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FIRM TECHNOLOGY CHECKLIST
Use this sample technology checklist to take inventory of the technologies your firm uses regularly. Consider keeping this list updated, and regularly assess your abilities and competency with these technologies:

HARDWARE
Take a moment to consider the following hardware listed below. Below each technology you check, identify any relevant specifics (brand, model number, storage, etc.) 
	☐	Desktop Computers
___________________________________
	☐	External Hard Drives
___________________________________

	☐	Laptop Computers
___________________________________
	☐	Printers
___________________________________

	☐	Tablets
___________________________________
	☐	Scanners
___________________________________

	☐	Smartphones
___________________________________
	☐	Fax Machines
___________________________________

	☐	WiFi Router
___________________________________
	☐	Phone System
___________________________________

	☐	Other: ___________________________________
	☐	Other: ___________________________________


[bookmark: _Toc7691083]Take a moment to consider your own abilities and competency with respect to the technology you identified above. In the space below, take note of any areas that you can improve. Are there any technologies mentioned above that you are not currently using, but may consider implementing?
Notes:
	
	
	





SOFTWARE
Take a moment to consider each of the following technologies listed below. Below each item you check, identify any relevant specifics (ex. Software name, plan, etc.).
	☐	Cloud Storage
___________________________________
	☐	Email (ex. Microsoft Outlook)
___________________________________

	☐	Website Hosting
___________________________________
	☐	Document/PDF Editing Software (ex. Adobe Acrobat)
___________________________________

	☐	Practice Management Software
___________________________________
	☐	Presentation Software (ex. Microsoft PowerPoint)
___________________________________

	☐	Conflicts Checking Software
___________________________________
	☐	Word Processing Software (ex. Microsoft Word)
___________________________________

	☐	Case Management Software
___________________________________
	☐	Video Conferencing Platform
___________________________________

	☐	Virtual Private Network (VPN) Software
___________________________________
	☐	Time/Billing Software
___________________________________

	☐	Antivirus Software
___________________________________
	☐	Password Management Software
___________________________________

	☐	Electronic Payment Software
___________________________________
	☐	Other: ___________________________________

	☐	Other: ___________________________________
	☐	Other: ___________________________________


Take a moment to consider your own abilities and competency with respect to the technology you identified above. In the space below, take note of any areas that you can improve. Are there any technologies mentioned above that you are not currently using, but may consider implementing?
Notes:
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If you have any questions about this resource, please contact us at education@iardc.org.

The Illinois Attorney Registration & Disciplinary Commission (ARDC) provides this template for informative purposes only––The ARDC does not warrant the information provided with regard to accuracy or any other purpose. No endorsement is intended, nor does the information contained herein constitute legal advice or legal opinions. You are responsible for ensuring your own legal and ethical compliance. Any use of the materials herein is not a defense against discipline, a malpractice claim, or other legal proceeding. This template does not modify the rules, statutes, and regulations set by the federal government, state legislature, Illinois Supreme Court, or ABA, or confer any additional rights.
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