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EXPERIENCED. CREATIVE. CONNECTED.

Barron K. Henley, Esq., Partner
Affinity Consulting Group

bhenley@affinityconsulting.com

SMART BUSINESS STRATEGIES FOR THE LEGAL WORLD.

Business Continuity for Law Offices 

in the Face of Coronavirus

Any event that makes the continuation of normal functions 

impossible

Severity of the disaster is 

a function of:

How long it remains impossible 

for the business to function 

normally 

The severity of the impairment

What Constitutes A Business Disaster?
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The ability to avoid an outage or provide a controlled and well 

understood ability to recover systems to normal operations

Disaster Avoidance

According to the Institute for Business and Home Safety, an 

estimated 25% of businesses do not reopen following a major 

disaster.

According to FEMA, 40% of businesses do not reopen following a 

disaster and another 25% fail within one year.

The foregoing are based upon natural disasters (fire, flood, hurricane, 

tornado, etc.) – but is this any different?

Harsh Reality
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CAUSES
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Natural Disasters

Power Failure
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Fire

Internet Failure At The Office
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Any of the foregoing events may necessitate 

that you be able to work remotely

The ability to communicate, draft documents, work on your practice, 

and access all case information from anywhere

Therefore, You Need…
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PRACTICE FROM ANYWHERE

Is it possible for you to work with maximum efficiency when you’re 

not at the office?

Untethered Practice
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Is it possible to have lawyers or staff persons work for your firm who 

aren't physically present?

Untethered Practice
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Technological advances have created the ability to run a full-service law firm 

without a physical office. 

The potential of a business

disaster makes it a required

capability.

Used to be a want,

now it’s a need.

Trend Toward Untethered Practice
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You lessen the severity of being displaced and you reduce the 

amount of time before you can work normally again

Benefits of Untethered

Lower Overhead:  Cost of physical space is often 2nd biggest 

expense.  

Benefits of Untethered
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Better Life/Work Balance:  Easier to deal with personal and family 

needs; people are more comfortable and more relaxed.  

Benefits of Untethered
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Solitude When Needed:  When one is under pressure and needs 

uninterrupted time to get something done, the office is often the last 

place they want to be

Benefits of Untethered
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Get The Best Employees:  They don’t necessarily live close to your 

office

Benefits of Untethered
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Stay At Home Parents:  Can make fantastic part time employees

Benefits of Untethered
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Benefits of Untethered
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REMOTE WORKING CHECKLIST
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Electronic filing system and remote access to the files – not reliant upon 
paper files

Mobile hardware

Other required hardware to work remotely

Mobile communications

Billing & accounting with remote access

Centralized, sharable client database - case management system

Get documents signed remotely

Security and protecting client data when working remotely

Home workspace

Remote Work Checklist

WHAT WILL THE NEW NORMAL LOOK LIKE?
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Practice portability won’t be a luxury, it will be a requirement

Internet reliance will grow – so it makes sense to have a backup

Law offices will have a more geographically diverse workforce

Web meetings instead of in-person meetings

Lawyers less familiar with technology will be required to learn it x

https://www.michbar.org/pmrc/technology-competency

What are you going to do differently?  Please email me at 

bhenley@affinityconsulting.com with your thoughts

A Couple of Predictions

28
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https://www.michbar.org/pmrc/technology-competency
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ELECTRONIC FILING SYSTEM

Why Are We Still Talking About This??

30
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Because it’s still a problem

Eliminate all paper?  

Probably not

Reduce paper?  

