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Have you heard about  

ALAôs IDEA Awards? 
 

The IDEA Awards program is designed to recognize unique programs,  

services and events that improve the legal community and advance the  

business of law.  There are no predetermined categories, and  

participants are encouraged to think outside the box.  The award is open 

to: 

 

ALA chapters 

ALA committees 

ALA regions 

ALA members 

Law firms 

Business partners 

 

How Does ALA Define Innovation? 

 

A new practice (or a new approach to a traditional practice) that delivers 

great value and transformational impact through an innovative approach.  

 

The initiatives can be complex and involved (requiring large amounts of 

resources and commitment by dozens of individuals) OR simple and 

easily implemented (with little or no cost or other resources). The main 

focus is on the IDEA involved. 

 

Click here for short video descriptions of last yearôs recipients. 

 

Submission Criteria and Eligibility Guidelines 

 

Submissions will be accepted through November 28, 2016, and will be  

reviewed by the IDEA Awards Committee. An entry form can be found 

here. Entries will be evaluated based on: 

 

Innovation, creativity and originality 

Results/success of the project 

Significance and long-term impact 

 

We encourage you to consider submitting an IDEA to this program!  

Visit the ALA website here for more details.   
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Legal Management  

 

     The Digital Office Matter File:  Holy Grail or Business Mandate? 

Digital Office, continued on page 4 

Clients want their law firms to use technology to improve efficiency, and they want the security and  

governance of their information to meet todayôs business and cyber challenges. Attorneys want to manage a 

matter in a way that provides productivity and integrity. 

 

A fully digital official matter file, controlled by the document management system (DMS), is crucial to meet 

these client and attorney objectives. But paper records are the boat anchor that keep this ship from sailing.  

 

In a 2015 survey of 197 firms, almost all of the firms said they want their DMS to maintain their official  

matter file, but 84 percent say they still rely on paper records to maintain an official matter file.  

 

While this reliance on paper records to maintain an official matter file is common, it is becoming an  

unsustainable habit. Firms need to establish a digital official matter file in their DMS, and to know that all the 

matter file contents are there, accessible and properly secured. To do this firms must remove dependency on 

those disconnected, inefficient and risky paper records. 

 

A fully digital official matter file, controlled by the document management system, is crucial  

to meet these client and attorney objectives.  

 

MAKING THE SWITCH TO PAPERLESS 

 

A December 2015 Legaltech News article proclaimed ñgoing paperlessò as the No. 1 trend to track for 2016. 

But going paperless seems farfetched for the 84 percent of firms who still use paper to some extent to manage 

a clientôs matter file. And in a legal industry where more than half of all attorneys still like to keep a paper 

file, a practical approach is required to achieve a complete digital file.  

 

The key components of this practical approach are: 

 

1. Set a goal and build a plan for a DMS-based, fully digital matter file for the firm. Declare that this is the  

official record. This is an ROI-based, multiyear project impacting workflows and culture, so it needs 

steadfast advocacy and support from the firmôs leadership. 

2. Implement a formal records retention and destruction policy, including a paper-to-digital policy.  

Importantly, because the majority of all filed and stored paper in a firm has been printed from a digitally 

stored version, the firm must control printouts and copies so that documents arenôt repeatedly filed. 

3. Establish a best practice platform to scan and capture incoming paper. Make a transition plan for the  

paper files in currently active matters. Tightly integrate scanning with the DMS, and enable productive,  

flexible workflows to get this job done. Build in automated quality controls and capture verification to       
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Digital Office, continued from page 3 

4. Devise workflows for that attorneys who prefer to work with paper can continue to use a paper file as a    

convenience, while ensuring all such paper documents are also filed digitally in the DMS.  

 

One firm that has successfully made the transition to a fully digital matter file is Lindquist & Vennum, a  

185-attorney firm based in Minneapolis. The firmôs Chief Operating Officer (COO), Suzette Allaire, ran a 

multiyear project to address records policy, storage, destruction and an integrated scanning operation to  

establish a fully digital matter file.  

 

ñWe found that while the attorneys do care about having paper files, what was ultimately most important was 

the file integrity ð the format itself, whether digital or paper, was of much less significance,ò says Allaire. 

ñThis was great news, because we had determined the filesô integrity would be increased with a digital  

migration. Paper dilutes integrity through duplication, poor access and other security and compliance risks ð 

not to mention sloppy file-keeping.ò  

 

Today the firm operates with an electronic Redweld managed by their DMS.  

 

Another firm engaged in the establishment of a fully digital matter file is Los Angeles-based Anderson 

McPharlin & Conners LLP. Lynette Harris, the firmôs Office Administrator, led the effort, culminating in a 

comprehensive project document that served as a how-to manual. As of last June, Anderson McPharlin is a 

ñpaper-lessò law firm, and the digital file is the firmôs official matter record. Attorneys are allowed to print 

convenience copies, but those files are identified as such and destroyed at the end of the matter in accordance 

with the firmôs destruction guidelines.  

 

ñOverall, going paper-less has been a huge benefit to our firm, over and above the cost savings,ò says Harris.  

A fully digital matter file managed by the DMS provides an official file consistent with the standards of  

efficiency, security and governance necessary for competitive law firms. Paper-less may be a holy grail, but a 

digital official matter file is a business mandate for firms committed to meeting the demands of a modern  

legal practice.  

