktop printing capabilities. In the past a 20
page brief was placed on the glass and 50 copies/pages would be produced all of which would be tracked by the cost
recovery devices, now hard copies can be created by a simple click from a desktop workstation directing output through
OEA POEI OAO PT OO T & A -&%$8 4EA AEZAZZAOAT AAe 4EA DI OAT OEA
print tracking software.

Additionally, large attachments are sent to the law firm th  at is faced with the burden of providing and distributing
the contents to the interested parties within the firm. Once again, the burden and costs of creating hard copy output falls
upon the firm if there is not a chargeback system in place.

An enhanced capability of print recovery systems is their ability to store prints for authorized release at the MFD.
All too often the printer port of the MFD is filled with jobs that have never been retrieved. A secure print functionality
allows the end user to r elease all print documents by simply logging on to cost recovery device with a proper password.

The International Legal Technology Associates (ILTA) 2009 survey indicates that almost 60% of law firms today
have implemented print recovery and secure print  strategies.

Scan routing and workflow productivity are additional capabilities now available through the latest generation of
cost recovery terminals. As fax volume continues to erode, scans have continued to grow in law firms now representing
20% or greater of MFD activity.

The latest generation of cost recovery terminals can route scans to email and network folders but additionally
can directly route scans to the most popular document management systems like Interwoven, OpenText, Worldox, Client
Reports. Moreover, direct scan links to case management software such as Summation along with creation of searchable
0$&60 AOA Ail DPAOO I &£ Ai 0O OAAIT OAOU x1 OEA&I 1T x AT EAT AAT AT O

Is there a chargeback capability? Yes, according to the latest ILTA survey 25% of law firms are charging for scans
and that number is growing each year.

Long distance calls are still monitored and billed by firms thought the advent of flat rate billing (e.g. 3¢ a minute
for long distance remote calls) have impacted revenues of law firms. Firms still monitor calls to capture costs and for
OAAOOEOU POOPI OAO O1F 1T TTEOI O AipiTUAA OOGA j ATA AAOOAQ T &
Third party electronic charges such as Lexis/Westlaw, Pacer, FedEx, UPS, and similar providers all normally  pass
through cost recovery software to ensure that client codes have been added for proper chargeback to clients where
applicable. Browser based editor with direct links for each user transaction helps facilitate and expedite firm
reimbursement for those types of client expenses incurred by the firm.

Cost recovery continues to adapt to the different ways that law firms and their clients communicate information.
Each year the number of firms using automated cost recovery systems has increased for the pas t 25 years. The
expanding capabilities and technology improvements have enabled cost recovery providers to assist firms to improve
their productivity and profitability in this important area of expense management.

Chapter websitewww.alacincinnati.org




August, September, October 2011 Pagel17

Why Outsourcing support services may make sense in 2011
By Darryl Lanier, Documents Technologies (DTI)

Obviously we doné6t need to tell anyone about the
challenges that in turn faced many law firms around the country. Regardless of the level of economic ch
virtually all Office Managers, Facilities Managers, Administrators, Executive Directors, Chief Financial Officer
Chief Operating Officers were arate looking for creativevay s t o make t h e iore efficiens gne
profitable. For some this mearireezing salaries; for some it meant eliminating bonuses; for some it meant redu
in staff; and for some it meant reconsidering the outsourcing alternative.

From an n-5itel Manageme@ Services perspective, most Firms had already madeisiende outsource.
Statistics prove that more tha®% of the AmLaw 250-irms do so. While statistics are not readily available f
smaller Firms, information indicates that more than 50% of all Firms with more than 40 attorneys outsource
Regadless of whom these Firms all choose to hire as their service provider, a vast majority have in fact decide
is more efficient, more flexible, and more cost effective to hire a professional company to manage these ser
them.

The reasons toutsource are many. The ALA has done surveys; consultants have done surveys; and the p
themselves have done surveys to determine the Ato
some common themes are clearly indidate

1 Focus: Outsourcing allows law firms and their business professiot@lfocus on the practice of lavand
reduce/diminate the administrative effort required for these services. At the same time, Firms benefit
partnering with companies that focusidhese services as their core business.