Absolutely

What’s Realistic?
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Scanners Alone Don’t Solve Problem

34

What You Hoped For Reality

It’s All About The Process
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It’s fine to maintain some paper files

But your electronic files have to be complete

Solution

37
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1. Plain folders + 

search utility

2. Document management 

system (DMS)

Two Basic Methods You Can Use

38

1. Backup systems & security (everyone has confidence in)

2. Hardware
A. Desktop Scanners

B. Dual monitors that rotate

C. Tablets/ultrabooks/laptops

3. Searchable PDFs

4. Search Program or Document Management System (“DMS”)

5. If No DMS
A. One folder per matter

B. Consistent file naming convention

6. Digitize all incoming documents

7. Email must be stored outside your email program

8. Collaborative Technology

9. Write It Down & Provide Training

Paper Reduction Roadmap
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STEP 1:

Bullet-Proof Backup & Security

Redundancy critical

Backup rules

No excuses

Unattended is best

Backup everything

Check the backup log

Off-site storage

No incremental backups

Run test restores

Have secondary method.

Backup & Security
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Backup & Security
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STEP 2: The Hardware
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What We Normally See

Centralized Scanning

Decentralized Printing

Centralized Printing

What We Recommend

Decentralized Scanning
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One copier v. many desktop scanners

You may need a copier, but…

All success stories used distributed scanning

Scanners

46

versus

$420

$8,100

Key features for desktop scanners

We prefer sheet fed v flat bed

Document feeder

Quiet

USB connection

Black & white or color, legal or letter & fast

Scanners
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You don’t need a copier if you have 

printers and scanners

You can save a lot of money if you 

ditch the copier

Situation:

3 copiers and maintenance on 20 personal printers - $39,024.36/year

Copiers never work, everyone hates them, they jam and eat documents

No desktop scanners – if you want to scan, you have to use the copiers 

everyone hates

Solution:

Eliminate 18 personal printers & 2 copiers (keep 1)

Buy 2 HP LaserJet M608X printers (65 ppm) + stapler/stacker/collator + 

2,100 sheet paper drawer

Buy 8 ScanSnap iX1500 scanners (30/60 ppm) & 1 fi-7300NX scanner 

(60/120 ppm)

Example from Client
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49



4/13/2020

25

3 year cost to keep 3 copiers & 20 personal printers $117,073

3 year cost for 9 scanners, 2 new printers, 1 copier $44,662

Cost savings over 3 years $72,411

* They’ll also save approximately $1,683/year on toner

Example from Client

Xerox Duplex Combo Flatbed Scanner
(25/50 ppm – $224)

Fujitsu fi-7280 (80/160 ppm – $1,835)

Recommended Flatbed Scanners
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Fujitsu ScanSnap iX1500 
(30/60 ppm –$420) 

Brother ImageCenter ADS-2800W 
(40/80 ppm – $400)

Canon DR-C225W II (25/50 ppm – $412)

Recommended Sheetfed Scanners

52

Fujitsu fi-7160 (60/120 ppm – $831)

Fujitsu fi-7180 (80/160 ppm – $1,469)

Fujitsu fi-7300NX (network scanner 

60/120 ppm – $1,070)

Recommended Sheetfed Scanners
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Fujitsu ScanSnap S1300i
(8/16 ppm - $248)

Fujitsu ScanSnap iX100
(really slow - $190)

Recommended Portable Scanners
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Easily read documents on screen

Buy Monitors That Rotate
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Do a web search for VESA monitor stand

If Current Monitors Don’t Rotate, Get a VESA Stand

$1,000 + for a single 49” monitor x

$280 - $300 for dual 27” monitors x

Dual Monitors Highly Recommended

57

56

57

https://www.amazon.com/Samsung-49-Inch-Curved-Monitor-LC49HG90DMNXZA/dp/B072C7TNC5/ref=sr_1_3?keywords=ultrawide+monitor+49&qid=1585140470&s=electronics&sr=1-3
https://www.amazon.com/Sceptre-Monitor-Speakers-Edge-Less-C275W-1920RN/dp/B07MTRQ6B3/ref=sr_1_4?crid=1P7CA3N5VE6R6&keywords=sceptre+27+curved+75hz+led+monitor&qid=1572310202&s=electronics&sprefix=SCEPTRE+27+CURVE%2Celectronics%2C134&sr=1-4
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You definitely need a laptop or tablet as your primary computer

More on this later

Mobile Computer or Tablet

STEP 3:

Searchable 

PDFs
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Digital documents must be PDFs

Portable Document Format is a file format that captures all 

elements of a printed document as an electronic image that you 

can view, navigate, print, or forward to someone else.