ABOUT THE AUTHOR 

Steve Irons is the President of DocSolid, a market-leading provider of  

Paper2Digital solutions for the legal market. He has founded three document  

imaging ventures, holds nine patents and is a Magna Cum Laude graduate of 

Northern Arizona University.  

 

Reprinted with permission from Legal Management magazine, Volume 35, Issue 2, published by 

the Association of Legal Administrators, www.legalmanagement.org 
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Administrator Spotlight  

         Erin Petruk  of Walsworth  - WFBM,  LLP  

 

 

MAIN RESPONSIBILITIES AT FIRM:  As the Office Manager, I am in charge of all non-attorney staff. I 

am the keeper of timesheets, approver of vacation requests, and constant checker of the pulse of the office. I 

hire, fire, review, discipline, and  reward. I maintain the I-9s and the personnel files. I handle disability and 

unemployment claims and ensure all paperwork is in order for leaves of absence. I'm the liaison with the 

building management and the point of contact for our vendors. I am the go-to for solving employee problems, 

whether they are personal or work-related. I maintain the employee handbook and memos. I plan and execute 

Staff Appreciation Week, the firm holiday party, and all other firm events throughout the year. I wear many 

hats, but it makes the job interesting! No two days are the same.   

 

NUMBER OF YEARS AS LEGAL ADMINISTRATOR: Almost 3 months! 

 

LEGAL EXPERIENCE (PRIOR AND CURRENT):  Same as above, almost 3 months now. My prior job 

was the Payroll and Benefits Administrator for our firm, so it's nice to have that knowledge as well.  

 

WHAT DO YOU LIKE BEST ABOUT BEING A LEGAL ADMINISTRATOR?  The recruiting of  

employees. I love reading resumes and cover letters and interviewing applicants. There are so many kinds of 

people in the world and it's fun to find another piece to your ever-changing puzzle. 

 

WHAT DO YOU LIKE LEAST ABOUT BEING A LEGAL ADMINISTRATOR?  As a manager, I am 

more privy to all of the bad news happening in the office, whether it's an illness, car accident, death in the 

family, etc. Bad news is difficult to hear, and I didn't realize how much goes on until I became the one people 

come to with their news. 

 

WHAT IS THE HARDEST SITUATION YOU HAVE HAD TO DEAL WITH?  The transition from an 

employee to a manager has had its challenges since there's so much to learn and so many details to keep track 

of. I am still working on learning all of the ever-changing laws.  

 

WHAT IS THE STRANGEST OR FUNNIEST THING YOU HAVE HAD TO DO AS AN  

ADMINISTRATOR:  Recently, a secretary called me over to look at the empty cubicle next to her. She told 

me that no one has ever sat at that desk, but that things are starting to accumulateéfirst, it was a Wizard of Oz 

mug, then some salt and pepper shakers, then a phone charger. Then it got really weird and partially used rolls 

of toilet paper started amassing (6 of them, to be exact). What topped it all off was the addition of a rubber rat. 

I had to get the building management involved and have IT install a security camera there, but I'm still trying 

to uncover this mystery. It's nice to get out of the legal and paperwork aspects of the position sometimes to 

play detective! 

Administrator Spotlight, continued on page  7 
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GREATEST CHALLENGE AS AN ADMINISTRATOR:  Making everyone happy all of the time.  

Staffing issues, new hires and terminations, and difficult employees make it tough to please everyone, so it's 

all about compromise and finding a happy medium.  

 

HOW DID YOU GET INTO THE LEGAL FIELD?  When I was hired by my firm three years ago to be 

the Payroll and Benefits Administrator, I wasn't initially looking to get into the legal field. I went to school for 

HR, so I had the background, but I didn't get a chance to really start learning about law until I became the   

Office Manager.  

 

DETAILS ABOUT YOUR FAMILY:   I am engaged to a wonderful man and am very lucky to be marrying 

him in May 2017.  Most of my family is out here in Southern California and we are really looking forward to 

seeing everyone soon for the holidays.  

 

PERSON YOU MOST ADMIRE AND WHY:  I have always admired my grandmother. She has had so 

many hardships in her lifeðshe lost her brother when she was a teenager, she has been a widow for over 30 

years, she has had to deal with a lot of drama with her 4 children and 10 grandchildrenðand she never once 

has let anything get her down. She is a lover of life and great role model and I am very lucky to still have her 

around. 

 

FAVORITE PAST TIME OUTSIDE OF THE OFFICE:  My fianc® and I travel as often as we can. In the 

two years we've been together, we've traveled all over CA and to Oregon, Colorado, Hawaii, and Nevada. I 

pride myself on finding obscure places, and we most recently went to Palm Springs for a night and then  

explored East Jesus, Slab City, and Salvation Mountain beyond the Salton Sea. Very unique and interesting 

places. 

 

HOBBIES:  I love going to concerts (I saw Mumford and Sons for the 5th time a couple of weeks ago), I love 

trying new recipes with my fianc® (who is always my sous-chef), and we try to catch a movie every chance 

we get.  I also love to throw a good party and am currently planning a Halloween bash and my grandmother's 

surprise 80th birthday celebration, along with my wedding, of course.   

Administrator Spotlight, continued from page 6 
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