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WELCOME TO LSI! 
 

A workshop for members new to LSI or its annual conference. 
 

AGENDA 
10:30am to 11:45am 

 
1 Welcome and introductions 
2 LSI Structure 
3 Advantages of LSI membership 
4 Acronyms 
5 Benefits of attending LSI conferences 
6 Navigating LSI conferences – annual versus quarterly 
7 Let’s go see – a mini field trip around the hotel to conference locales 

 
 

 
 
 
 
 
 
 



LSI®’s Brief History and Structure 
 

 “One day in 1929 a young legal secretary was chagrined to find that a paper she brought to the office 
of the County Clerk had not been properly prepared and it was necessary for the Clerk’s staff to correct it so it 
could be filed. The County Clerk suggested that it would be very helpful if the legal secretaries throughout the 
county would get together and learn what was required in the preparation and filing of legal documents.  
 “That suggestion was taken to heart by the secretary in question, Eula Mae (Smith) Jett, and she 
mentioned it to her co-workers in Long Beach. The idea was enthusiastically received and soon they were 
meeting on a regular basis to increase their knowledge. Those meetings revealed that there were problems 
common to all legal secretaries and it was a good forum for discussion and resolution of many of them.” 
From The History of Legal Secretaries, Incorporated (Rev. 04/12) 
 
 Fast forward to today: LSI® has approximately 1,700 members and 35 local associations throughout 
California. LSI® is dedicated to educating legal secretaries and promoting high ethical standards among 
law office support staff in the legal community.  LSI®’s motto “Excellence through Education” drives the 
programs and activities of this California not-for-profit corporation. 
 
 When a person joins a local association as a regular member, she or he is automatically a member of 
LSI®. Each local association elects its own officers and committees. The Governor is the local association officer 
who is the liaison between that association and LSI®. More importantly the Governors (one from each of the 
associations) run the corporation that is LSI®. If a person lives in an area without a local association, or chooses 
not to join a local association, that person may join LSI® as an at-large member.  

Advantages of Membership 

LSI® provides educational, professional, and personal development information to legal support staff 
throughout the state of California. Many educational opportunities are available to members (and non-
members, for a nominal fee) throughout California. 

• Monthly educational programs and newsletters are provided by local associations 
• General educational programs are offered at each LSI conference free to anyone wishing to attend. 

Topics vary among specialized areas of law, ethics, law office products and management, and personal 
development. At www.lsi.org, click on LSI Events for more information about upcoming LSI Events. 

• Members (and non-members) are given the opportunity to join one or all six Legal Specialization 
Sections. Each specialization section offers seminars and newsletters on specific areas of law. Seminars 
are presented at each LSI quarterly and annual conference free to LSI section members and at a 
reduced cost to non-section members. For more information, click on "Legal Specialization Sections." 

• Many local associations offer study groups for members interested in preparing to take the California 
Certified Legal Secretary (CCLS®) examination. Information on the CCLS examination can be found by 
clicking on "California Certified Legal Secretary." 

These programs are designed to provide current material and educational tools to enable law office support 
staff to remain current with the changes in general law, as well as in their respective areas of practice. 

 

 

http://www.lsi.org/


ACRONYMS, or what are they talking about? 

CCLS * California Certified Legal Secretary (professional designation earned by exam) 
CEC * Continuing Education Council (chairmen who collaborate on education efforts) 
EC * Executive Committee (consists of the elected officers: president, vice president, 

executive secretary, and treasurer PLUS the executive advisor [usually the immediate LSI 
Past President] and the parliamentarian.)  

LOPM * Law Office Procedures Manual (resource book edited by the Publications Revision 
Committee (PRC) and published by The Rutter Group. It is updated annually.) 

LPH * LSI Legal Professionals Handbook (2 volume resource edited by the PRC and published 
by The Rutter Group. It is updated annually.) 

LPA * Legal Professionals Association (local association designation of LSI®) 
LSA * Legal Secretaries Association (local association designation of LSI®) 
LSS * Legal Specialization Sections (there are 6 sections: civil litigation, criminal law, family 

law, law office administration, probate & estate planning, and transactional law) 
PRC * Publications Revision Committee (responsible for editing the LOPM & the LPH) 
 
Note: Certain acronyms, such as LSI® and CCLS®, are registered trademarks of Legal Secretaries, Incorporated. 
 
 
Below are some terms that LSI has adapted to its own organization-speak. 
 