Scanning Software

Image only PDFs x

Just an image of original

Cannot be searched for words contained inside

Default type of PDF from scanners

Searchable PDFs (what you want) x

Layer of searchable text behind image

Searchable

Indispensable.

Types of PDFs

60
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../Adobe Acrobat - A Lawyer's Guide/Sample Documents/Non Searchable PDF.pdf
../Adobe Acrobat - A Lawyer's Guide/Sample Documents/Operating Agreement.pdf
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DocsCorp contentCrawler

Trumpet Symphony OCR

If You Have Thousands of PDFs To OCR

Dots Per Inch (DPI) 

Resolution

 = Higher Quality

 = Large Files

Color Mode

Black & white

Grayscale

Color

Scanner Settings
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Sample 3 Page Scanned PDF x

Dots Per Inch

65

STEP 4:

Search Program

or

Document Management System

64
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../Scanning/Scan Samples/B&W 400 dpi.pdf
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Copernic Desktop Search Professional - $56/yr x

X1 Search - $67/yr

dtSearch - $199

Windows Vista/7/8/10 Instant Search

Filehand

Windows Search Software

66

Spotlight Search (Mac OSX)

EasyFind:  Free

HoudahSpot:  $30

Mac Search Software

67
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http://www.copernic.com/en/store/desktop-search/
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DMS Features

Document 
Management 

System

Handles all 
document 

types
Full text 

searching

Forced user 
compliance

Email 
integration

Security
Check 

in/check 
out

Version 
tracking & 
audit trail

Integration 
with word 
processor

Auto 
archive

Remote 
access

Worldox GX

iManage WorkSite 

NetDocuments

OpenText

LaserFiche

Players
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STEP 5:

If No DMS

70

Consolidate folder structure

Use consistent file naming convention

No DMS

70
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Not Recommended:

wjcpc01.dep

Joesmithltr.docx

Recommended:

2004-10-30 - Jake Robbins Perjury Case Deposition 01.docx

2010-06-07 - Deed for 10011 184 St NW.docx 

File Naming Conventions

2010-06-07 - Deed for 10011 184 St NW.docx 

File Naming Conventions

Date sent 

or date 

received

Document 

Type
Description

Suffix 

controlled 

by 

program

72
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STEP 6:

Digitize Everything

Must hold:

Documents created internally

Documents received

Email

Email attachments

Faxes

Notes

Electronic Filing System
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Make your active file digital 

(don’t wait until it’s over to scan)

Consider Internet fax service

www.ringcentral.com

www.myfax.com

www.efax.com

www.greenfax.com

www.onebox.com

www.faxzero.com

Don’t scan everything

Distribute mail and let users scan

Digitize Mail & Faxes

77
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STEP 7:

Email Stored Outside Email 

Program

STOP PRINTING email

Save as MSG or PDF files – or store them in a document 

management system

Store Email Outside of Email App

79
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If you use

Then you need one of these

Adobe Acrobat

Nuance Power PDF Advanced

Foxit PhantomPDF Business

Nitro Pro

81

STEP 8:

Collaborative Tools
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File Sharing Tools

For example Clio Connect

Many Case Management Systems Have Portals

82

83



4/13/2020

42

84

STEP 9:

Write it Down & 

Get Trained

Include all staff – even those who don’t think they’ll scan (they’ll 

change their minds)

Most important step

Breaks down resistance

Training

85
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Write down how you do it

Should be part of your employee manual

Develop Protocols

86

Now that you have an electronic filing system,

86
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1 page of a PDF document = roughly 30 kilobytes

1 gigabyte = 1,073,741,824 bytes or 35,791 pages of text

1 bankers box holds about 2,500 pages

1 gigabyte can store 14.3 banker's boxes of documents (so let's round down 

to 14)

3 TB USB external hard drive = $90

Therefore, a single drive could hold 42,000 bankers boxes of documents at 

a cost of $0.0021 per box.

