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Estate Planning and Elder
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President’s Message

Education, Leadership,

Mentoring

BROOKE MANSFIELD-ATHERTON, CCLS — LSI PRESIDENT

he great French Marshall Lyautey once

asked his gardener to plant a tree. The

gardener objected that the tree was slow
growing and would not reach maturity for 100
years. The Marshall replied, ‘In that case, there
is no time to lose; plant it this afternoon!’

This got me thinking about time and how it
seems to move both too quickly and too slowly
at the same time. The wheels of progress can
move slowly for an organization like LSI. Cer-
tain things take time. And yet, before we know
it, we are facing the end of another fiscal year.
Where did the time go? It is hard to believe
that this fiscal year is almost done. By the time

our past will take time. It will not happen over
night. We have planted seeds the past two
years and it is my hope that those seeds will
continue to grow and bloom. Perhaps we will
see our membership hit 2,000 in 2012!

| continue to be impressed and inspired
by the members of LSI. Each conference has
seen motions being made from the floor and
our members taking an active roll in the direc-
tion of the corporation. This is exactly how it
should work!

| think there is a misconception of the
Executive Committee. Many may feel that it
is comprised of six people who make all the

“Let me assure you that the Executive Committee does
hear you, and tries to be as responsive as possible.”

you read this we will be into our new calendar
year 2012!

I've also been thinking about what is in LSI's
future the last quarter of our fiscal year and my
last several months serving as your President.
Two years is a long time, and yet it has gone by
so quickly. February is the time of year when
you begin to prepare for the election of new
officers, appointments of new chairmen and
the constant reminder to get your files in order
to pass along to your successor.

One of my goals when | was first elected
President was to have a membership of 2,010
in the year 2010. | thought that two years was
a long time, and that we could do it. Helping
in this goal was our LS| Vice President, Sandra
T. Jimenez, CCLS, who facilitated the member-
ship contest "LS! Experience It." That contest
did help to increase our membership, but not
to the desired goal of 2,010. Increasing mem-
bership back to the numbers we have seen in

decisions and that is simply not true. Yes, the
members of the Executive Committee are
charged with the day to day business of the
corporation. However, it is YOU, the member
who decides the future of LSI. | cannot stress it
enough or say it too many times: This is YOUR
corporation and YOU have a say in how things
are done. Your voice and your vote do matter.
Let me assure you that the Executive
Committee does hear you, and tries to be as
responsive as possible. | believe it is important
that each member take ownership of LSI. This
is your corporation. One example that comes
to mind is the discussion that LS| assist local
associations to attend conference. | mentioned
this in my article in the November 2011 issue
of The Legal Secretary and this was discussed
at the President’s Luncheon in August. At the
Presidents’ Luncheon | specifically asked those
in attendance to go back to their associations
and ask their membership, "How can LS| best



assist in this regard”. Not one single person has replied back to
me, made a motion, or offered a specific suggestion.

The Executive Committee has discussed this at the last two
conferences. (See item 15 on the EC Resume from the Novem-
ber Quarterly Conference). It is true that the members of the
Executive Committee can make a recommendation on how
to help local associations attend conference, but without any
feedback from the members, the recommendation would be a
best guess. The membership MUST be involved in the decision
making process. Don't just sit by and let things go with the flow
be an active, participating member!

As you should be aware by now, a motion to change the
name of LS| was made at the November Quarterly Conference
in Rancho Cordova, and an Ad Hoc Committee is now working
to research this topic. The committee will be providing a report
to the membership prior to the February Quarterly Conference
in Concord. The membership of LS| has the power to decide the
future of LS| and whether or not a name change will take place.
The members who attended the November Conference were
able to experience first hand how members can take action and
participate in the future of LSI.

John Ruskin, the English critic and essayist, once said "Our
duty is to preserve what the past has had to say for itself, and to
say for ourselves what shall be true for the future.” | think this
applies to LSI. | cannot predict the future of LSI. Will the name
change take place? | don't know. Will we find some way to assist
local associations attend conference? | don't know. What | do
know is that often change can be a bit scary. To propose change
is not to say it was broken before. It simply suggests that we
take a look at something with a different perspective. | am look-
ing forward to what the Ad Hoc Committee reports and what a
marketing firm suggests to us. These are great milestones for
LSI and we are lucky to be members during this time in LSI's
history.

| was also glad to see that we conducted business on Sunday
following Brunch. When you attend conference it is important
that your Governor attend all meetings and be prepared to enter
into discussion and vote, if necessary. We must all remember
that corporate business can and does take place on Sunday.
When making travel arrangements, do not assume that there
will not be business on Sunday. Allow for extra time in your
travel plans if you are flying so that you can attend any business
on Sunday. If you are traveling with others, make sure they too
have allowed for sufficient time to attend all of Sunday's busi-
ness meeting.

February Conference promises to be another amazing week-
end of education and networking. Our CCLS Chairman, Terrie
Quinton, CCLS, will be moderating a CCLS Workshop at 7:30
a.m. Saturday morning. Please check the Official Notice and
website for specific information on this and other educational
opportunities. The topics for our Legal Specialization Section

Seminars can also be found in the Official Notice.

The proposed name change and the financial assistance to
local associations to attend conference are both opportunities
for each member of LS| to exercise their power of voice. Attend
conference, ask questions, make a motion. Only Governors have
the right to vote, but ALL members have the power of voice.
| encourage you to take ownership of LS| and have your voice
heard.

Finally, | would be remiss if | did not thank our Administra-
tor, Catherine Culver, CCLS, for chairing our November Quar-
terly Conference. She did an amazing job. | was thrilled to see
so many members from various associations step up and help
with registration, ticket sales, raffle prizes, printing, and so much
more! There are too many to name individually you know who
you are and you are all very much appreciated.

| look forward to seeing you in Concord for the February
Quarterly Conference being hosted by Mt. Diablo LPA February
24,25 and 26, 2012 at the Concord Hilton, Concord, California.

Losing Your Pension?

CAPlTALlNVESTMENT
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Letters

At the November quarterly conference, a motion was made to change the name of LSI to something that omits the
dreaded word “secretary.” Well, I have been a secretary in the legal profession for over 30 years and I am proud to be a
SECRETARY, and I've always considered myself a professional despite what anyone else says.

As a secretary, I've fed, clothed, and housed my family. As a secretary, I've gotten the boss his coffee, suffered sexual
harassment, and been dissed (as in, “you’re JUST a secretary™). Now I hear that I, a legal secretary, am “going by the
wayside” and “becoming extinet.” Yes, I know, it is just the words “legal secretary” that are said to be suffering this fate,
not me personally. However, my worth is as tied up in my title as that of many others.

Mr. Cardinale states in his article in The Legal Secretary that “the new generation of legal assistants does not want to be
considered a legal secretary.” First, if one is alegal assistant, one is a paralegal, and should not be called a legal secretary.
Second, if as a “new generation” I heard that legal secretaries were becoming extinet, why would I agpire to that? I'm
already being told I am not good enough.

Mr. Cardinale also provides a Yahoo page that says “paralegals are one of the fastest growing professions in America.” Is
the intent in the name changde to create another association for paralegals? Is the California Alliance of Paralegal Asso-
ciations (CAPA) not enough? They do not allow legal secretaries to be members. As far as I am aware, LSI does not turn
away any paralegal who wants to become a member. Do paralegals feel somehow diminished by being a. member of L.SI?

Mr. Cardinale, SCCoLPA President, says since the association changed from an LSA to an LPA its membership has grown
by 40 percent. It also offers a one-year free membership in the association to any paralegal or attorney who attends one
of its seminars. How much of that growth can be attributed to the free memberships? Why are only attorneys and para-
legals offered the free membership? What about secretaries who attend a seminar, do they get the same offer?

Lastly, I have been a member of LSI since on or around 1989; I was a member of San Diego Legal Secretaries Association,
and am currently a member of San Mateo County Legal Secretaries Association. Ijoined when I worked in a one-attorney
office and knew I needed help in keeping up with all the changes in the law. In SDLSA, SMCLSA, and LSI I found a group
of people with the same struggle, willing to share their knowledge, and all they asked of me was that I do the same. More
than that, I found a place where I was appreciated for what I was, a Legal Secretary, it was my association. If the decision
is made to change the name of LSI, it will no longer be my association.

Nancy O’Shea, CCLS
Member, San Mateo County Legal Secretaries Association
December 2, 2011

WE WANT YOUR LETTERS

Legal Secretaries, Incorporated (LSI) welcomes your Letters to the Editor on topics of concern to LSI members and the legal community.

DISCLAIMER

Letters reflect the opinion of the author, not necessarily that of LS/ or its members. The editor of The Legal Secretary reserves the right to
edit or withhold from publication any letter for any reason whatsoever. Once received, all letters become the possession of Legal Secretaries,
Incorporated.
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Increasing Your Internet

Efficiency

DENISE PAGH — SUBMITTED BY PLACER COUNTY LPA

e all know how easy it is to waste a lot

of time surfing the Web. One link leads

to another, which leads to another, and
before you know it you're far afield of your orig-
inal starting point. That may be well and good
when you're on your own time, but you can't
always afford this kind of meandering when
you're trying to get something accomplished
on the job. To the contrary, at work you want
to be able to use the internet as efficiently and
effectively as possible.

Of course, it is a good idea to become famil-
iar with the more sophisticated aspects of your
chosen browser (Internet Explorer, Firefox,
Chrome) and your preferred search engine
(Google, Yahoo, Bing), but there are also some
strategies you can adopt that are not browser-
specific. Over time, applying these techniques
can increase your productivity when using the
internet at work.

Strategy # 1: Manage Your Internet Search Results
Every so often we all have to click on more
than one result from an internet search engine
results page before we find what we're look-
ing for. If you are in the practice of opening
the link in the same page as your results (so
that the new page takes the place of your
results list) consider adopting this technique:
hold the SHIFT key down as you click on the
desired link and the linked website will open in
a new window. Do this for as many results as
you choose to view, and toggle back and forth
between the various results windows and the
original results list by using the ALT + TAB.
Here of some of the time-saving advantages of

this technique:

*  You can continue to peruse the results list
as you allow the new page to load.
*  You can see multiple results at the same

time (when windows are reduced and
arranged side by side).

*  The results list is always available without
having to wait for it to refresh.

* You can save a good result in an open
window to go back to later, and still con-
tinue to search further.

To avoid confusion caused by excessive win-
dows, be sure to close results windows as soon
as you are finished with them.

Strateqy # 2: Become an Expert Bookmark Manager
Most likely, you already use the Bookmark or
Favorites feature of your preferred browser,
but how much attention have you dedicated to
ensuring that you're maximizing its potential
usefulness? To become an expert bookmark
manager incorporate the following best prac-
tices:

Select. Limit your Favorites collection to
sites that are sure to provide maximum bene-
fit. Avoid the habit of adding obscure websites
that you may never return to again. It will only
clutter your list and diminish the overall effi-
cacy of your Favorites tool.

Rename. When you create a new Favorite,
the default name comes from the title bar of
the website (the text in the blue band across
the very top of the page). Sometimes that is
a useful description of the website and some-
times it is not, but almost always it is longer
than a Favorite’s name needs to be. Therefore,
always take the time to customize the name of
each Favorite with the most helpful yet concise
title you can think of.

Organize. Develop and use a folder system
that works for you. It may be by subject or task
or content type. Whichever it is, it must be log-

...Continues on page 14

DENISE PAGH

Denise Pagh is the Law
Library Manager in the Sac-
ramento office of Kronick,
Moskovitz, Tiedemann &
Girard. She manages the
research tools for the firm,
both print and electronic,
and provides research ser-
vices and training for the
firm's employees. She uses
the internet extensively in
her work from day to day,
and teaches classes on
savvy internet searching.
She does not officially con-
done surfing the Web for
fun at work.
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SANDRAT. JIMENEZ
LS| VICE-PRESIDENT

SandraT. Jimenez was
previously employed as

a Legal Secretary/Para-
legal by the Law office

of Sutherland & Gerber,
APC in El Centro, CA for
about a year, and prior to
that employed as Legal
Assistant to Richard
W.Bohlander, also in El
Centro, CA for 20 years.
She is a California Certi-
fied Legal Secretary since
October 17, 1992, a Certi-
fied Legal Assistant since
June 10, 1988 and Califor-
nia Notary Public. Sandra
has an A.S. degree in Busi-
ness from Imperial Valley
College.
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LSI Experience It!

A Membership Campaign Success Story

BY SANDRAT. JIMENEZ, CCLS—LSI VICE-PRESIDENT

n order for LS| to remain a strong and vital organization, we must continuously retain and recruit

new members. We are all membership chairs. Whether you are an officer or a chairman, either at

the state level or the local level, we should always be thinking, talking and breathing membership.

As many of you know, the LS| Vice President is in charge of Membership and the one who decides
whether to implement a membership drive campaign at the beginning of the year. The plan is then
reviewed and approved by the Executive Committee. It is not an easy task to take on, as the Vice Presi-
dent aiso has other duties aside from membership: programs, chapter achievement, benefits, website,
and marketing. However, membership is crucial to the existence of any organization, especially LS|, and
something that should always be considered and given priority.

Once the decision has been made and approved, the membership chair must announce the drive
with any guidelines that must be adhered to, including the start and end of the drive. This year, the
membership chair sent out mailings and requests for monetary donations throughout the state of
California, made phone calis, responded to inquiries via email and phone, and visited vendors at quar-
terly conferences to request their support of the membership drive campaign. The monetary amount
awarded to winning local associations is based upon the total of donations received from sponsors at
the end of campaign period.