Expertise: Outsourcing companies manage dozens if not hundreds of law firm office services areas. This
them to leverage expertise and experience likely unavailable internally.

Resources: Outsourcing shald not negatively reflect on your 4nouse team or management. The fact is th
outsourcing companies have inherent advantages. The best offer Operations Managers, Directors, HR 9
backup staffing, records consultants, best practices professiptethnology experts, and other resources thé
simply do not exist internally.

Services: Outsouréng companies typicallcan provide enhanced service opportunitigscluding litigation
scanning blow back printingCD creation/duplication, electron@ocument routing impression management, ang
more they do not focus on just basic mail/copy/fax/hospitality.

Technology: Outsourcing companies should be able to help the Firm obtain technology for far less than yg
internally, dramatically decrease the¢ O2 4Gk GAYS (2 &adzLIR2 NI X | YR Syaq
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Productivity: Outsourcingalmost always positive effect firm bottom line byncreasingsecretarial productivity
and impoving support staff ratias In addition, outsourcing companies typically provide more service with
total people.

Continued on next page . . .
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. continued from previous page

1 Einancial impact: In addition to redwing hard dollar costs to provide these services and impacting secretarial
other productivity, the best of them also help Firmsrease billable revenues order to impact the top line billing
as well. They do this by increasing the percentagesllable revenue; implementing programs to charge back fi
prints and scans, as well as by bringingsité work (pass through cost) back-site as a billable revenue stream.

Added value: The best of the outsourcing companies also bringsa#f expertse and resources in terms o
litigation services. This is particularly helpful with smaller firms trying to compete in the litigation arena. This
includes eDiscovery consulting/processing, access to hardware/software resources, litigation sugiport) tfor
paralegals, and much more.

1 People: Outsourcing companies can provide a well trained and highly motivated people that will eliminat
efforts associated with these personné&lurther, the best can offer new and improved opportunities to thesr
achievers on your cgite team.

Thereis a common misconceptioabout outsourcing that you have to get rid of all your current support ser
employees, many of which may have served you faithfully for y&is.is simply not true Most outsouring providers

wi || bring your current fAqualityd empl oy erairsing and upward
mobility.

There are other misconceptions about Al oss o fthose arens
as part of this article, but suffice to say that these professional companies have obviously addressed these perce
concerns if thousands of law firm offices have chosen to outsource. Finally, there is a misconception that out
may only benefit larger firms. This is also simply not true. A vast majority of outsourced law firms are for offices

between 25 and 100 attorneys. While larger firms certainly outsource; the reality is that the impact on smaller
nearlyas significant.

We should close by sayingthatd sour ci ng i s n 6;tyoumndedth makd your onwam edeicated decisip
However, DTl and some other business partners offer-eosip lowprofile analysis that will allow you to make al
eduated decision. Many, many firms have obviously chosen to go this direction; and in 2011, more firms than in
memory made this outsourcing decision for the first time. Based on the fact that there is no downside to consid
outsourcing optio, 2011may be a god year for you to take a look.
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Malke the Connection!

with ALA Management Connections™ e e

ALA Management Connections™ is an online job bank that connects
employers with prospective candidates for legal administrator,
paralegal, secretary and other non-lawyer positions.

The job bank offers two convenient

ways to connect:

Employers

e Advertise position openings*

» Search online résumeés to find qualified candkiates

Job Seekers (legal administrators and support staff)

e Access frequently updated job advertisements 24/7

* Post your resume and cover letter (FREE for ALA members)*

*Eing box ads and rasumes avallabie 3t 3 nominal fee

YOUR TASKS YOUR WORKLOAD YOUR PROFESSIONALS YOUR VOICE TO TEXT

USE YOUR VOICE TO GET MORE DONE...

Over 1,300 firms with more than 130,000 users worldwide
are using their voice to ‘Get More Done’ with BigHand's voice
productivity and digital dictation solution. BigHand takes
digital dictation to a whole new level, helping transform the
way firms work, delivering a quick return on investment and
revolutionizing attorney mobile productivity.

quHGnd LS

Request an ROI Consultation
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