Incredibly Inexpensive Storage

88

Remote access

Electronic files always in the same place

Lower operating costs

Electronic files are easily searchable

Easy to share & collaborate

Easily transportable

Instant data access

Easy updating

No storage costs.

Problems Solved

89
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ACCESSING FILES REMOTELY

Sync files to laptop

Cloud sharing or access                                                                    x

Connect to office server or PC

3 Basic Approaches

90

91

https://www.amazon.com/EX4100-Expert-Network-Attached-Storage/dp/B00TB8XNEC/ref=sr_1_9?keywords=western+digital+my+cloud+nas&qid=1585145204&sr=8-9
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HARDWARE CONSIDERATIONS

PC you can take with you

Home PC used to remotely 

access office systems
(these must be secure from family members)

Two Basic Options

92
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Resume from hibernation < 3 seconds

Battery life > 6 hours of video

USB 3.0, USB-C or Thunderbolt ports

< 0.83” thick

< 3 lbs.

Powerful

Touch

Antivirus

Anti-theft

Hardware security

You Want An Ultrabook Configuration

94

For example:

Dell XPS 13 in Frost White

Hybrid tablet/laptop

2 in 1 Convertible

94
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Tablet

Laptop + Dock + Monitors + Keyboard/Mouse

96
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If everyone in your office has a desktop, they may not be able to 

work at home

This is not very portable!

Might be time to consider laptops

for everyone

You Can’t Assume Everyone Has A Home PC

13.3”, 14” or 15.6” touch screen – smaller = lighter laptop

16 GB of RAM (32 OK, 8 not OK)

500 GB or 1,000 GB (1 TB) solid state hard drive

Backlit keyboard

Biometric/fingerprint reader built in

Windows 10 Pro (not Home) or Mac OSX

3 year, next business day, on-site warranty + accidental damage 

protection

Intel i5 or i7 processor – 8th, 9th, or 10th gen

Laptop Configuration Recommendation

98

99



4/13/2020

50

i3 – i5 – i7 – i9:  speed/power increments

Generation:  current is 10th – how to tell

Intel Core i7-10710U – 10th gen

Intel Core i7-9750H – 9th gen

Power Consumption: 

Intel Core i7-9750H – High performance graphics, uses more juice

Intel Core i7-10710U – Ultra low power consumption (most are here)

Intel Core i7-10310Y – Extremely low power consumption (uncommon)

For a full explanation, see https://intel.ly/2JgoHoQ

Deciphering Intel Processors

External keyboard/mouse combo MK550 or MK710

Keyboard/Mouse Combo for Dock

101
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Logitech MX Master - $60

Logitech Anywhere Mouse MX - $35

Best Travel Mice

102

Got one of these in 

your office?

On Premises File Servers

Question whether you not it

They’re very expensive to maintain

Remote access is typically poor

102
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The benefits of a server:

Can you get all of those things 

without a server?

Yes

So don’t get scared into buying one 

by an IT company – get a second 

opinion

It’s 2020 – Do You Still Need A Server?

Centralized file storage

Centralized database storage

Reliability

Security

Remote access

Centralized backup

High performance

Unless you’re doing pretty basic stuff, 

an iPad probably won’t cut it

However, the tradeoff between a 2-in-1 

PC and a tablet is negligible

104
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HP OfficeJet 200

HP OfficeJet 250 All-in-One (print, copy, scan)

Canon Pixma iP110v

Portable Printers

106

Fujitsu ScanSnap S1300i

Fujitsu ScanSnap iX100

Portable Scanners

106
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Multifunction versus separate scanner & printer

v.