This year, LS| again launched a 2011-2012 membership drive campaign - LS| Experience It! - to
motivate local associations to plan membership drives and increase membership at the local level. The
membership drive campaign period began on August 1, 2011, and ended on October 30, 2011, a three-
month period. The local associations with the most “new” members during the campaign period were
announced at the November Conference in Rancho Cordova, California. Due to a successful member-
ship drive, LSI now has 126 new members! The winning associations and monetary awards presented
at the November Conference were as follows:

Place Local Association Monetary Award New Member Count
First Orange County LSA $275 29
Second Sacramento LSA
(tied for 2nd) $150 18
Second Santa Clara County LPA
(tied for 2nd) $150 18
Third San Diego LSA $125 16
Ali other Associations 45

| wish to acknowledge those who assisted me this year. | had some help from Linda Moore, CCLS of
San Diego LSA, LSI's Probate/Estate Planning Legal Specialization Section Leader. Linda “volunteered”
to assist and she did a fantastic job following up with sponsors who pledged monetary donations. Also,
Catherine Culver, CCLS, LSI's November Conference Chair, who made sure to include the contributor
list on the back cover of the program, and LS| Treasurer, Jennifer L. Page, CCLS, who kept track of mem-
bership. Thank you ladies!

...Continues on page 18



A thank you letter was mailed to all the contributors with a copy of the November Conference program. We received donations
from the following sponsors:

ANDERHOLT & STOREY 654 WEST MAIN STREET, EL CENTRO, CA 92243 50
ATKINSON-BAKER, INC. 500 N BRAND BLVD, 3RD FL, GLENDALE, CA 91203 50
STEVE ESCALERA, ESQ. 221 N. IMPERIAL AVE, IMPERIAL, CA 92251 50
H.G. LITIGATION 5235 COLERIDGE CT, CARLSBAD, CA 92008 50
HUTCHINGS COURT REPORTERS 707 BROADWAY, #1210, SAN DIEGO, CA 92101 100
IMAGINE REPORTING 1504 MONROE AVENUE, SAN DIEGO, CA 92116 50
IMPERIAL COUNTY BAR ASSN POST OFFICE BOX 43, EL CENTRO, CA 92244 50
MWG FINANCIAL & INSURANCE 6333 GREENWICH DR #210, SAN DIEGO, CA 62122 100
NETWORK DEPOSITION SERVICE 501 WEST BROADWAY #800, SAN DIEGO, CA 92101 50
SAN DIEGO LSA A. PARRISH, CCLS, 101 W BROADWAY #1200, SD 92101 50
PETERSON REPORTING 530 B STREET #350, SAN DIEGO, CA 92101 50
SO CAL INVESTIGATE, INC. 1501 SAN ELIJO RD S #104-303, SAN MARCOS, CA 92078 50
TOTAL 700

| ask everyone to support these entities. They support us -- let us support them whenever possible. A special thank you to all
our sponsors for their participation in the LS| Experience It! membership drive and for their generous contribution. A special thank
you also goes out to all the winners and all local associations who joined in the spirit of our membership campaign: LS! Experience It!

A total of 726 new members in one quarter - that is a membership campaign success story!

Speed and Accuracy are not just words to us,
they are the heart and soul of what we do.
They are the very foundation of Atkinson-Baker’s
two decades of lightning fast service and 100%
accurate transcripts.

They are the reason we have delivered over
552,000 deposition transcripts in 50 states and
25 foreign countries.

And we do it all at great rates.

Call now to schedule a court reporter.
800-288-3376

ATKINSON"BAKER

America’s Court Reporters
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Michal Prager has worked

in the legal field as a legal
secretary — primarily in liti-
gation — since May 1976. As
of October 31, 2004, Michal
passed the CCLS (California
Certified Legal Secretary)
exam.

Michal has been employed
at Lewis Brisbois Bisgaard
& Smith LLP in their Los
Angeles office since March
2002. Michal belongs to the
San Fernando Valley Legal
Secretaries Association and
lives in Reseda, California:
She can be contacted by
e-mail at serenity.michal@
sbcglobal.net.

Flying “The Friendly Skies”
Isn't The Only Way To Get To An LSI Conference

MICHAL PRAGER, CCLS — SUBMITTED BY SAN FERNANDO VALLEY LSA

t was July and | began thinking about attend-

ing the LSI Conference in August. It was in

Stockton. Where the heck is that? Where's
the nearest airport? So | started asking those
questions. | decided the best way to find out
was to call the hotel that was hosting the con-
ference - the Hilton Hotel at Stockton. They
told me that the nearest airport to their prop-
erty was the Sacramento International Airport.
When | asked further about how far it was from
the airport to the hotel, and the approximate
cost of taking SuperShuttle, | was told it was
about 45 minutes to an hour from the airport
to the hotel, and that via SuperShuttle, it would
cost about $70 to $75 each way. That was way
over my budget! | had to find another way.

In e-mailing a few members of my associa-
tion to find out if anyone was traveling by some
other means (some were traveling by car, but
their cars were full), | was given the name of a
woman who was taking the Amtrak to get to
Stockton. What a novel idea! | called her and
asked what time she was taking the train on
Friday, August 19 - the first day of the Confer-
ence. She was traveling later in the day than
| wanted to, so | checked with Amtrak to see
about leaving early in the morning.

A "thru-way” bus would leave the Van
Nuys Station (near where | live) at about 7:10
a.m. bound for Bakersfield. From Bakersfield,
| would take an Amtrak train that would take
me to . . . yes, Stockton! The station was only
about a 20-minute cab ride from the hotel, and
would cost me about $20. That fit much better
into my budget. The round-trip train (which
included the thru-way bus to Bakersfield) was
even less expensive than the cheapest plane
ride. Yes, | know, the train takes longer, but
there are advantages to taking the train - even
to Stockton!

First, there is a lot more "leg room” on the
train than there is in Economy on any plane

10 | THE LEGAL SECRETARY

that | have ever flown. There are also fewer
seats in each row, so you don't have to "crawl
over” people to get to the bathroom. It is also
really easy to push your seat back and relax.
(On a plane, | always worry about pushing
my seat back so far that it intrudes on the
space of the person sitting behind me.) The
seating is arranged in single seats (by the
window - downstairs for those unable to climb
stairs with their luggage); two seats across (a
window seat and an aisle seat); and a group
of four seats (two seats in each of two rows,
facing each other), where a family can sit
together while enjoying each other's com-
pany (without having to lean forward to talk to
someone at the end of the row or across the
aisle from you).

There is food available on the train almost
any time you might want to eat - there is a
dining car expressly for that purpose. If you're
hungry, go and get yourself a meal, or just a
snack. The prices are pretty reasonable, con-
sidering you are paying while traveling. (I'm
not sure you can order an actual meal on a
plane, regardless of the cost.)

The next best thing about traveling by train
is the scenery. | know, sometimes the scenery
can all look the same. But you can see people
walking down the street (and actually see their
faces), horses grazing on grass (if you are trav-
eling through the countryside, as is the case
on the route from Bakersfield to Stockton), old
country churches, country stores, miles and
miles of farmland (with various types of veg-
etation), upcoming train stations, and other
types of scenery. Yes, the plane gets you there
FAST!! But by train, you can enjoy getting from
Point A to Point B and seeing all kinds of things
in between. (I can even take a nap in com-
fort if | so choose!) | know it takes longer to

...Continues on page 14



Let’s Talk Motions

JULIE EDSILL, CCLS — LSI PARLIAMENTARIAN

ave you noticed that our Board of Gov-

ernors meetings seem to be getting

livelier these past few conferences? If
you were not at the November BOG meeting
you missed a chance to witness how parlia-
mentary procedure works and to participate
in that procedure.

Let me start out by saying that | love the
fact that at each conference | have been given
an opportunity to educate myself, and the
whole membership on how parliamentary pro-
cedures work. This is due in part, to the fact
that members are stepping up and taking an
active role in the running of this corporation by
making motions from the floor.

In my oral report given at the November
conference, | shared that | get ideas for the
articles that | write from questions that mem-
bers ask, and situations that happen at con-
ferences. The November conference did not
disappoint and gave me the perfect subject to
write about, “Making a Motion.”

First you need to understand that Bylaws
and Standing Rules are the first place you
should go when looking for guidance. | have
consistently stated in both my reports and
articles that every member needs to have a
copy of their local and LSI's Bylaws and Stand-
ing Rules, and to have read them at least once.
If you cannot find clear direction in the Bylaws,
look to Robert's Rules of Order Newly Revised
(RRONR). Every Parliamentarian and Presi-
dent should have their own copy and refer to
it as often as necessary.

So, let's talk motions. Are you aware that
according to RRONR there are three steps by
which a motion is normally brought before the
assembly? These three steps are:

1. A member makes the motion by stating "I

move ...... .
2.  Another member seconds the motion.

3. The chair states the question on the
motion. (which means the chair restates
the motion)

As soon as a member has made a motion, the
member resumes their seat. That member will
have the right to speak first in debate, should
they wish. After step three, it is open for
debate and the chair states “is there any dis-
cussion?” This is where any member can voice
their opinion, but they do this by first being
recognized by the chair. Just because you have
something to say does not mean you have the
right to say it without first being given the floor
by the chair. It is also very important that you
know that only the specific aspects covered in
the motion are open to debate, not the whole
subject.

According to LSI Standing Rule 27 (revised
August 2011) "Main motions and amendments
presented from the floor at Annual Confer-
ences and Board of Governors Meetings shall
be written in triplicate and delivered to the
President, Executive Secretary and Parliamen-
tarian before the motion or amendment is
presented to the assembly. The presenter of
the motion or amendment shall be prepared
to report to the assembly the benefit(s) of the
motion or amendment.”

We witnessed at the November conference
why it is so important to write your motion
down before you make it. If you don't have a
clear understanding of what you are trying
to accomplish, how can the membership be
expected to know what they are suppose to be
voting on? A well-prepared motion helps other
members understand the idea and how the
maker of the motion thinks the group should
proceed. Also, you can read right from your
paper and do not have to rely on your memory.
The end result is that you have behaved in a

...Continues on page 14

JULIE EDSILL
LS| PARLIAMENTARIAN

Julie Edsill has been
employed in the legal field
for the past 22 years, with
17 of those years spent
working for her current
employers Persons and
Miller, a husband and wife
law firm practicing family
law, civil litigation, corpo-
rate law, estate planning,
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tract law. She also teaches

" Legal Office Procedures,
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at Butte College in Chico.
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certificate March 2005 and
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CCLS Exam, from 2006-
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ing as Parliamentarian, an
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JOHN SCHENA

John Schena is an associ-
ate attorney with Schwartz
Semerdjian Ballard &
Cauley, LLP. In his third
year at SSBC, John's pri-
mary practice is municipal,
business and commercial
litigation. John is a
graduate of the University
of San Diego School of Law
and the University of North
Carolina at Chapel Hill, and
is admitted to practice in
both North Carolina and
California. John may be
reached via email at; john@
sshclaw.com.

Emails Between Attorneys
And Clients Not Always
Protected By Privilege

JOHN SCHENA,ESQ. — SAN DIEGO LSA

Reprinted with permission from Consumer Attorneys of San Diego Trial Bar News, Vol. 34, issue 3, March 2011 at pages
7-8, “Emails Between Attorneys and Clients are not Always Protected by Privilege” by John A. Schena, 11,

reventing the production of attorney
client privileged documents in discovery
is essential - how else are we to convince
our clients that they must provide a detailed
description of the underlying facts? A fact not
lost on recent law school graduates is the exis-
tence of entire minions whose sole duties involve
reading and reviewing documents, flagging

ney with no other recipient - culled from the
stack. An email from the client to the attorney
under the same circumstances - not so fast.
The trouble with electronic communication
is it necessarily requires additional consid-
eration as it can be reviewed by third parties
unbeknownst to the author, whether contem-
poraneously or at any point in its perpetual

“confidential communications between client
and lawyer,” requires more than just a simple facial

analysis of the recipients.”

some as "ACP" to be withheld, and bates stamp-
ing others, ready for production. While that in
and of itself sounds like an awful job descrip-
tion, at least there are certain truths that tend
to make the responsibilities more defined. If you
find yourself wondering how any repeated, pat-
terned indicators could make such a task more
ideal, consider that many of the fresh attorneys
who perform document review projects are
either compensated or rewarded with additional
assignments based almost solely on the speed
with which privilege determination is made. A
matter of seconds per page can mean the differ-
ence between being re upped for additional con-
tract work or finding oneself yet again without a
steady income.

In this context, the repetitive indicators are
a godsend: look to the document’s author and
the recipients. An internal memorandum from
associate to partner - not being produced. A
letter addressed to the client from the attor-
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existence. An email may exist in a hundred
different forwarded iterations, may have blind
carbon copy recipients, or may be reviewed by
human resources as it is written key stroke by
key stroke.

A recent decision confirms that what
appears to be “confidential communications
between client and lawyer,” requires more than
just a simple facial analysis of the recipients. In
Holmes v. Petrovich Development Co., LLC 20N
WL 117230, the court looked beyond the four
corners of email communications between a
client and her attorney and applied the context
of privacy expectations during an employment
relationship to strip away privilege.

Holmes itself does not present a unique
litigation situation. Soon after the parties’
employment relationship began, the plaintiff
found herseif pregnant and eligible for mater-
nity leave of up to four months. Tensions arose
between the employee and the employer,



about statutory obligations and the rules of pregnancy eti-
quette, which led to the employee emailing an attorney friend
for advice. The email exchange was addressed solely to the
attorney, but was sent to and from the employee’s work email
address. In the emails, the plaintiff stated she was upset and
hurt by the dialogue she was having with her supervisor, but
that she did not want to quit her job, and only hoped to make the
situation better. Later that same day, the attorney emailed the
plaintiff and advised her to delete their communications, fear-
ful the employer might claim a right to access it at a later date.
The situation progressed, with the plaintiff eventually quitting
and filing litigation with the operative claims of harassment and
wrongful termination.