Term Usual definition According to LSI 
Bid An attempt or effort to win, achieve, or attract Local association’s proposal to host one of LSI’s 

quarterly or annual conferences 
Brass Tacks Details of immediate practical importance Operational handbook of policies and procedures 

for LSI and local associations 
Per Capita Boy or for each person Dues paid to LSI by local associations for each 

member 
Scrip Any of various documents used as evidence that the 

holder or bearer is entitled to receive something 
Registration, event, and meal tickets used at  
Conference 

 
 
 

 



 
 
 

 

CCLS® Certification 
(California Certified Legal Secretary) 

 
 

 

Certification is achieved by passing a 
comprehensive examination. Candidates are 
tested in California legal procedures, legal 
terminology, performance skills, reasoning and 
ethics, law office administration, 
communications, and legal computations. A 
minimum of two years experience is required. 
Continuing legal education requirements must 
be met for recertification. 

Benefits of Certification  

• Qualify for professional, personal and economic reward  

• Improve your knowledge of California legal practice and 
procedure  

• Broaden your opportunities for job advancement  

• Enhance your self-confidence and self-esteem  

• Gain further recognition and respect within the legal environment  

• Mary Beaudrow, CCLS’s article about becoming a CCLS is attached at the 
end of this handout 

More information concerning the test and tools to use in studying for the test are all 
available at LSI® Corporate Office. You may contact Corporate Office by e-mail 
at info@lsi.org.  

The Next Move Is Up To You  

• Set your goal  

• Register for the exam  

• Study for the examination  

• Pass the examination!  

mailto:info@lsi.org


 
 
 

 

                                                                                                       
 
 
 

• Meet New People:  Use Conference as an opportunity to build your network of contacts 
throughout the state.  Then, when you’re back at the office, the answer may be just a 
phone call or e-mail away. 

 
• Gain inspired solutions:  Your best resource for solving your toughest challenges could 

be seated next to you.  Participate in thought-provoking discussions on issues that affect 
your firm or your professional association. 
 

• Discover new products and services:  Visit the exhibitors to see new products.  Learn 
about evolving technology, and build a file of references sources you might need in the 
future. 
 

• Increase your productivity and value to your employer:  Get cutting-edge information 
on how to increase your law office’s profitability and productivity. 
 

• Learn from subject matter experts:  Attend the Legal Specialization Section 
workshops to hear from law practice leaders who will share their expertise and practical 
experience.  Be educated, enlightened, and even entertained by keynote speakers and 
other special guests from the legal community. 
 

• Earn continuing education hours.  Most of the educational programs offered by LSI 
meet the requirements for continuing legal education, including MCLE (for attorneys and 
paralegals) and CCLS (California Certified Legal Secretary). 
 

• Make a difference.  Participate in elections, resolutions, and debates that directly impact 
the future of Legal Secretaries, Incorporated, its member services, and the evolving legal 
support profession. 
 

• Renew yourself and relax.  Take time out from the routine and return to the office re-
energized to manage the challenges ahead. 
 

• Share what you learn.  Make sure to share at least one thing you learned or new thing 
you saw at the conference.  Not just with your association or co-workers, but with the 
attorneys with whom you work.  This will demonstrate to your firm the value of your 
membership and participating in LSI. 
 

 

The Benefits  
of Attending 

an LSI 
Conference! 



 
 
 

 

LSI CONFERENCES 
 

Navigating Annual Conference 
 

 Friday Events:  Officers and Chairmen Workshops  
    Governor’s Luncheon 
    Newcomer’s Luncheon 
    Section Workshops (four workshops) 
    Welcome Reception/Campaign Party 
 
 Saturday Events: Pre-Conference Board of Governors Meeting 
    First and Second Sessions of General Assembly 
         (includes presentations of awards and recognitions)  
    CCLS/Open Luncheon 
    Section Workshops (two workshops) 
    Reception 
    Banquet (includes presentations of awards and recognitions) 
 
 Sunday Events: Brunch 
    Installation of Officers 
    Announcement of Chairmen for upcoming year 
    Post Annual Conference Board of Governors Meeting 
 
 Ongoing Events: Exhibitors (Friday and Saturday) 
    History Book & Scrapbook Viewing (Friday and Saturday) 
    Bulletin Viewing (Friday and Saturday) 
 

Navigating Quarterly Conference 
 

 Friday Events:  Welcome Reception  
    Section Workshops (two workshops) 
 

Saturday Events: Board of Governors Meeting 
    Governors Luncheon 
    Membership Luncheon 
    President’s Luncheon 
    Section Workshops (four workshops) 
    Reception 
    Banquet 
 
 Sunday Events:  Brunch 
    
 Ongoing Events: Exhibitors (Friday and Saturday) 
 

 

 Don’t be afraid to ask questions and above all else,  
have a good time! 

    
 

Let’s Take a Field Trip! 
 



Candidates for LSI Office 
 

 Mary J. Beaudrow, CCLS, candidate for LSI President 

 Jennifer L. Page, CCLS, candidate for LSI Vice President 

 Heather Edwards, candidate for LSI Executive Secretary 

 Lynne Koroush, CCLS, candidate for LSI Treasurer 

 

??????? 

                                  Nominations from the floor? 


