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DISCLAIMER
IN BRIEF includes claim prevention information that helps you to minimize the likelihood of being sued 
for legal malpractice. The material presented does not establish, report, or create the standard of care for 
attorneys. The articles do not represent a complete analysis of the topics presented, and readers should 
conduct their own appropriate research.
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The legal community is notorious for generat-
ing paper – and a lot of it. But lawyers can save 
time and money by transitioning to a paperless 
office. Paperless in One Hour for Lawyers will 
show even the most committed paper devotees 
how to run their law offices digitally. 

Co-authored by PLF Practice Management 
Advisor Sheila M. Blackford and Donna S. M. 
Neff, and published in 2014 by the ABA Law 
Practice Division, this book is for the busy solo 
or small-firm lawyer who may not have IT sup-
port and doesn’t have time to read a lot of books, 
blogs, and articles to get answers about going 
paperless. 

The book is comprised of easy-to-digest les-
sons, with practical tips, helpful charts, technol-
ogy comparisons, and resources. 

In about one hour, you will learn to:

● Get your colleagues and staff on board

● Analyze your current paper workflow and 
set new goals

● Assess your hardware, software, and app 
needs

● Become a PDF expert

● Develop or acquire a document manage-
ment system

● Make cloud-based storage work for you

● Work on-the-go with mobile technology

● Set up a virtual law office or client portal

● Understand the ethics considerations of a 
paperless practice

Paperless in One Hour for Lawyers is avail-
able online at the ABA Bookstore, www.Shop-
ABA.org. Or you can call 1-800-285-2221 or 
e-mail service@americanbar.org. 
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