When plaintiff's deposition occurred, to her surprise, defen-
dant produced copies of the emails she exchanged with her
attorney. Over objection, a line of questioning regarding the
communications was pursued. Thereafter, the plaintiff unsuc-
cessfully sought a protective order and the emails were pre-
sented in summary adjudication hearings and at trial to show
that the plaintiff did not suffer severe and pervasive harassment
or emotional distress, but instead mere frustration and annoy-
ance. The emails further reflected that the lawsuit might in fact
have been filed at the attorney’s urgence, when the plaintiff just
wanted to make the situation "better” The plaintiff appealed
the admission of the emails into evidence.

In finding no error, the Court of Appeal recognized that such
communications exist at the boundary line of privilege and pri-
vacy expectation:

Although a communication between persons in an attor-
ney client relationship ‘does not lose its privileged char-
acter for the sole reason that it is communicated by elec-
tronic means or because persons involved in the deliv-
ery, facilitation, or storage of electronic communication
may have access to the content of the communication’
this does not mean that an electronic communication is
privileged (1) when the electronic means used belongs to
the defendant; (2) the defendant has advised the plain-
tiff that communications using electronic means are not
private and may be monitored, and may be used only for
business purposes; and (3) the plaintiff is aware of and
agrees to these conditions.

Id. at 4 (internal citations omitted).

No privilege could attach because the plaintiff used her
employer's company email account, after being warned it was
to be used for company only business, and that emails were
subject to monitoring and periodic review. The warnings con-
tained in the employee handbook issued at the beginning of
employment were sufficient to put the employee on notice.
Plaintiff's belief that she was entitled to privacy because of a

unique personal access password and the immediate deletion
of the emails were found to be unreasonable. Perhaps going
a bit overboard, the Court used the following analogy: “This is
akin to consulting her attorney in one of defendants’ confer-
ence rooms, in a loud voice, with the door open, yet unreason-
ably expecting that the conversation overheard by [defendant]
would be privileged.” Id. Of course, in reality, the conversation
had not been contemporaneously overheard and no “door” was
left open. Instead, defendant performed a post employment,
litigation inspired, reconnaissance mission to retrieve all emails,
whether deleted or not.

Holmes makes it clear that the expectation of privacy does
not exist when employees use employer's electronic systems to
communicate with attorneys, after forewarning that communi-
cations may be reviewed. Applying a similar analysis may shed
the attorney client privilege in situations where public comput-
ers are used or third party email accounts are employed despite
the fact that the third party never actually reviews the commu-
nication. A finding of attorney client privilege is grounded in
expectation, losing the privilege may be grounded in expecta-
tion as well. It is important to remember, however, that Evi-
dence Code section 917(b) explicitly provides that email will not
lose its privileged character solely because a third party may
have access to the correspondence at some point in the trans-
mission. In general to lose privilege, there must be something
more; in Holmes, the something more was the corporate policy
that removed the plaintiff's reasonable expectation of privacy.

Unlike a letter, each email requires individual scrutiny beyond
the identity of the author and recipients. The location of the
author must be considered, along with the objective expecta-
tions of privacy that the particular location carries with it. In
the age of laptops and iPhones, location clearly is not limited
to physical presence but can‘also mean the basis for the inter-
net connection or email provider. Yet, using a personal email
account on a work device may not be enough to ensure privilege
either. It is necessary to consider the provider's policy, whether
that is the employer or the public library. Basic policies detail-
ing permissible uses of property, which identify the possibility
that some third party entity may scour email transmissions and
monitor interest use, will likely operate to remove any expecta-
tion of privacy. When that loss of expectation occurs, the attor-
ney client privilege is lost.

Naturally, the expectations of who will review correspon-
dence prepared on a typewritter are significantly different than
that of an email. To the dislike of techies, efficiency enthusiasts,
and document reviewers everywhere, sometimes it is simply
less risky to communicate face to face or by hard copy. How-
ever, | speak on behalf of my generation in proclaiming the hope
that Holmes and its progeny does not inspire a return to fac-
simile correspondence.
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Increasing Your Internet Efficiency... Continued from page 7

ical and intuitive to you so that you will be consistent and able to
find the resources easily at a later date.

Maintain. Take the time to change the names and/or struc-
tures of bookmarks and folders that aren’t working for you.
Repair or delete links that no longer work. By keeping your
Favorites fresh and accurate, you will preserve the value of your
bookmark collection.

In addition to these four fundamental tips, be sure to take
full advantage of the Favorites or Bookmarks Bar—links you
save to a special folder which appear as convenient buttons on
your menu bar. This is prime real estate on your browser screen
for your most frequently visited internet resources, so remem-
ber to apply the previous best practices here as well. Choose
wisely. Name succinctly (the shorter the name of each Favorite,
the more Favorites you can fit in). Align the buttons across the
top (by dragging and dropping them) in the most convenient
arrangement. And, of course, keep these links fresh and accu-

rate—and relevant to your current work.

Favorites are stored in a file that is PC-specific, so once
you've developed your bookmark collection remember to trans-
fer it whenever you upgrade your computer. You may also want
to go a step further and import it to a social bookmarking web-
site so that you can access your collection from any computer
connected to the internet. Delicious (www.delicious.com) and
Diigo (www.diigo.com) are examples of social bookmarking
sites that have step-by-step instructions for importing your
bookmarks once you've created a free account with them.

By learning to manage your search results in various win-
dows, you will be able to review your search results more effec-
tively, and investing some time up front in developing a well-
organized collection of websites that you use on a regular basis
will save you time in the long run. Hone your internet skills with
these concrete suggestions and you may even save so much
time that you find yourself free to surf just for fun!

Flying “The Friendly Skies"... Continued from page 10

get there by train, but sometimes isn't it worth it to take a little
longer? We have been a society of “instant” everything, includ-
ing instant travel from one place to the next - you go up in the
air from your starting point and don't land until you reach your
destination! Even if we just do it once a year, maybe we should
take the extra time to see the sights and the people along the
way. Our life will be richer for having done so.

As | got to my destination in Stockton and took the taxi to the
hotel, | was truly grateful for having spent the seven or so hours
on that ride - for all the sights that | saw and the people that |

Let’s Talk Motions... Continued from page 11

professional manner and have presented a clean and clear
motion. This is parliamentary procedure at its best.

The last piece of information | would like to leave you with
is that according to RRONR ”In the debate, each member has
the right to speak twice on the same question on the same
day, but cannot make a second speech on the same question
so long as any member who has not spoken on that question

Scholarship Thank You... Continued from page 19

porated, for having selected me for this most prestigious award. This
scholarship has made it possible for me to continue my legal studies
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met. | was grateful for not having rushed to get where | was
going. | was relaxed when | arrived at the conference, and
enjoyed it more as a result. So if you have the opportunity to go
to another conference and it's not that far away from where you
live, take the time to ride the Amtrak and really meet some
fellow travelers on your way to an educational conference put
on by LSI. You will have started your education on your travel to
the conference just by taking the time to relax and enjoy the
ride!!

desires the floor. A member who has spoken twice on a par-
ticular question on the same day has exhausted his right to
debate that question for that day.” There is also a time limit of
two minutes for each speech.

We are all professionals, let us strive to be educated in ali
areas concerning our association, corporation, and to follow
the Code of Ethics of LS|, Incorporated.

and move forward towards completion of both my Legal Secretary
certificate as well as an Associates' degree in Paralegal Studies.
All the best,



LEGAL SPECIALIZATION SECTIONS

Of LEGAL SECRETARIES, INCORPORATED
2011-2012 MEMBERSHIP APPLICATION/ANNUAL RENEWAL FORM

Complete and mail with your check made payable to LSI, for $20 for each section, or a total fee of $75 per year
to join all SIX sections simultaneously if an LSI Member, or $40 for each section or a total fee of $150 per year
to join all sections simultaneously if joining as a non-LSI member.

Mail to: Cheryl L. Kent, PLS, CCLS, Legal Specialization Sections Coordinator
5534 Blackbird Drive, Pleasanton, CA 94566

Enclosed is payment of my dues for the fiscal year 8/1/11 through 7/31/12 for the following Section(s). Please
check appropriate boxes below for the sections you are joining.

Method of Payment: Check, payable to “LSL” enclosed ]  VISA [ ] MASTERCARD [] AMEX []
Credit Card Information: Number Expiration Date: Month Year
Name on Credit Card: Card Verification Number

PER LSI STANDING RULES, CHECKS ISSUED TO LSI WHICH ARE NON-NEGOTIABLE BECAUSE OF
INSUFFICIENT FUNDS OR OTHER REASON SHALL BE REPLACED IMMEDIATELY BY CASH, A CERTIFIED
CHECK OR MONEY ORDER FOR THE AMOUNT OF THE ORIGINAL CHECK, PLUS $25 PENALTY, PLUS THE
ACTUAL COST CHARGED LSI BY THE FINANCIAL INSTITUTION FOR PROCESSING THE ORIGINAL CHECK.

NEW RENEWAL
Civil Litigation ‘
Criminal Law @ig
Family Law a % a
Law Office Administration ‘
Probate/Estate Planning
Transactional Law
(PLEASE PRINT OR TYPE)
NAME: MR./MRS./MS. PLS/CCLS/CLA/PARALEGAL
ADDRESS/CITY/STATE/ZIP
LOCAL ASSOCIATION: LSA/LPA
RESIDENCE PHONE () BUSINESS PHONE: ()
E-MAIL ADDRESS(ES):
EMPLOYER:
EMPLOYER'S ADDRESS:

PREFERRED MAILING ADDRESS: [] HOME [J OFFICE [] EMAIL
YEARS OF LEGAL EXPERIENCE:
SPECIALTY:
FAMILIAR WITH PRACTICE IN COUNTIES OF (Please indicate each County, not area):
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MICHELLE RODGERS

Michelle Rodgers is the
Chairman of the CCLS
Certifying Board. She is a
legal assistant with Stern,
Van Vieck & McCarron,
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a legal secretary for 23
years, earned her CCLS in
2001, and holds a paralegal
certificate as well. She is a
member and current presi-
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Professionals Association.
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TERRIE QUINTON

Terrie Quinton is the Cali-
fornia Certified Legal Sec-
retary Chairman for Legal
Secretaries, Incorporated.
She has been a legal sec-
retary since 1985, and is a
member of San Diego Legal
Secretaries Association.
Terrie obtained her CCLS
in 1997 and is currently the
CCLS Chair for her local
association.

CCLS Program Updates

MICHELLE RODGERS, CCLS — CHAIRMAN OFTHE CCLS CERTIFYING BOARD AND

TERRIE QUINTON, CCLS — LSI CCLS CHAIRMAN

CHANGES TO THE EXAM

Some long-awaited changes are coming to the
Legal Computations section of the California
Certified Legal Secretary exam in March 2012.
The good news - the remaining bookkeeping
questions will be removed from the exam. The
bad news - they will be replaced by additional
computation questions. The Certifying Board
has taken the comments regarding the time it
takes to complete this section of the exam, and
will adjust the number of questions accord-
ingly. The exam will cover calendaring, filing
fees, and math.

RECERTIFICATION

The Standards for Recertification are in the
process of being revised and will be posted
on the LS| website soon. Be sure to check the
website and review the Standards before sub-
mitting your Application for Recertification,
especially if you are recertifying in March 2012.

Among the revisions to the Standards are:

1. The requirement for a substantive hand-
out has been revised. A substantive hand-
out is now required for all programs lasting
more than 1hour. If a program is 1 hour, no
handout is required. If the program lasts
longer than 1 hour, a substantive handout
is required. If no substantive handout is
provided, the Certifying Board may reduce
the credit hours to 1 hour.

2. Webinars have been included as an option
for self-study. Remember, you are only
allowed 5 credit hours of self-study within
any recertification period. The same
requirements for handouts apply to self-
study.

Remember when sending in your Application
for Recertification, that you must send original
certificates of attendance. If you do not have
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your originals, contact the program provider
and request a duplicate original.

When submitting MCLE certificates for CCLS
recertification credit, your supervising attor-
ney must sign the certificate. If the supervis-
ing attorney does not sign the certificate, the
credits will be rejected.

When sending in your Application for Recer-
tification, do not send it too far in advance of
your recertification period. The members of
the Certifying Board are busy preparing for the
upcoming CCLS Exam each February and Sep-
tember. To make it easier for the Recertifica-
tion Chair to do what is necessary to prepare
for the exam, please do not send in your Appli-
cations for Recertification until March 1 or
October 1. This is plenty of time for the Chair
to review your Application and certificates and
notify you of any questions they may have. Do
NOT send in your Application for Recertifica-
tion before your recertification period (i.e., do
not send in your Application in March if you
recertify in October). If you have any questions
about when your recertification is due, contact
the Certifying Board Chair.

We all want to make sure our Application for
Recertification is received by the Certifying
Board. But please do NOT send your Applica-
tion using a method that requires a signature
to the Post Office Box. If you would like to send
your Application via certified mail or overnight
mail requiring a signature, please contact the
Certifying Board Chair or Recertification Chair
to obtain an alternate address.

OTHER CCLS NEWS

Look for information coming in early 2012
about the possibility about how your associa-
tion could win an exam fee waiver. More details
will be provided in a future CCLS Directive.



LEGAL SPECIALIZATION SECTION SEMINARS
3rd Quarterly Conference - February 24-26, 2012 -

Host: Mt. Diablo LPA

REGISTRATION FORM - DEADLINE IS FRIDAY, February 17, 2012

Hilton Concord

Registration MUST be RECEIVED by each Section Leader on

or before the deadline.
Please make advance reservations so materials may be prepared. Please check appropriate boxes below.
Mail, Fax or E-Mail a copy of this form to each corresponding Section Leader.

