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Streamlining Information Access for
Legal Professionals
An integrated approach for standardizing legal
document naming and file folder structure

THE CHALLENGE
Many law firms continue to struggle with
creating a standardized approach for
naming documents. All too often, practice
groups within a firm use different ways of
naming and profiling documents that are
stored either in paper format or as digital
files in the firm’s document management
system (DMS). Why is the lack of a standardized approach a major concern?
The answer is that it can hurt productivity
and drive higher costs. As an example, one
of our clients estimated that, due to the
current inefficient naming practices being
used with its DMS, the time lost by attorneys searching for documents was costing
the firm over $100,000 annually. This estimate did not even include expenses related to support staff.

THE SOLUTION
Canon Business Process Services (Canon)
offers a solution that can help law firms
avoid this scenario. Our Integrated File
Taxonomy System is an advanced approach because it combines two critical
elements. One is leveraging our extensive
legal industry experience to help firms
create a standardized naming convention
practice and policy. This includes working with the firm to help it gain consensus
among all stakeholders on how to consistently name the different types of documents that support the firm’s mission.
What makes our approach distinctive is
the incorporation of the second element: A
standardized approach to file structure for
organizing paper records and profiling of
digital records in the DMS. Canon recognizes that the impact of a new naming convention policy would be minimal without
properly aligning it with a firm’s approach
to profiling documents in its DMS. Consequently we work with firms and their IT
departments to create a folder matrix plan.
This blueprint helps ensure that document
profiles in the DMS reflect the naming
convention policy and that DMS profiling
will improve access and searchability of
data that’s important to the firm. The goal
is to create a standardized document naming and management approach backed by
technology, which provides a more automated, user-friendly, and efficient way to
access information. This can translate into
a competitive advantage, lower costs and
superior client service.

KEY BENEFITS
+ Creates a foundation for any firm

moving toward a more “paper-lite” office environment, as well as
a more centralized and standardized digital and paper document
management system

+
Improves searchability of docu-

ments supported by, among other elements, a sufficient number
of fields that enable employees
to obtain the information they
need faster and more efficiently

+ Promotes greater accuracy due to

a more automated system backed
by technology that helps guide
users in clarifying what is being
searched for and whether the
search fields are accurate

+ Enhances safety as digital files can

be more secure and better preserved than paper files, which are
prone to disintegrating over time

+ Eliminates unnecessary tracking of

client matters (such as via pleading
indexes) because faster and more
accurate tracking can be accomplished through the firm’s DMS,
which offers the fields needed to
effectively locate documents and
track work in progress

+ Streamlines operational efficiency

and lower costs as legal professionals spend less time searching
for documents and more time
practicing law

ABOUT CANON BUSINESS PROCESS SERVICES
Canon Business Process Services, a wholly owned subsidiary of Canon U.S.A.,
offers managed services and technology for information and document management, business process outsourcing and specialty workforce services. We
help clients improve operational performance while reducing cost and risk. Canon Business Process Services has been named a Global Outsourcing 100 Leader
by IAOP for the past eleven years and recognized in the Gartner Magic Quadrant for Managed Print and Content Services for five consecutive years. We have
also been acknowledged by CIOReview magazine as a “20 Most Promising
Legal Technology Solution Provider.” Learn more at cbps.canon.com and
follow us on Twitter @CanonBPO.
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