Less money versus longer life & better performance

DYMO Label Printer & Digital Scale - $218

DYMO 450 Twin Turbo (no scale) - $135

Portable Postage & Label Printer

108
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Smaller & lighter = no drive

External USB DVD player/recorder external drive = $30

Portable Optical Drive/DVD

110

MOBILE COMMUNICATIONS

110

111



4/13/2020

56

Cell phones aren’t the best option

Hosted Voice Over Internet Protocol (VoIP) is a GREAT option

(office)                            (mobile)

Plantronics                     Plantronics

Laptop            +         Savi Office W730      +     Voyager-5200

GoToMeeting

WebEx MeetMeNow

Adobe Connect

Microsoft Teams

Join.Me

Zoom

https://www.affinityconsulting.com/comparewebmeetings/

You Must Have A Web Meeting Service

113
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Better Webcams (super high demand right now so prices are high)

Logitech C920 HD – list price $80

Logitech C930e – list price $130

Logitech Brio Ultra Pro – list price $199

Complete portable video 

conferencing system –

Logitech Group Video 

Conference bundle –

list $1,300

Better Webcams & Portable Video Conferencing

Instant Messaging Can Be Very Important

114
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To find options, web search the phrase virtual receptionist

Professional Answering Service

www.simpleinout.com

www.virtualinout.com

Virtual In/Out Boards

116
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GETTING DOCUMENTS SIGNED

Electronic and Remote Notarization

118
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Download the order here:  https://tinyurl.com/vbglkah

Encourages electronic signatures & relaxes compliance with:

Uniform Electronic Transactions Act (“UETA”)

Uniform Real Property Electronic Recording Act (“URPERA”)

Michigan Law on Notarial Acts, 2003 PA 238

Explains process for any MI notary to render service using “two-

way real-time audiovisual technology.”

MI Executive Order No 2020-41

DocuSign:  www.docusign.com

RightSignature:  (our favorite) www.rightsignature.com x

Digital Signatures

121

120

121

../Cloud Computing/Electronic Signature Examples
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eSign:  www.adobe.com/esign

OneSpan:  www.esignlive.com

Hellosign:  www.hellosign.com

Digital Signatures

122

SECURITY & PROTECTING CLIENT DATA

122
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[COMMENT added 1/1/2020]

When transmitting a communication that contains 

confidential and/or privileged information relating to 

the representation of a client, the lawyer should take 

reasonable measures and act competently so that 

the confidential and/or privileged client information 

will not be revealed to unintended third parties.

Michigan Rule 1.6 Confidentiality of Information

Laptop, tablet & phone encryption

Windows 10 Pro – Bitlocker

Mac – FileVault

Email encryption – for example rmail.com

Home router encryption – WPA2 or WPA3 (not ok to use WEP) & 

change your default admin password

VPN service – for example NordVPN

Your Security Portfolio

124
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Part of your estate plan – makes it sharable

Way too many passwords and logons to keep track of

They generate strong passwords

You’re using the same password for many logons

Holds credit cards

Holds any kind of personal info

You Need A Password Manager

Dashlane

LastPass 

Sticky Password

LogMeOnce

1Password

TrueKey

RoboForm

Keeper Desktop

Options

126
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Kingston DataTraveler 4000

Aegis Secure Key

CMS Secure Vault FIPS

Encrypted Flash Drives

128

Lenovo ThinkPad USB 3.0 Secure Hard Drive

Aegis Padlock

iStorage 3 TB encrypted hard drive

Encrypted External Drives

129

128
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Requires 2 authentication factors to verify identity

Knowledge factors – something you know

Possession factors – ID card, security token or smartphone

Inherence factors - biometrics

Enable Two Factor Authentication (2FA)

Internet use

Social media

Document retention 

Secure password – 12 characters, mixed case, at least 1 number & 
1 symbol

Disaster recovery plan

Mobile security

Required Policies

130
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Make sure antivirus up to date