(T

Send a self-addressed, stamped envelope if you wish confirmation of your reservation.
PLEASE MAKE ALL CHECKS PAYABLE TO "LSI"

LS| SECTION MEMBER:
Free with Advanced Reservations
$5.00 at the Door/After Deadline
Handout Only: $5.00

LSI NON-SECTION MEMBER:
$10.00 with Advanced Reservation
$15.00 at the Door/After Deadline
Handout Only: $10.00

NON-LSI MEMBER:
$15.00 with Advanced Reservation
$20.00 at the Door/After Deadline
Handout Only: $15.00

Friday, February 24, 2012 --

7:30 p.m. to 9:00 p.m.

PROBATE/ESTATE PLANNING:

Topic: Estate Planning Issues and Timely Topics
for our Aging Population

Speaker: Virginia M. George, Esg.

Q I will attend 0 Section Member [ Non-Section Member
Q Non-LSI Member O Handout Only

Send to: Linda Moore, CCLS, Probate/Estate Planning Section Leader
¢/o Stutz Artiano Shinoff & Holtz, APC
2488 Historic Decatur Rd., Ste. 200, San Diego, CA 92106
(O) 619-232-3122 ext. 404 (F) 619-232-3264
Email:_Imoore@stutzartiano.com

CIVIL LITIGATION:

Topic: Trial Preparation

Speaker: Richard C. Raines, Esg.

O I will attend O Section Member O Non-Section Member
Q Non-LSI Member O Handout Only

Send to: Denise Aguilar, CCLS, Civil Litigation Section Leader
8279 Philodendron Way, Buena Park, CA 90620-2120
(H) 714-670-0215
Email:daguilar57 @att.net

Saturday, February 25, 2012 — 10:30 a.m. to 12:00 p.m.

TRANSACTIONAL LAW:
Topic: Bankruptcy and The Road to Recovery

Speaker: Diane Mecca

O I will attend O Section Member 1 Non-Section Member
Q Non-LSI Member O Handout Only

Send to: Belinda Owens, Transactional Law Section Leader
3163 Easy Street, San Diego, CA 92105
(C) 619-261-9323
Email: bowens0913@aol.com

FAMILY LAW:
Topic: Maneuvering thru Watts & Epstein Credits
Speaker: William P. Davis, Esq.
O I will attend O Section Member O Non-Section Member
QO Non-LSI Member O Handout Only

Send to: Judith Williams, Family Law Section Leader
2368 Lincoln Street, Suite A, Oroville, CA 95966
(O) 530-534-8973 (F) 530-534-6551
Email: pwplgl2@yahoo.com

Saturday, February 25, 2012

— 4:00 p.m. to 5:30 p.m.

LAW OFFICE ADMINISTRATION:
Topic: TBA
Speaker: TBA

Q I will attend O Section Member [ Non-Section Member
QO Non-LSI Member 0 Handout Only

Send to: Sara E. Mull, CCLS, Law Office Administration Section Leader
Harris, Sanford & Hamman
P. O. Box 908, Gridley, CA 95948
(O) 530-846-5691 (F) 530-846-5738
Email: sara@sacvalleylaw.com

Name:

CRIMINAL LAW:
Topic: TBA
Speaker: TBA
Q lwillattend O Section Member 0 Non-Section Member
Q Non-LSI Member O Handout Only

Send to: Linda Lane, Criminal Law Section Leader
P. O. Box 12582, La Crescenta, CA 91224
(H) 818-248-0739 (C) 818-434-6600
Email: |lane44@yahoo.com

PLS/CCLS/CLA/Paralegal E-mail:

Address/City/State:

Phone: (Work) (Home)

Local Assn.: LSA/LPA

Method of Payment: CJCheck [JCredit Card Number

Expiration Date:

Name on Credit Card: Type of Card:

Visa MIC____ AmEx____ Card Verification No:

PER LS! STANDING RULES, CHECKS ISSUED TO LS WHICH ARE NON-NEGOTIABLE BECAUSE OF INSUFFICEINT FUNDS OR OTHER REASON SHALL BE
REPLACED IMMEDIATELY BY CASH, A CERTIFIED CHECK OR MONEY ORDER FOR THE AMOUNT OF THE ORIGINAL CHECK, PLUS $25 PENALTY, PLUS THE
ACTUAL COST CHARGED LS! BY THE FINANCIAL INSTITUTION FOR PROCESSING THE ORIGINAL CHECK.

The Legal Specialization Sections are a program of Legal Secretaries, Incorporated, an approved provider, and certify that these
seminars have been approved for minimum MCLE/CLE credit of 1.25 hours each, by the State Bar of Califomia.
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MARIA BISHOP

Maria Bishop is the Editor
in-Chief of LSI’s Publications
Revision Committee. Maria
is a member of Mt. Diablo
LPA and currently serving
as its Treasurer. She has
been employed as a legal
secretary and paralegal

for 36 years, working for
the same attorney, Richard
Perez of Perez & Miller, for
the past 34 years.

Let The Games Begin

MARIA BISHOP, CCLS —CHAIRMAN, FEB. 2012 QUARTERLY CONFERENCE

t. Diablo Legal Professionals Associa-

tion is looking forward to hosting the

Third Quarterly Board of Governors
Conference at the Hilton Hotel in Concord,
California. The theme of our conference will be
“Let The Games Begin!”

On Friday you will enter “Candyland”
(remember that game?). You will have the
opportunity to test your skills and win prizes
playing "Minute To Win It"-type games and
enjoy a light repast to curb your hunger pangs
before you head off to the two LSS workshops
being offered that evening. You will also get to
meet our vendors, and don't forget to bring the
“Monopoly” vendor card (in your registration
packet) with you to have the vendors sign it for
a chance to win the vendor prize.

On Saturday, you will be treated to a scav-
enger hunt within the hotel. Those who find all
the objects will be entered into a drawing for a
prize to be given away at Sunday brunch.

While enjoying your lunch, you will get to
test your skills with some fun table games.

We will be hosting a Black and White Ball at
the Saturday banquet, so come dressed in your
finest Black/White outfit. The game theme
will be "Chess,” but don't worry, we won't be
playing that game. We will have a fun "mys-
tery” game for you to play that evening.

The beautiful, newly remodeled Concord
Hotel is home to Grissini Trattoria & Wine
Bar  (http://concordhilton.com/grissini.asp),
a moderately priced restaurant which serves
breakfast, lunch and dinner (Note: the res-
taurant is closed for lunch on Saturdays). If
you want to venture out, the Willows Shop-
ping Center is right across the street -- where
you will find many restaurants such as Claim
Jumper, Benihana, El Torito, and Fuddruckers,
and lots of stores to shop in. There is also Sun
Valley Mall just a couple of miles away. The
hotel offers free shuttles to/from the Concord
BART station. Parking is free at the hotel. And
in case you don't get enough fun and games

18 | THE LEGAL SECRETARY

at our conference, the Hilton is surrounded by
fun, local attractions.

Just down the street is the Buchanan Fields
Golf Course - an executive 9-hole public golf
course with 1,982 yards of golf and its own driv-
ing range. For more information and details,
visit www.buchananfieldsgolfclub.com.

If you're into gambling, a couple miles
away is the California Grand Casino which
has endured a colorful history since 1854.
The Casino offers the Concord visitor many
upscale amenities, including a large gaming
area, a full bar, and a restaurant called The
Grand Cafe. Open 24 hours a day, the Califor-
nia Grand Casino offers “new player coupons,”
super cash jackpots, and no limit tournaments.
Check out www.calgrandcasino.com for more
information and details.

You might want to spend a couple more
days in the area and attend the Bay Area
Renaissance Festival with its animated, sea-
sonal festival of live music, stage acts, and lane
characters. What could be better than watch-
ing a game of human combat chess or a live
armored joust? The Bay Area Renaissance Fes-
tival offers unique entertainment and gourmet
food with eight stages of action. The fair will
run from February 18 to April 1, 2012. For more
information and details, visit www.bayareare-
naissancefest.com.

And if performing arts is your interest,
the Lesher Arts Center in Walnut Creek has
three great performances the weekend of your
visit:The Philadelphia Story, Arms And The
Man, and Legally Blond. Visit their website for
more information, www.lesherartscenter.org.

Mt. Diablo Legal Professionals Association
is excited and looking forward to seeing you
all!



Scholarship Thank You

DIANA DEMPSEY, CCLS — LSI CAREER PROMOTION SCHOLARSHIP CHAIR

ometimes during your day-to-day life you

come across something that touches you.

As LSI Career Promotion/Scholarship
Chair, that happens on a regular basis. Being
part of the Eula Mae Jett Scholarship Program
is true gratification, as we are able to help so
many up-and-coming legal secretaries, para-
legals, court reporters, and law office adminis-
trators each year with money they truly need.
Each applicant has their own story, and while
some may be more deserving than others, |
wish we could help each one!

| see many thank you notes in my position.
Some are just short notes, and some more
lengthy, but each person is truly grateful we
have chosen them as a scholarship recipient.
As the 2010-2011 season is coming to a close,
one of the last persons to submit their proof
of completion for their spring/summer classes
is Mervana Foremski. With her proof came a
really touching letter that | just had to share,
and | have asked it to be published with this
article. Receiving letters like this one really
makes it all worthwhile! | hope you will take a
moment to read it.

As we head toward another scholarship
season, | hope you will spread the word about
the scholarship program. If your local associa-
tion does not have a Scholarship Chair, it is not
too late to select one.

One last thing - please contact me if you
have any suggestions for one of next year's
scholarship judges. | can be reached at Diana@
mtdiablolpa.info. | hope you enjoy Mervana's
letter.

Dear Diana,

As per our email correspondence earlier this
week, | am sending my proof of completion for
Spring 2011, along with proof of enrollment for
Fall 2011, as required for my Eula Mae Jett schol-
arship award.

Interested and curious, | researched and found
out that Eula Mae Jett was the founder (or found-

ing member) of NALS, way back in 1929! It gives
me great pride to have been chosen for this partic-
ular scholarship, especially when I think of all the
legal secretaries and legal assistants who have
come before me, paved the way, and who con-
tinue to make this a noble and exciting profession.

| was initially drawn to working as a secretary
as a young girl because my Aunt Nancy was a
secretary in New York City many years ago, and
| greatly admired and respected her. Years later,
when | was working in San Francisco, | had a
summer job working in the legal department of
Pacific Bell. | absolutely loved it, and that set the
little wheels in motion for me over the course of
the years, between child-raising, to pursue my
education to learn the necessary skills to work
as a legal secretary. As | continue in the Parale-
gal Studies program at Santa Rosa Junior Col-
lege, | see the benefits in furthering my education.
Because | was on disability for a few years, | truly
believe that what | may lack in recent on-the-job
experience, | will make up with a good, solid legal
education on my resume.

We are very lucky to have a great Junior Col-
lege here in Santa Rosa, offering several legal sec-
retary and law office support staff certificates. |
hope to be among the first of many to graduate
from the Paralegal Studies program, which was
just approved last year.

While | continue my legal studies, | have the
good fortune to be working part-time as a volun-
teer/intern with our local County Counsel, serving
as their law library assistant. As a student look-
ing for work, | highly recommend volunteering in
the legal community as a great way to network
and gain work experience. | really enjoy working
in the law library. Being a legal research assistant
is very interesting and having good research skills
is essential.

| would like to take this opportunity to thank
you and all the members of the Eula Mae Jett
Scholarship Board at Legal Secretaries, Incor-

...Continues on page 14

DIANA DEMPSEY

Diana Dempsey is a
member of Mt. Diablo LPA
and LS| Career Promotion
Scholarship Chair.
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TERRIE QUINTON

Terrie Quinton is the Cali-
fornia Certified Legal Sec-
retary Chairman for Legal
Secretaries, Incorporated.
She has been a legal sec-
retary since 1985, and is
a member of San Diego
Legal Secretaries Associa-
tion. Terrie obtained her
CCLS in 1997 and is cur
rently the CCLS Chair for
her local association.

Congratulations To Our
Newest CCLSs!

TERRIE QUINTON, CCLS — LSI CCLS CHAIRMAN

Congratulations are in order for our seven newest CCLSs. These individuals all worked very hard
and diligently to achieve this status.

Kathy Aragon, CCLS
Sarah Child, CCLS

Mary K. Kozlak, CCLS
Jennifer Linteo, CCLS
Julia C. Mandy, CCLS
Naomi Snyder, CCLS
Susan M. Spencer, CCLS

San Diego LSA

Mt. Diablo LPA

San Diego LSA

Member at Large

San Diego LSA

Beverly Hills/Century City LPA
Member at Large

Taking the CCLS Exam is a pretty high hurdle at the end of a marathon of studying.

Before taking the exam, each examinee spends countless hours reading the Law Office Pro-
cedures Manual, Gregg Reference Manual, California Style Manual, and many other reference
materials. It takes dedication, perseverance, and fortitude to cross the finish line.

Each of these ladies deserves a hearty congratulations. We will celebrate them further at
Annual Conference in May. Perhaps hearing their stories at the CCLS Luncheon will encourage
you to take the CCLS Exam.

2 _' ”‘f«e v * ‘ o Court Reporters - Conference Rooms
= o Video - Interpreters - Videoconferencing
v" Online Scheduling & Calendar Review
. v Online Transcript & Exhibit Access
24-Hour Scheduling v Realtime & Remote Access Services
800-697-3210 v Digital Transcript Delivery
www.hutchings.com j v;ging _? Otngrt\e Do_cument Et)t:ap(l)stitorief
hutchcal@hutchinas.com ideo & Text Streaming over the interne
cal@ g v' Corporate Administration Programs
v

HUTCHINGS
%) COURT REPORTERS

».. Local| Statewide | National | International

CLE Presentations and Training

Setting the Course for Excellence Since 1953
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“2 L iSECRETARlEs INCORPORATED'_' il

THE IDEAL TRAINING MANUAL FOR NEW STAFF!

The Problem: Training new law office staff members is time-consuming and expensive.
The adequacy of the training is often dependent on the ability of the existing staff.
Loss of key personnel may make it impossible to train and supervise less experienced staff.

