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Description: Day-to-day operations of a law practice can be exhausting. That doesn’t mean you can’t innovate and leverage tech effectively to make your life easier. Especially in this remote-work environment, this talk will discuss how to effectively implement technology to create a more efficient work environment. 
 
I. This walk will cover the Basics to Innovating  At the end of this presentation, you will have a better understanding of what are the best Business Practices for law firms to modernize, how to use technology within your firm/practice, and how to do so during this uncertain time of remote working.
II. Introduction 
a. Why do we need to learn Basics to Innovating?
i. In 2020, there are so many options for law firms to leverage technology to deliver legal services to their clients. 
ii. Because there are so many options, firms get analysis paralysis on choosing the right tools for their practice.
iii. That, and once tech is selected, it often doesn’t get implemented effectively. Training is lacking, and adoption is minimal. 
iv. This results in firms using 10% of the tech that they have. They use the minimal amount of features so the firm functions (i.e., sending invoices to get paid but ignoring key features that would help them find better clients and make more money.)
III. Practical Tips on how to maximize tech and improve your firm in the process and innovate at the same time:
a. Tip #1: It starts BEFORE you purchase the technology.
i. Do not buy tech just to have it.
1. Ask, “What problems are you trying to solve?”
2. Ask, “What are opportunities and/or pain points? 
ii. Look for opportunities you already have within the firm NOW.
1. Try to simplify what you already use. 
2. You likely have the tech you need to run an efficient firm already…look into what you have before you buy and look for opportunities for tech you have to talk to each other and automate.
a. Most firms only utilize a small piece of what they have
b. For emails, calendars, chat functions - Most firms use Microsoft 365 or G-suite 
i. There are many tools within these programs which can use to maximize. 
c. For case management, ask these questions of the technology you have:
i. “Are we leveraging lead tracking capabilities?”
ii. “Are we leveraging document automation?”
iii. “Are we leveraging custom fields?”
iv. “Are we leveraging integration?”
1. Watch for natural integrations built into a product.
2. Warning: Many only save seconds and may not be worth using
iii. Tip #2: Build out Processes and Procedures before you buy Technology
1. How do you do this?
a. Document how you want people to go about their work.
i. Example: When a phone call/email from a client comes in, what is the next step towards consultation and hiring?
ii. Pandemic has created the time to do this NOW
1. Work may be slow, leverage this time to document your process and procedures.
b. Tools for Documentation of Process and Procedures
i. Tetra
ii. Trello
iii. Even google doc or word doc
2. Why is this important?
a. Uniformity in use goes a long way
b. You won’t know whether you actually need new technologies until you see how your current technology, used to its FULL POTENTIAL, is not serving your process and procedure
c. So, Document, Document, Document those processes and procedures.
iv. Tip #3: To implement, INVOLVE YOUR TEAM
1. Firms often hesitate to implement new technology or change the way they use technology because the Firm perceives personnel (paralegal, less tech-savvy attorneys) as being not ready.
2. INVOLVE YOUR TEAM
a. Leverage Personnel
i. Ask what barriers they are facing, let them express how they feel about processes/procedures
ii. Why?
1. Invests personnel in content
2. Engages them
3. Creates ownership in process
a. Example: Establish working committees to roll out technology
b. Effect of Pandemic
i. Take advantage RIGHT NOW
1. Your personnel are more flexible now. They have just adapted to change. They are in the right mindset to accept new technology.
ii. Take this time to organize/evaluate your processes and procedures…see Tip #2
3. Plan Ahead
a. Ensure adequate time to set-up
b. Training, training, training
c. Leverage resources from tech company, internal champoons, and outside consulting, if necessary
v. Tip #4: Use an Agile Method to roll out Software
1. Two methods to roll out software:
a. Waterfall Method
i. Definition: You do not roll out a new technology until everything is ready to go 
b. Agile Method – Recommended 
i. Definition: You get the core set-up and roll out updates as they come
vi. Tip #5: Build out integrations and automations. 
1. Don’t jump into automation too early…Use Tech MANUALLY first
a. Once you have manually used tech successfully, look for solutions to automate your practice to reduce duplicative efforts and increase efficiencies.
b. What is the best workflow you had. 
2. Example – Optimizing Intake
a. Lots of opportunity for automation…but you have to get your processes down first. See Tip #2.
IV. What are some innovative ways to use tech?
a. Leverage tech to optimize your intake process. 
i. Intake sounds boring…BUT it is the KEY to the firm making money
ii. You can be basic by using spreadsheets to track leads/sales…or you can use AI drive products to “Wow” your potential clients
iii. [bookmark: _GoBack]Legal tech world is exploring, but you may be better off using industry agnostic tools to maximize client service and your internal processes. 