Operating system updates have been installed

Other family members should not have access

Make sure WiFi is secure

If Using Home Devices

Carbonite

iBackup

CrashPlan

SOS Online Backup

iDrive

BackBlaze

Mobile Backup For Your Laptop

132
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Carbonite Personal Plus 
$72/PC/yr – unlimited storage

WD 3TB My Book Desktop External Hard Drive - $89

Acronis True Image 2020 - $35

Backup on a Budget

134

3M Computer Privacy Screens

Security & Accessories

135
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CLOUD SYSTEMS

If You’ve Resisted, It’s Time To Embrace The Cloud

137

136
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Software as a Service (SaaS)

Infrastructure as a Service (IaaS)

aka “hosted servers”

If You’ve Resisted, It’s Time To Embrace The Cloud

138

Email

Dropbox/Box/OneDrive/Google Drive

ShareFile

QuickBooks Online or Xero

Web-based case management

Web-based accounting

Office 365 or G Suite

Carbonite or Mozy online backup

Hosted servers

Electronic case filing

Cloud Examples

138
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And the point is:

You can’t avoid

Consider Cloud Case Management & Accounting

140
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Case Management Software

It takes your calendar, your task list, 

and your contact list…

Case Management Software

…adds other critical practice information like…

Communication and Time Entries

142
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Case Management Software

Matters

Contacts Tasks Calendar Time Entries Communication

It works the way you work, it thinks the way you think. 

Then, it brings in many other elements to help manage your practice…

… and organizes it all by matter

Matters

Calendar

Docketing

Group 
Calendars

Audit Trails

Contacts

Conflict 
Checking

Relationships

Tasks/To-Dos

Linked Events

Reminders

Communication

Phone Calls

Phone Messages

Emails

Documents

Billing

Email & Phone 
Calls

Appointments

Tasks

Accounting 
Integration or 

Full Accounting

Other

Remote Access

Document 
Assembly

Research

Reports

Gmail & Outlook 
Integration

144
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If a lawyer leaves, can you…

Produce his/her case list?

Re-create a case history?

Find all email related to a case?

Find all documents related to a case?

Determine status of a case?

If not, you have a problem

Protect Your Firm

146

If something happens to you, can others…

Produce your case list?

Re-create a case history?

Find all email related to a case?

Find all documents related to a case?

Determine status of a case?

If not, you have a problem

Protect Your Firm

147
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QuickBooks Online

Xero

Bill4Time

Legal Billing

Toggl

FreshBooks

Timesolv Legal

Case management options

Cloud Accounting Only Options

148

If You Have Office 365, Then Use More Of It

148
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DRAFTING DOCUMENTS

Try To Be Self Reliant With Drafting

150
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Templates Are Critical

152

X X

Word Processor Automation

153

x

152

153

../Templates & Form Sets/Antenuptial Agreement.dotx
../Templates & Form Sets/Property Settlement Agreement Template.dotx
../Templates & Form Sets/University Transition or Retirement Agreement.dotm
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Works with Microsoft Word

You use your documents

Answer questions

Software does the heavy lifting

Document Assembly Software Could Save The Day

154

Players:

HotDocs - www.hotdocs.com

Contract Express - www.contractexpress.com

XpressDox – www.xpressdox.com

TheFormTool – www.theformtool.com

Rapidocs - www.rapidocs.com

Pathagoras - www.pathagoras.com

ActiveDocs - www.activedocs.com

Smokeball – www.smokeball.com

Document Assembly Software Options

154
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Dragon Professional 

Individual v15

Amazing Speech Recognition

Andrea 351924 Speech 

Recognition Mic

http://tinyurl.com/jyculq6

Dragon Anywhere

156
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HOME WORKSPACE

Paper & electronic files must be secure

It’s worth getting another docking station, monitors, keyboard & 

mouse for home

If you’re used to dual/triple monitors at the office, you’ll need them 

for home

Might be time to upgrade your internet access at home

Short List

158
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