The Solution: A system for training new staff and a reference source for all existing
office personnel. The Law Office Procedures Manual, created by Legal Secretaries,
Incorporated, provides everything you need to know about the forms, rules and

procedures required in a law office. 1Volume
STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice. LS| Members-Only Price: $140
FORMS: The Manual includes the major Judicial Council forms, plus typical Nonmembers Price: $-|75
attorney-drafted forms. Sample forms are filled out to illustrate common applications. (includes shipping)

UP-TO-DATE: The Manual is updated twice a year to include revised Judicial Council
forms and other changes in applicable rules and procedures.

CONTENTS
¢ Court Structure * Adoptions Notarial Acknowledgments; Recording
¢ Civil Procedure * Probate Laws; Forms of Address; U.S. Postal
* Local Rules + Conservatorships and Guardianships Service Addressing Standards and State
* Discovery » Corporations and Limited Liability Code Abbreviations; Transcription and
« Unlawful Detainer Companies Proofreading; Alphabetic Filing Rules;
+ Real Estate + Workers' Compensation Calendars; Leg:f\l Abbreviations
¢ Criminal ¢ Miscellaneous: Practice Tips; Service and and Jargon; Offlc.e Procedures;
* Family Law Proof of Service; Fax Filings; Verifications; Reference Materials

Substitution/Association of Counsel; * Clossary

LAW OFFICE PROCEDURES MANUAL ORDER FORM

PR Q BTOTA A AMO
Law Office Procedures Manual $140 (LS| Members-Only Price)
Law Office Procedures Manual $175 (Nonmembers Priée)

[J MY PAYMENT IS ENCLOSED. 45-day return privileges apply.
[ PLEASE SEND ON 45-DAY APPROVAL. If | decide not to keep this title, | will return it within 45 days at my own expense.

3 ways to order! Your subscriptlon(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Mail or fax this order form ] Do not send future Updates. | understand this product has limited value without Updates. (Cost of 2011 Update #2 was $50.)
Call 1-800-747-3161 (ext. 2) NAME PHONE(___)
Visit .RutterGroup.com E-MAIL ADDRESS o STATE BAR NUMBER

FIRM
Mail to THERUTTERGROUP  zppRess SUITE
15760 Ventura Blvd.

. Ty STATE ZIP

Suite 630
Encino, CA 91436 [ Enclosed is my check for $ payable to THE RUTTER GROUP
Or fax to 1-818-377-7839 [dcChargeS___ onmy [JVISA [0 MASTERCARD [J AMERICAN EXPRESS

CREDIT CARD NUMBER EXP. DATE

SIGNATURE

To order or for more information, call 1-800-747-3161 (ext. 2) 40530574

';' THOMSON REUTERS
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Imperial County Legal Professionals Association
and
San Diego Legal Secretaries Association

celebrate the 50s with

HAPPY DAYS

Legal Secretaries, Incorporated’s 78th Annual Conference

Bahia Resort Hotel
ﬁ ﬁ 998 W. Mission Bay Drive, San Diego, CA 92109 ﬁ

May 17-20, 2012

ﬁ CONFERENCE REGISTRATION FORM ﬁ

NAME (AS IT WILL APPEAR ON BADGE ):
MAILING ADDRESS:
CITY/STATE/ZIP:
TELEPHONE:
EMAIL ADDRESS:
LOCAL ASSOCIATION (DO NOT ABBREVIATE):

PLEASE CHECK IF APPLICABLE (INCLUDE TITLE):

STATE OFFICER:
STATE CHAIRMAN:
[J GOVERNOR 0O ccLs OpLs [J DELEGATE O ALTERNATE DELEGATE

SCRIP TICKET (INCLUDES REGISTRATION, WELCOME RECEPTION, BANQUET, AND BRUNCH):
BY CHECK BY PAYPAL

POSTMARKED ON OR BEFORE APRIL 15, 2012 $127.00 $13099 §
POSTMARKED ON OR AFTER APRIL 16, 2012 $137.00 $14128 §
INDIVIDUAL TICKETS:

REGISTRATION ON OR BEFORE APRIL 15,2012 @ $20.00 $20.88 $
REGISTRATION ON OR AFTER APRIL 16, 2012 @ $30.00 $31.17 $
GOVERNORS' LUNCHEON (FRIDAY) @ $25.00 $26.03 $
PRESIDENTS’ LUNCHEON (FRIDAY) @ $25.00 $26.03 $
NEWCOMERS'’ LUNCHEON (FRIDAY) @ $25.00 $26.03 $
WELCOME RECEPTION (FRIDAY) @ $25.00 $26.03 $
CCLS LUNCHEON (SATURDAY) @ $27.00 $28.09 $
BANQUET (SATURDAY) @ $60.00 $62.04 $

___PRIMERIB ___ SALMON ___ VEGETARIAN

BRUNCH (SUNDAY) @ $28.00 $29.12 $
TOTAL AMOUNT PAID: $

SPECIAL DIETARY REQUEST (INCLUDING VEGETARIAN):

MAKE CHECKS PAYABLE TO: 2012 ANNUAL CONFERENCE FUND
SEND TO: ESPERANZA LARIOS, P.O. BOX 3805, EL CENTRO, CA 92244
TO PAY BY PAYPAL: WWW.SDLSA.ORG (PAYMENT INCLUDES TRANSACTION FEE)

22 | THE LEGAL SECRETARY



Imperial County Legal Professionals Association
and
San Diego Legal Secretaries Association

celebrate the 50s with

HAPPY DAYS

Legal Secretaries, Incorporated’s 78th Annual Conference

Bahia Resort Hotel
ﬁ ﬁ 998 W. Mission Bay Drive, San Diego, CA 92109 ﬁ

May 17-20, 2012

ﬁ HOTEL REGISTRATION FORM ﬁ

Name:
Mailing address:
City/State/Zip:
Telephone:
Email Address:

Arrival Date: Departure Date:
Roommate(s):

Accommodations:

Al

Children 17 and under may stay in BA H lA

parents’ room at no additional charge RESORT HOTEL

Reservations: https://shop.evanshotels.com/bahia_groups/isi0516b12.htmi or
call the hotel at 858-488-0551

O Single/Double $139.00 per night

O Triple $159.00 per night
O Quad $179.00 per night
[0 Add’l Person $20.00 per night

DEADLINE TO RESERVE YOUR ROOM IS APRIL 16, 2012 — BOOK EARLY!
Check In: 4:00 p.m. Check Out: 12:00 p.m.
Parking: Complimentary
Airport: San Diego International Airport is 7 miles from the hotel.
Transportation: Cloud 9 Shuttle ($12 each way); taxi ($22-$27 each way)

For additional information, contact:

Liz Adame, CCLS, Conference Co-Chair (760) 460-1916
liz.adame@sbcglobal.net
Michelle D. Tice, CCLS, Conference Co-Chair (619) 820-9525

michelle@danstanfordlaw.com and mdtice@cox.net

(please send emails to both addresses)
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JOSEPH C. SCOTT

Joseph C. Scott is an
LA-based attorney and
Vice President/General

Manager of Compulaw,
LLC and Deadlines.com
(formerly Deadlines On
Demand, LLC), providing
legal rules-based calendar-
ing software and services
for law firms. He is a regu-
lar speaker, CLE presenter,
and author on the topic of
risk management, legal
industry calendaring, busi-
ness continuity and related
case strategy. He can be
reached at (310) 553-3355
or jscott@compulaw.com.

A Little Knowledge About Automated,
Rules-Based Calendaring Can Go A Long Way

JOSEPH C. SCOTT, J.D. — ALAMEDA COUNTY LSA

ccording to the most recent Profile

of Legal Malpractice Claims, a study

released by the ABA Standing Commit-
tee on Lawyers’ Professional Liability, calendar
related errors are the leading cause of mal-
practice actions against lawyers accounting
for over 34% of all malpractice claims, with
seventy percent of claims filed against firms
with five or fewer attorneys.

With these statistics in hand, it may come
as a surprise that many law firms (and most
smaller practices and solos) still do not have
a formal, proven process when it comes to
managing their calendars and deadlines. In
some cases, it's an issue of economics or lack
of funds to purchase a system, but in many
other scenarios, it simply boils down to a lack
of information and knowledge about available
tools or software to help automate the pro-
cess and avoid costly mistakes. Calendaring
errors occur when legal professionals (from
legal secretary to attorney) forget to calendar,
do not know what to calendar, apply the wrong
rules when they do calendar, forget how many
days there are in a particular month, or simply
miscount. Fortunately, affordable technolo-
gies and deadline calculation services are now
available that can make any legal professional
tasked with calendaring much more efficient
while greatly reducing the likelihood of making
rrors.

Risk Management Made Easier

While managing or mitigating risk is some-
thing attorneys routinely engage in as part of
their client work, it has not always been linked
to law firm business operations. Automated
calendaring software should not only play
an integral part in a firm's risk management
strategy, but can be leveraged to address busi-
ness continuity. If used proactively, it can be a
useful case strategy tool as well. While there
are numerous best practices when it comes
to utilizing calendaring technologies to help
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manage firm risk, a small number are truly 'no

brainers”:

*  Review and analysis of malpractice carrier
mandates. Understanding carriers' calen-
dar automation requirements and disaster
recovery plans can streamline compliance
and result in insurance discounts,

*  Maximizing calendar exposure. Maximiz-
ing calendar exposure firm-wide, estab-
lishing one cohesive, central, easy to
access calendaring system, will minimize
errors and reduce billable time spent on
researching and calculating deadlines.

» Desktop calendar integration. Integrating
calendaring systems with existing plat-
forms such as Outlook, GroupWise and
Lotus Notes adds to the cohesiveness and
integrity of the firm-wide, centralized cal-
endar.

* Web-based Access. A web portal that
provides anytime, anywhere access to cal-
endars and deadlines, one that includes
mobile lawyers as well as clients, can fur-
ther reduce potential human errors.

Tightening The Reins On Case Management

Go beyond risk management. By better under-
standing calendaring, rules and deadlines (or
as suggested here, using technology to do
the heavy lifting), attorneys and their support
staff will plan and strategize with more accu-
racy and reliability. And, since court rules can
govern when, what time, and in which court-
rooms a lawyer can or must do certain things,
they can be proactively used as a tool to force
the opposing side to take action or suffer pay
sanctions if deadlines are missed.

Making The Case For Legal Calendaring Alternatives
As mentioned above, an effective way to mini-
mize errors is to use an automated rules-based
calendaring program. Here are some tips and
pointers to keep in mind when contemplating
implementation and use:



» Rules-based computerized date calculations services are 15 o
no longer limited to large law firms with extensive IT sup- WE RE THE CAL A4
port, or to firms whose attorneys only concentrate on litiga- DURING THE STORM:

tion. Various services available online do not even require
law firms to purchase and learn new software programs,
but operate via a software-as-a-service web model.

* Software-as-a-service means fiexibility and mobility: Web-
based deadline calculations portals, for example, can pro-
vide mobile lawyers, anytime, anywhere access to critical
dates and deadlines.

* A ‘pay-as-you-go' or ‘pay-by-case’ pricing model best
meets the needs of firms with limited budgets and those
that prefer to bill calculation fees back to clients.

* Accessing calendars online and having redundancies
‘housed’ in multiple locations greatly aids disaster recovery.

= Court date calculation services are a tremendous produc- » Realtime reporting » Interpreters
tivity enhancer often saving days, if not weeks of research » 247 availability
time while simultaneously reducing human errors.

*  Verify Compliance: Although it is common for an attorney
to delegate certain aspects of calendaring and deadline cal-
culations to an experienced legal secretary or paralegal,

Complex litigation is comparable to a storm.

At Kramm Court Reporting, we bring order
to the chaos—delivering calm, consistent
reporting services and litigation support—
whenever and wherever you need it.

» Premier reporting services ~ » Video-synched transcripts
» National & global coverage  » Videoconferencing

» Free conference rooms

» Online repository » Training & support

. . . . . > NE: 8 L9779, 3
with risk management in mind, the attorney should still HHCBESAE0:0 10080 K H n M
review the process, as they will be ultimately responsible Wen: wwwkramn.com COURT REPORTING

for the outcome.

CAROL NYGARD
& ASSOCIATES I
—e

DEPOSITION REPORTERS

Toll Free (877) 438-7787

NNRC

NATIONAL NETWORK OF
REPORTING COMPARIES

www.SacramentoCourtReporter.com www.SanFranciscoCourtReporter.com

Complimentary airport pick up & return Sacramento and San Francisco locations!
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MOLLY BLUMBERG

Molly Blumberg is currently
serving her second term

as Vice President of the
San Fernando Valley Legal
Secretaries Association. As
Vice President, she is both
the Membership Chair and
Program Chair. During her
20 year career, Molly has
worked for a sole practitio-
ner in Santa Monica, sup-
ported a managing partner
and his three associates in
a mid-size firm in Century
City, worked as a legal sec-
retary at the Burbank City
Attorney’s Office, and since
2002 has been " Girl Friday"
(office manager, legal sec-
retary, paralegal) running a
small firm in Toluca Lake,
California.

The Importance 0f Education
And Marketing In Making A
Successful Brand

MOLLY BLUMBERG — SUBMITTED BY SAN FERNANDO VALLEY LSA

lot has happened in the last 20 years.
While | can’t remember the specifics of
my first days on the job, | do recall the
women who helped me along the way. The
ladies | affectionately thought of as, "the Old
Guard.” The ones who could crank out 90
wpm on an IBM Selectric and used steno pads
for shorthand. Somewhere during the last 20

retaries and Paralegals that the Los Angeles
Trial Lawyers (now Consumer Attorneys of Los
Angeles) presented.

A few years ago while searching for semi-
nars on the web for my staff, | rediscovered the
San Fernando Valley Legal Secretaries Asso-
ciation. | quickly joined, reconnected with a
former co-worker, became a member, and then

“every successful business has both short and long-
term goals and it may take years to become an over-

night success..”

years, | have become one of them -- the Old
Guard. Therefore it is my time to give back to
the newbies some of what | have learned over
the years.

Today, our office runs on solid state hard
drives and Windows 7, with each station with
dual 24" flat screens; and my old Rolodex
has been replaced with firm management
software. The evolution of my job has been
amazing, both technologically and in terms
of responsibility for the legal "product.” The
successful legal secretary of today does it all
from data entry and answering the phone to IT
troubleshooting.

When | started in 1991, there were many
educational seminars for legal secretaries.
Before the internet, several Bar Associations
and Trial Lawyers' Associations (now called
Consumer Attorneys) in addition to the Legal
Secretaries Associations, held regular semi-
nars - wonderful "How to” seminars. My favor-
ite seminars were the Civil Litigation for Sec-
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a board member.

As the Membership and Program Chair for
our association, it falls to me to make sure that
we not only maintain our current member-
ship, but also increase our membership with
new members. It is my opinion the best way
to meet both goals is by increasing our educa-
tional programs.

Our chapter meets the second Tuesday of
every month - 12 months a year. Every month
there is something going on. For the nine regu-
lar monthly dinner meetings, | have sched-
uled speakers on a variety of topics, from Civil
Appeals to Probate. When | first took office,
| made a list of topics that | thought would
be interesting (Labor and Employment, the
County Coroner, a DUl defense attorney to
name a few) and then | searched for a local
attorney on the internet. | would send an email
explaining who we are, what we do, and asked
if they would be interested in speaking to our
group. (Sales and Marketing 101.) | found it



necessary to publish our existence. In most areas attorneys
and their support staff are unaware that local chapters of LSI
exist. Though many may be aware of our major publications
(LS Legal Professionals Handbook and Law Office Procedures
Manual), many more have no idea we offer the CCLS exam or
educational seminars and are a recognized professional orga-
nization. If we, as a statewide group and as local chapters, do
not educate the public of our existence, we will fail to grow and
could conceivably "disappear.”

Why are some groups larger than others - usually because
they draw on a larger population. Why are some groups more
successful than others - usually because they offer continuing
education, and publicize that fact through "marketing.” Now
that we have some successful models, instead of spending our
time and energy obsessing on a “professional” name, we should
build upon what we know to be successful models of organiza-
tions. We must focus on developing educational programs, and
then “selling and marketing” them to our legal communities.

In order to sell any product, you need two things: you need
a product to sell and you need someone to sell it. | would like
to organize some all day seminars and in the next few years, |
know we can accomplish this goal. It will be a lot of work and
will require all our skills in “sales and marketing” to make it
happen, but we will make it happen.

| keep reminding myself that every successful business
has both short and long-term goals and it may take years to
become an overnight success. LS| and all of our local chapters
have products to sell. We not only have our published materi-
als, we also have the CCLS exam and both our existing and "to
be developed” local educational opportunities.

LSI's effectiveness and viability is related to the salesman-
ship of it's members. We, the members of LS|, are the sales
force. Each and every one of us is directly responsible for the
success or failure of our local chapters.

| am in a unique position: not only am | a Legal Secretary,
| am also an office manager. When faced with a marketing
challenge, | make a list of sales objectives and who the “target
market” is. When | figure out the target market, the next task is
to figure out where to advertise. Advertising has never been so
accessible or inexpensive. We now have access to free or low
cost internet advertising and marketing: Facebook, Craigslist,
College Message Boards, Blogs, and other new media, as well
as Attorney Services and legal publications. Be creative. Think
about where you would look to get information you wanted, and
do something about it. Email those flyers to opposing counsels’
offices, former employers, former co-workers, your vendors.
Ask them to distribute your flyers to anyone they think might
be interested.

If your group is small, call on your members and ask them
what topics would interest them, their co-workers and their
employers. Find out what it would take to get them to your next

meeting. Offer special membership promotions. Again, be cre-
ative and figure out what interesting information would moti-
vate you to spend $20-$30 for a LSl dinner. If it's something that
would make you part with your hard earned cash, it is very likely
that others could be similarly motivated.

Selling is hard when you don't believe in a product. If you
are not enthused about the product, you won't be able to sell
it. If your chapter meetings are boring to you, get involved and
change something. Instead of whining about what you don't
have, sell what you do have. Our local chapters need to work
together for the success of LSI.

We are Legal Secretaries, we are professional. Though it
may not matter what we call ourselves, we already have a well
known and respected "name;” but if we don't “sell” that name
and expand our franchise, we will die. Ultimately, what it boils
down to is that we need put our time and energy into marketing
ourselves. We have a good product to sell - education. After all,
our motto is "Educating California’s Legal Professionals.”

Our first short term goal should be to sell LS| by encouraging
every member to set a "sales goal” of one new membership per

current member a year and then. .. well you get the idea.

Losing Your Pension?

CAPITALINVESTMENT

Advisers

877-270-9342
562-420-9009

www.ciadvisers.com

Emerson |. Fersch
CFP®, ChFC, CLU

Wondering what to do with your money?
Take the time to know ALL your choices.
Don’t make an uninformed decision, which may cost you.

Call today and let me help you
decide which option is best for you!

I have years of previous experience working with
companies that have terminated pension plans.

25 years in financial services and a LS| Preferred Provider since 1998

Securities and advisory services olTered through Sii ivestments, Inc, member FINRA/SIPC
Advisor. Sif | lnc..
and Capital Advt are and I

Caltfornia tnsurance lincense 0738568

5000 15 Spring St., Suite 200 o Long Beach, CA 90815
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MARKW. BIDWELL

Mark W. Bidwell, Attorney
at Law and CPA, Inactive,
in Orange County Califor-
nia. Areas of practice are
trusts, probate, probate
litigation and corporate
law.

Education: Undergraduate
degree from the Univer
sity of Colorado, Boulder;
Graduate school at the
University of California,
Los Angeles; Juris doctor-
ate degree from Loyola
Law School of Los Ange-
les, California.

Affiliations: Estate Plan-
ning Steering Commit-
tee, Orange County-Long
Beach Chapter of CPAs,
Treasurer for Newport
Harbor Bar Association,
Former adjunct professor
for Pepperdine University,
Former lecturer for the
California CPA Education
Foundation, Coach for the
American Youth Soccer
Organization and Coach for
National Junior Basketball.

Special Needs Trusts For The
Disabled And Elderly

MARK BIDWELL, ESQ. — SUBMITTED BY RIO HONDO DISTRICT LPA

he primary purposes of a Special Needs

Trust ("SNT”) for a disabled person is

to prevent the waste of assets and to
provide the proper care of those assets. The
public benefits of Social Security Income (SSI)
and state-paid medical care are provided on a
needs basis to those who cannot earn income
for themselves due to a disability. Money dis-
tributed directly to a disabled person reduces
these public benefits on a dollar for dollar
basis. A properly prepared and administered
SNT is a legitimate and valid tool under Social
Security rules and laws.

Protect payment of medical expenses (Medi-Cal)
Medi-Cal is California’s version of the feder-
ally funded Medicaid program. The program
provides medical benefits for the “medi-
cally needy.” No qualification for Medi-Cal
is required for the disabled receiving Social
Security Income. If income is less than Medi-
Cal limits, Medi-Cal services are available at
no cost. Typically the only source of income to
the disabled is SSI. SSI received by the disabled
is less than Medi-Cal limits. So a disabled
person receiving SSI also receives free medical
care under the Medi-Cal program.

Income in excess of Medi-Cal income
limits require share of cost (SOC) of medical
expense. One goal of special needs trust is to
provide benefits to the disabled without those
benefits being counted as income. So no cash
disbursements can be made to the disabled in
order to preserve free medical care.

Protect receipt of social security income

SSlis intended to provide funds for food, cloth-
ing, and shelter for the aged (over age 65), dis-
abled, or blind recipient. An individual receives
less than $1,000 per month. Any money
received by an SSI beneficiary is considered
income to the beneficiary, and reduces SSI
benefits on a dollar-for-dollar basis. Payments
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made to third parties for food or shelter is con-

sidered payment in-kind and results in about

33 cents loss or reduction of SSI benefits for

each dollar spent.

Payments to third parties for goods and
services that are not food or shelter will not
result in any reduction of SSI benefit. These
payments are key to improving the quality of
life of a disabled person. Examples of permis-
sible expenditures are:

*  Purchase of a home

*  Home improvements (including modifica-
tions for handicapped use)

*  Home repairs (plumbing, roof, electrical,
etc.)

» Cleaning and maintenance of property

» Telephone, TV cable, other “communica-
tion"” expenses

* Educational expenses (tuition, books/
supplies, etc.)

* Medical expenses/bills not covered by
Medi-Cal (e.g., annual check-ups)

» Dental expenses, eye glasses, physical
therapy, support services not covered by
any benefit program

» Social services not covered by any benefit
programs

* |nsurance
health, auto)

* Transportation expenses (including pur-
chase of vehicle, maintenance, gasoline)

»  Additional in-home support needs not
covered by any benefit programs (such as
companion services/home health aide)

» |legal advice

»  Advocate for the disabled

*  Training programs

* Rehabilitation

*  Personal hygiene (haircuts, manicures)

*  Entertainment/recreation expenses
(books, magazines, movie/concert tickets,
sporting events, audio/video equipment)

* Vacation travel (airline tickets, train/bus

premiums  (homeowners,



passes, temporary food & shelter, etc.)
»  Athletic training and competitions
*  Furniture

The trustee of a special needs trust must be aware of the fine
distinction between non-food and shelter items. The devil can
be in the details. A movie is a permissible expenditure, but
popcorn bought for the movie is not. Thanksgiving dinner is
an exception to the food prohibition as is discarded food. The
discarded food is an example of how much attention has been
made on this matter.

In addition to managing the assets of the trust, a trustee
can provide a connection to the community and prevent isola-
tion. Public charities authorized to act as trustee can provide
community support and make appropriate expenditures. These
trustees also address a major concern of parents, "what will
happen to our disabled child when we are gone.”

These organizations pool the assets of multiple special needs
trusts for management, but each individual has a separate trust
account. Disbursements are made from the individual accounts.
They also provide community resources such as help in find-
ing suitable housing, providing medication education, life skills
tutoring, social activities and friendship.

Two examples of such non-profits are the San Diego Spe-
cial Needs Trust Foundation, serving San Diego Only, and Proxy
Parent Foundation Proxy Parent Foundation, serving all of Cali-
fornia. San Diego Special Needs Trust Foundation’s web address
is www.sntf-sd.org. Proxy Parent Foundation Proxy Parent Foun-
dation’s web address is www.proxyparentfoundation.org.

There are costs for these services. At one organization there
is an enrollment fee of $1,000, an annual administration fee of
1.5% with a $1,500 annual minimum charge and an annual Bank
investment fee of 1%. Tax returns, if required, are an additional
cost.

Requirement of Payback Provision

Funding By a Third Party: A special needs trust established by
someone other than the recipient of public benefits with assets
belonging to someone other than the recipient is not required,
in order to avoid the trust assets being considered available
resources to the beneficiary, to contain the "payback” provi-
sions of 42 USCA § 1396p(d)(4)(A).

Funding By the Disabled: A disabled individual, under age
65, may establish a trust with his or her own assets. This trust
must have payback provisions. The provisions require upon
death of the disabled for the trustee to pay back to the State of
California the cost of all state provided medical care.

Special Needs Trust for the Elderly
Social Security Income and Medicaid are for the needy. The
concept behind a special needs trust for the elderly is to meet

the no asset requirement to receive public benefits by "spend-
ing down” or transferring assets out of the elder's control. A
basic moral question to ask is "should a person who can afford
medical care receive medical care intended for the poor.” If the
answer is no, then a special needs trust should be avoided.

Putting aside the morality issue. Just how practical is such a
trust. Assets must be transferred out of the elder’s control. Who
can be trusted with those assets. What are the gift tax implica-
tions in a transfer.

Specifically how does one transfer retirement accounts. A
change in control of a retirement account is a taxable event and
taxed at the prevailing income tax rates. An elder is allowed
to retain retirement assets as they are not assets counted to
qualify. But the income will flow to the elder and dollar for dollar
reduce the public benefits. The elder will also receive social
security income with more reduction of public benefits.

Finally what are we trying to accomplish here. Mainly it is
to have the State of California pay for the cost of residing at
a skilled nursing facility. As a rule, most people stay at nurs-
ing home for about two years. The sad fact is people just do
not live that long after entering a nursing home. Assume the
cost of respectable home is $10,000 per month. The savings is
$240,000.

Nursing homes paid for by the State are not upscale opera-
tions. They are bare-bones minimum arrangements to meet the
most basic of needs. This is while the children enjoy the assets
of their elderly parent.

An elder’s quality of life is not improved with this type of
living condition. Special needs trust for the elderly just do not
make sense due to loss of control, limited benefit and public
policy.

BAY AREA LEGAL FORUM

A NONPROFIT CORPORATION
presents
'}f\T / 46" Annual Seminar 3 hours
i = y \ Saturday, April 21, 2012 MCLE!

S= = 8 half-day workshops and 1 t h
Location: Hilton Pleasanton at The Club
7050 Johnson Drive, Pleasanton, CA
Workshops 9:00 am and 1:15 p.m.
Price: $80 for one session
$150 for two sessions
10% discount for all LSI members

For workshop titles and regi: 1 info, please call (415) 561-8706 - (leave messags)

OR VISIT OUR WEBSITE FOR MORE INFORMATION
www.bayarealegalforum.org
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COLLEEN MCAVOY

Colleen McAvoy has been in
private practice with the San
Mateo law firm McGlashan
& Sarrail, Prof. Corp., since
1986. She is a State Bar
certified specialist in estate
planning, trust and probate
law, which makes up the
bulk of her practice, but she
also handles a variety of real
estate and business trans-
actions, primarily for closely-
held businesses. Colleen

is a graduate of Stanford
University and Hastings Col-
lege of the Law. In addition
to serving as a director and
officer of the San Mateo
County Bar Association,
Colleen is a board member
of San Mateo AYSO and a
youth soccer referee.

Estate Planning For Pets/Companion Animals
(Actually, estate planning for petowners who love their pets)

COLLEEN E. MCAVOY, ESQ. — SUBMITTED BY SAN MATEO COUNTY LSA

have given many estate planning talks over

the years, on topics such as estate taxes,

planning for minor children, special needs
trusts, disclaimers, conservatorships, and so
forth, but no talk has generated as much inter-
est as a speech | first gave in 2007 at the San
Mateo County Law Library on "Estate Planning
for Pets.” As a result of that talk, | have been
asked to speak on this topic nearly a dozen
times (usually with my colleague Catherine
(Kitty) Raye-Wong of Raye-Wong & Associ-
ates). | have been interviewed by the San Fran-
cisco Chronicle, the San Mateo Daily Journal
and KGO Radio. | have appeared on “Your Legal
Rights” radio programs, | did an in-house cable
video for an animal care organization, and |
have been asked to write articles such as this
one. Why this level of interest?

| think the answer is that many, if not most,
households in America have pets, and people
are beginning to be aware that they can, and
should, do some advance planning for how
pets are to be handled after the owner’s inca-
pacity or death. After all, unlike other heirs,
pets cannot take care of themselves and typi-
cally have no ability to earn a living. By doing
some planning, the pet owner attains some
peace of mind (a significant benefit of any good
estate plan), benefits the pet by providing for
a smooth transition when the owner dies or
loses capacity, and helps the executor/trustee/
agent/family by giving guidance and resources
for dealing with the owner's animals.

BASIC CONCEPTS

Pets are tangible personal property, and are
estate assets, rather than estate heirs. Pets
cannot “own" property. If the pet owner makes
no specific direction for the pet through a Will
or Trust, pets are simply treated at the own-
er's death as part of the "tangible personal
property” category of assets. However, unlike
most other items of tangible personal property
(such as furniture, art works, cars and jewelry),

30 | THE LEGAL SECRETARY

pets are not inanimate objects, and must be
cared for if the owner dies or loses capacity.
Pet care requires personal attention, and finan-
cial resources.

What can a pet owner do to provide for the
care of a pet after the pet owner dies or loses
the ability to care for the pet?

Choices to Take Effect Upon Death:

1. Do nothing. If not otherwise specified in
the owner's estate plan, pets pass as part
of "tangible personal property” (i.e., furni-
ture, household items, jewelry, clothing,
etc.). If the pet owner is satisfied that the
heirs will “do the right thing” for any pets,
then nothing more need be done. In some
estates, this is adequate planning, while in
other estates, this is a disaster,

2. In a Will or Trust, specify that the pet be
given to a designated person (be sure to
name alternates). | encourage clients to
include some sum of money for a pet'’s
future care needs. This is the simplest but
also the least protective, in that the person
receiving the pet has outright ownership,
and will have sole discretion in what hap-
pens to the pet.

3. Ina Will or Trust, specify that the pet and
money for the pet's care be held in a pet
trust that has no current human benefi-
ciary. This is called a Statutory Pet Trust,
and it is described in California Probate
Code section 15212. (Note: not all states
recognize these types of trusts.) The
person you name as trustee expends the
trust funds for the care of the pet and
the costs of the trust (for example, taxes,
trustee’s fees, hiring a caretaker, pet food,
veterinary care, and so forth.) Important
decisions include initial and successor
trustee(s), who should inherit at the pet's
death (this is referred to as the remain-
der beneficiary), and how much money to



leave to fund the trust. Ordinarily, the
trustee and remainder beneficiary
should not be the same! Any person,
or even an animal rights organiza-
tion, who suspects that the pet trust
is not being properly managed for
the animal's benefit has “standing”
to go to court to enforce the trust.
In addition, “"[alny beneficiary, any
person designated by the trust
instrument or the court to enforce
the trust, or any nonprofit charitable
corporation that has as its principal
activity the care of animals may,
upon reasonable request, inspect
the animal, the premises where the
animal is maintained, or the books
and records of the trust.” A sample
Pet Trust has been prepared by the
San Francisco SPCA (no endorse-
ment implied) and they will provide
a copy upon request. Statutory Pet
Trusts are new to California (the law
went into effect in 2009), and many
experts are concerned about various
aspects of these trusts.

In a Will or Trust, leave the pet and
money for the pet's care to a trust
that names the pet's caretaker as
beneficiary, with an independent
trustee, and specify that the trustee
make distributions to the caretaker
so long as he/she cares for the pet.
This type of trust is not bound by
the rules of the Statutory Pet Trust
described above. However, what
makes this kind of trust enforce-
able is that it has a human benefi-
ciary. Also, the human beneficiary
is motivated to take good care of
the pet because the human will only
receive benefits as long as he/she is
a caretaker for that pet. Important
decisions include who will be the
caretaker and alternate caretaker(s),
trustee and successor trustee(s),
and remainder
other words, where will the trust
balance go when the pet dies?). It is
advisable that the caretaker and the

beneficiaries (in

trustee are not the same person; it
is also advisable that the caretaker
is not the person to receive the trust
fund when the pet dies. As with the
Statutory Pet Trust, funding (amount
and source) is also important. inter-
esting side issues include pet identi-
fication: how does the trustee know
that the caretaker hasn't substituted
another (identical) Siamese cat in
order to keep the trust going? DNA
testing and/or implanted identifica-
tion chips have been used to prevent
this type of fraud.

5. For people without the resources to
fund a pet trust of either type, and
no trusted family or friends able and
willing to “inherit” the pet, an option
is to leave the pet to an animal care
organization. Contact info for some
local organizations can be found at
the end of this article (no endorse-
ment implied). These organizations
usually require pre-enroliment, and
some level of financial donation. Not
all pets may qualify.

PLANNING FOR INCAPACITY
If a pet owner loses mental or physical
capacity, but wants to be sure that pet
care and companionship is still a priority,
these wishes should be expressed in gen-
eral and health care powers of attorney,
as well as in the revocable living trust (if
the pet owner has one.) Without particu-
lar authority to expend funds for pet care,
agents or trustees may assume that their
only duty is to provide for the pet owner's
needs (and may be concerned about crit-
icism for expending funds on pet care.)

In a health care power (sometimes
known as an Advance Directive,) con-
sider including language specifying that
the agent should consider placement that
would accommodate the pet, if feasible.
Many care homes and assisted living
facilities do allow pets.

In a general power of attorney and/or
Revocable Living Trust, consider including
language authorizing and directing the

use of the pet owner's funds for care of
pets as long as feasible, in the customary
manner established by the pet owner.

SHARING IMPORTANT INFORMATION
All pet owners should consider main-
taining a written record of important
information about the pet in case the pet
owner should die or lose capacity, and
should keep that information where it
will be easily found. This should include
veterinary information, behavioral issues,
pedigree, dietary issues, likes/dislikes,
and so forth.

TAXES

A discussion of income tax and estate tax
ramifications is beyond the scope of this
article. However, pet owners should be
aware that trusts for pets are not exempt
from such taxes, and the costs (return
filing and the taxes themselves) need to
be factored into any plan that includes an
ongoing trust.

ONLINE RESOURCES
The following are some online resources
for pet owners, including some pet
care programs (again, no endorsement
implied):
http://www.estateplanningforpets.org/
http://www.professorbeyer.com/Arti-
cles/Animals.htm
http://www.hsus.org/pets/pet_care/
providing_for_your_pets_future_with-
out_you/ index.html [website of the
Humane Society of the United States]
http://www.2ndchance4pets.org
http://www.sfspca.org/special_pro-
grams/sido.shtml
http://www.petsinneed.org
http://www.peninsulahumanesociety.
org/services/continuing_care.htmi
http://www.arf.net/Resources/
Guardian.htmi
http://www.hopalong.org/programs/
pet_survivor_program.shtml
http://www.cvm.tamu.edu/petcare/
[Texas A & M's endowment program]
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Colleen Young started
working as a legal secre-
tary in 1997 as a second

career. She took a tem-
porary job as a legal sec-
retary, that would look
good on her resume, and
found that she really liked
working in the legal field.
Colleen has an AS Degree
in Medical Office Admin-
istration from Humphreys
College.

We All Want Education, But

Where to Start?

COLLEENYOUNG — LEGAL SECRETARIALTRAINING/SEMINARS CHAIRMAN

ducation: If you took a poll of your asso-

ciation's members that's probably the

response many would give as the reason
they joined. Members want education, they
want classes to better themselves, but where
do you start in providing the education every-
one wants? If you haven't offered any classes
lately you're probably at a loss as to what to
do first.

You might want to start by picking the
brains of those local associations, Sacramento,
San Diego and San Fernando Valley to name
a few, who have a successful educational
program. Ask their Legal Secretarial Training
Chair for advice or even to co-chair a program
with you. Most associations are willing to give
advice in presenting your own program, help-
ing with successful topic advice and/or materi-
als suggestions. They may even have speaker
recommendations.

Advance planning will help in making your
endeavor a success; you need at least a three
to four month lead for preparation. But WHO,
WHAT, WHEN and WHERE? | suggest start-
ing by getting the LSI ‘Guidelines for Prepa-
ration of a Legal Education Program. It only
costs $5 and is full of helpful information for
presenting an educational program. Then, poll
your members to see what they want to learn
more about. If you are still at a loss for subject
matter, two great places to get ideas is from
CCLS exams and the Law Office Procedures
Manual. Some topics can be covered in atwo or
three hour workshop; others need more class
time to cover well. After choosing a topic, you
will have to decide if you are having a multi-
session training program, a seminar series, or
a workshop. Your topic choice will help you in
determining how long your seminar should be.

If you can, form a committee. By using the
“divide-and-conguer” theory and forming a
committee, no one should be overwhelmed
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by responsibility. If that is not possible, you
will need to decide on a coordinator. After
choosing the coordinator you can ask other
members of your association to assist in spe-
cific areas, such as finding a location; assist
with finding speakers; making and distributing
flyers. You'll want to present a program that
will draw members and non-members alike so
you need to distribute the information to law
firms in your area.

When scouting for a location don't forget
to check with your association members. Per-
haps one of them works for a firm that would
donate a conference room. Other ideas for
locations are area adult schools, bar associa-
tion offices, community or trade schools. Don't
forget to include vendors in your search for a
location or other sponsorships. Keep in mind
the number of attendees you anticipate and
how many classes you are planning to have
when looking for locations. You want to have
your location centrally located and if you are
having more than one session it is advisable to
keep your location in the same place.

Determine your costs. Take into consider-
ation possible expenses for room rental, mate-
rials copying, equipment rental, and any food
costs, etc. Try to obtain donations from asso-
ciation members, law offices, and vendors for
materials, copying and refreshment supplies.
After you have determined your projected
expenses divide by a conservative estimate of
the number of attendees expected to figure out
your per student cost. The economy of your
local area should be taken into consideration
when setting your fee. While some employers
will pay for their staff to participate in train-
ing sessions, you do not want to make your fee
out of reach for those who will be paying out of
pocket. You could offer discounts to associa-
tion members or possibly to early registrants.
Early registration incentives will encourage



more participation as people are more likely to wait until the
last minute and then not attend because it's too late to sign up.
And, if your association wants to make a profit don't forget to
add an extra amount to the fees.

When selecting a speaker remember you do not have to use
an attorney. You probably have secretaries in your association
who specialize in specific areas of law, a speaker from one of
your dinner meetings, or even a team. Perhaps a secretary and
attorney team that is willing to share their expertise. You want
your speakers to have extensive knowledge of the subject they
are teaching. After you determine your topic and your speaker,
you should prepare an outline. This will assist your speaker in
preparing his/her materials for the class. Request the speaker
develop and provide you with handouts by a specific date that
give you time to review and copy the handout materials. Addi-
tionally, encourage your speaker to add visual aids to empha-
size areas in getting their point across.

Advertise, advertise, and advertise. You cannot get people to
attend a program they aren’t aware of. Make flyers, send them
to law offices, take them to the courthouse and don't forget
community colleges. Ask your courier services to deliver a flyer
to each of the law offices they service.

If you are going to present a MCLE credit program you will
need to follow the specific requirements set forth by the State
Bar. For the most current and up-to-date information on MCLE
programs visit the State Bar website at www.calbar.ca.gov. The
State Bar has strict guidelines that are required to qualify a pro-
gram for MCLE credit. “Guidelines for Preparation of a Legal
Educational Program” also has MCLE information as well as
the forms needed. It is your responsibility to make sure that the
rules and regulations are closely adhered to. You do not want to
have your attendees denied MCLE credit when that is why they
participated in your program.

Remember evaluation forms and remind your attendees to
fill them out and return them before leaving. The evaluation
forms give you suggestions for improvement and ideas for fur-
ther programs. Also, have a Certificate of Completion for all of
your registrants. Both of these forms will enhance the profes-
sionalism of your program.

All of this information and more can be found in depth in
“Guidelines for Preparation of a Legal Educational Program”
available from the LS| website or LS| Corporate office. Included
in the information are sample forms for everything mentioned
in this article.

Even if your program wasn't as well attended as you would
have liked, if one attendee learned something new your pro-
gram was a success. If your program is a good experience word
will get around and even more people will be interested in the
next program.

And finally, don't forget to include information about your
association and LSI in your handout materials. This is a perfect

time to advertise both. Anytime you can introduce your associa-
tion to a potential member is a successful moment, you never
know where that new member might come from.

Want to Get
Published?

Looking to
Contribute
an Article?

LSl is always looking for
articles geared toward the
legal community.

If you are interested,
please contact
Editor, The Legal Secretary
Deborah Rickert, CCLS at
deborah.rickert@LW.com
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GUIDELINES FOR SUBMISSION OF
ARTICLES TO THE LEGAL SECRETARY

DEADLINES FOR RECEIPT OF ARTICLES BY EDITOR

1. August issue (First Quarter) June 1st 3. February issue (Third Quarter) December 1st

2. November issue (Second Quarter) September 1st 4. May issue (Annual/Fourth Quarter) March st

SUGGESTED TOPICS FOR ARTICLES

1. Legal procedures 9. Information about our publications: LSI Legal Professional’s

2. Law office management procedures Handbook; Law Office Procedures Manual; The Legal Secre-

3. Word processing/computer hints/technology/internet/ tary magazine
world wide web 10. Any Specialization area (Civil Litigation; Criminal Law;

4. Office equipment/environment Family Law; Law Office Management; Probate/Estate Plan-

5. Personal safety ning; Transactional Law) and appellate articles as well

6. Career promotion 1. Photographs and/or articles regarding the success of

7. Keynote cases association(s) event(s) (how, when and why successful)

8. CCLSs are encouraged to submit articles about their experi- 12. Other topics of general interest to the legal community
ence as a CCLS and/or pursuit for certification - e.g., CCLS
mock exam (with answers)

SUBMISSION GUIDELINES

1. Articles must be submitted by email as an attached docu- not have this information cannot be considered for publica-
ment using word processing programs such as Microsoft tion.

Word or WordPerfect and saved as "doc”, "txt”, “wpd” or 5. Type all copy in Times New Roman 12 point type to fit across
"ASCII"” file. When sending email, include in subject line: an 8-1/2" x 11” page, single spaced. Avoid using style attri-
“[Last Name of Author] and [contents], ” i.e., Smith - Arti- butes such as bold, italic, centering, columns or tabs.

cle, Bio and Phaoto. 6. Articles are subject to approval and/or editing. Editor cannot

2. All articles submitted must be at least 500 words and no guarantee publication in any given issue, although every
more than 2500 words. effort will be made to publish as soon as possible after

3. Articles sent in PDF format are not acceptable. acceptance.

4, All articles submitted must be accompanied by the name, 7. Articles submitted and published in The Legal Secre-
email address, contact information of person submitting the tary become the property of LS| unless prior agreement is
article, and name of submitting Association. Articles that do obtained by the authors

PHOTOGRAPHS

1. Digital photography is required and must be a resolution high enough to guarantee at least 300 dpi at 100% scale. When

sending email with photo attached, include in subject line: “[Name of Officer/Chairman] Photo,” i.e., Jane Smith - Photo.

Deborah Rickert, CCLS » Editor, The Legal Secretary
LATHAM & WATKINS LLP
650 Town Center Drive, Suite 2000, Costa Mesa, CA 92626-1925 = 714.755.8132 * email: deborah.rickert@Iw.com
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LEGAL SECRETARIES, INCORPORATED
CALIFORNIA CERTIFIED LEGAL SECRETARY
WORKSHOP REGISTRATION FORM
“Ability to Communicate Effectively”

Third Quarterly Conference, February 24-26, 2012
Hilton Concord Hotel, Concord, CA

Saturday, February 25,2012, 7:30-8:30 a.m.
Speaker: Terrie Quinton, CCLS
Cost: $5.00 for LSI members/$10.00 for non-LSI members

Affect v. Effect. Who v. Whom. Comma vs. Semicolon. No, these are not recently filed lawsuits — they are some of the
battles that are faced in the Ability to Communicate Effectively section of the CCLS exam. Even hours spent reading
the Gregg Reference Manual do not always solve the mysteries of proper punctuation, grammar, and spelling. This
workshop will help you navigate your way through the English language, including all of its exceptions to the
exceptions. Join us for tips and tricks to passing the Ability to Communicate Effectively section of the CCLS Exam.

REGISTRATION DEADLINE: February 20,2012

Name: Email:
Address/City/State:
Phone (Work): Local Assn.: _ LPA/LSA

Please make check payable to LSI. Mail registration to Terrie Quinton, CCLS, c/o Duckor Spradling Metzger &
Wynne, 3043 4th Ave., San Diego, CA 92103, and email registration to quinton@dsmwlaw .com.
CCLS CREDIT (SECRETARIAL SCIENCE - NOT UNIQUELY LEGAL) WILL BE GIVEN FOR THIS WORKSHOP

CROSSWORD ANSWERS
DOWN ACROSS
1 SANCTIONS 2 DISCOVERY
3 VERIFICATION 5 TRANSCRIPT
4 NONPARTY 10 INTERROGATORIES
6 TESTIMONY 12 CONSUMER
7 CALENDAR 14 DEPONENT
8 PARTY 15 DEPOSE
9 DEPOSITION 16 PERJURY
11 EVIDENCE
13 SUBPENA
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Discovery Crossword

3

ACROSS

2 Pre-trial procedure for parties to gain information

held by another party

5 Official copy of document or statement of witness
10 Written questions
12 An individual who has acted as an agent
14 A party against whom a claim is made
15 To obtain testimony which is reduced to writing
16 Willfully making a false statement under oath
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DOWN
1 Fine levied against party for violation of court rules
3 Statement under oath or penalty of perjury attesting
to truth of facts set forth in the document
4 Individual not named as party to an action
6 Oral or written statments made by a witness under
oath
7 A record to record time, place, and dates pertinent to
a case at issue
8 Individual named as a plaintiff
9 Written testimony obtained through direct
examination of a witness
11 Information furnished by testimony in support of
issues set forth
13 Writ to compel attendance of a person to testify



LSI Information

Dates to Remember in 2012

Deadline for submission of articles to The Legal Secretary

February 24-26, 2012 Third Quarterly Conference 2011

Hosted by Mt. Diablo LPA Hilton Hotel, Concord, CA
March 1, 2012
March 17, 2012 California Certified Legal Secretary (CCLS) Exam

April 15, 2012

April 16, 2012

May 17-20, 2012 78th Annual Conference

Last day to register For Annual Conference and receive group rate

Last day to reserve a room for Annual Conference and receive group rate

Hosted by Imperial County LPA and San Diego LSA Bahia Resort San Diego

Helpful Websites

Supreme Court of the United States
http://www.supremecourt.us

Office of the Attorney General
www.ag.ca.gov

California Courts
http://www.courtinfo.ca.gov

California Assn. of Legal Support Professionals

www.calspro.org

California Codes
http://www.leginfo.ca.gov/calaw.html

California State Bar
http://www.calbar.ca.gov/state/calbar/calbar_home.jsp

California Legislative Information
http://www.leginfo.ca.gov

U.S. Citizen and Immigration Services
http://www.uscis.gov

Administrative Office of the U.S. Courts
http://pacer.psc.uscourts.gov

American Medical Association
http://www.ama-assn.org

American Association of Law Libraries
http://www.aallnet.org

National Notary Association
http://www.nationalnotary.org/index.cfm

California Secretary of State
WWW.505.€a.gov

National Court Reporters Association
http://www.ncraonline.org
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LEGAL SECRETARIES, INCORPORATED

LEGAL PROFESSIONAL'S HANDBOOK
FOR CALIFORNIA LAW PRACTICE

compiled by Legal Secretaries, Incorporated
published by The Rutter Group

LEGAL STAFF'S ULTIMATE RESOURCE GUIDE FOR OVER 75 YEARS!

STEP-BY-STEP GUIDANCE: Step-by-step instructions for each major area
of law practice; shows deadlines, fees, number of copies, addresses and
all the other details needed to do the job right the first timel

FORMS: Judicial Council forms are included, plus practice-tested forms
for pleadings, motions, business documents, transmittal letters, etc.

RELIABLE: The Handbook is written and reviewed by experienced legal

secretaries, attorneys and judges. The Publications Revision Committee 2 Volumes

has years of practical know-how and expertise in each area covered LS| Members-Ontly Price: $236
in the Handbook. Nonmembers Price: $295
UP-TO-DATE: The Handbook covers the current statutes and court rules. {(Includes shipping)

It is kept up-to-date by the Publications Revision Committee through
annual replacement pages.

CONTENTS
* California Court System * Foreclosures: Mortgages and Trust * Probate Proceedings: Decedents' Estates;
« Statutes of Limitation/Jurisdiction Deeds; Mechanic's Lien Guardianships/Conservatorships; Trust Law
* Attachment/Other Provisional Remedies . ynlawful Detainer * Workers’ Compensation
* Commencement of Civil Actions . + California Commercial Code

) P . Federal Civil Procedure and Appeals °
* Discovery in Civil Actions » Corporations

* Pretrial and Judgment in Civil Actions * Bankruptcy * Limited Partnerships

* Postjudgment Proceedings * FamilY Law * Intellectual Property Law: Copyrights;
* Civil Appeals and Writs * Adoptions Trademarks; Patents
* ADR * Criminal Law and Procedure * Miscellaneous General Information
LEGAL PROFESSIONALS HANDBOOK ORDER FORM
TITLE PRICE QTY. SUBTOTAL TAX AMOUNT
Legal Professional’s Handbook $236 (LS| Members-Only Price)
Legal Professional's Handbook $295 (Nonmembers Price)

] MY PAYMENT IS ENCLOSED. 45-day return privileges apply.
] PLEASE SEND ON 45-DAY APPROVAL. If | decide not to keep this title, | will return it within 45 days at my own expense.

3 ways to order! Your subscription{(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Mail or fax this order form O Do not send future Updates. | understand this product has limited value without Updates. (Cost of 2011 Update was $135.)
Call 1-800-747-3::1 (ext. 2) o name PHONE ()
Visit www.RutterGroup.com E-MAIL ADDRESS STATE BAR NUMBER

FIRM
Mail to THE RUTTER GROUP ADDRESS SUITE
15760 Ventura Blvd.

: ary STATE zIP

Suite 630
Encino, CA 91436 [ enclosed is my check for $ payable to THE RUTTER GROUP
Or fax to 1-818-377-7839 OcCharge$__ onmy [ VISA [ MASTERCARD [J AMERICAN EXPRESS

CREDIT CARD NUMBER EXP. DATE

SIGNATURE

To order or for more information, call 1-800-747-3161 (ext. 2) 40272000

THOMSON REUTERS

THE RUTTER GROUP’
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL

BRASS TACKS* A guide instructing local officers and chairmen on how to perform | $ 5.00

their respective duties. Contains check lists, calendars and forms. (Rev. 1/2010)

No charge for PDF[ ]  Send hard copy[ 1

CAREER PROMOTION/SCHOLARSHIP NOT JUST A SECRETARY

BOOKLET Currently under revision and not available at this time

CCLS BROCHURE  Tri-fold brochure promoting the benefits of taking the CCLS N/C

Exam. Includes tear-off to request application form and information kit. (Rev. 2/08)

CCLS MOCK EXAM (Revised 2010) Sample questions and answers to assist in 2500

preparing for all sections of the CCLS Exam.

CCLSPIN A '.” high, 10-karat gold-filled pin with CCLS logo. For the CCLS. 35.00

CCLS STUDY KIT Contains Mock Exam (see above), Gregg Reference Manual 199.00

with Instructor’s Resource Guide, Basic and Comprehensive Worksheets.

GUIDELINES FOR HOSTING LSI CONFERENCES* An instruction guide, N/C

including forms and samples, essential to any association considering a bid to host an

LSI Conference. (Rev. 12/09)

GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL 5.00

PROGRAM A 34-page guide, with sample forms, to assist with the planning and

execution of a successful legal educational program. (Rev. 8/03)

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND 5.00

GUIDELINES* A booklet with step-by-step directions, including rules and

examples, for preparing a History Book for entry in the LSI History Book Competition.

Created for local association historians and/or presidents. (Rev. 11/08)

HISTORY OF LEGAL SECRETARIES, INCORPORATED A 50-page memory 5.00

of people, places and events since 1929. (Rev. 3/2010)

LAW OFFICE PROCEDURES MANUAL FLYER An 8 " x 11” advertisement N/C

of the LOPM. Includes listing of contents and Order Form. (Rev. 1/2010)

LAW OFFICE PROCEDURES MANUAL INSTRUCTOR’S GUIDES To assist

instructors in conducting training classes. Teacher Training Chapter offers tips for

teaching. Other Guides supplement Chapters of the LOPM and contain projects,

instructions to student, completed and blank legal forms, exams and answer keys.
TEACHER TRAINING CHAPTER (Rev. 9/07) 4.00
ADOPTIONS CHAPTER (Rev. 6/11) 7.00
CIVIL PROCEDURE CHAPTER (Rev. 9/07) 7.00
CONSERVATORSHIP CHAPTER (Rev. 6/11) 7.00
CORPORATIONS CHAPTER (Rev. 6/11) 7.00
COURT STRUCTURE CHAPTER (Rev. 9/07) 7.00
CRIMINAL LAW CHAPTER (Rev. 9/07) 7.00
DISCOVERY CHAPTER (Rev. 6/11) 7.00
FAMILY LAW CHAPTER (Rev. 6/11) 7.00
PROBATE CHAPTER (Rev. 9/07) 7.00
REAL ESTATE CHAPTER (Rev. 6/11) 7.00
UNLAWFUL DETAINER CHAPTER (Rev. 6/11) 7.00
WORKERS’ COMPENSATION CHAPTER (Rev. 9/07) 7.00
MISCELLANEOUS CHAPTER (Rev. 6/11) 7.00

LEGAL SECRETARY’S REFERENCE GUIDE A legal procedure guide designed 30.00

to assist local associations in conducting a training class. Also useful for training office

personnel and as a general reference for experienced staff. (Rev. 11/09)

LSI BYLAWS AND STANDING RULES* As currently adopted by the LSI 5.00

Governors.

TOTAL THIS PAGE

*Item available to LSI members only.
1of2

(Prices effective 07/01/2011)
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL
LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An§ 2"x 117 $ N/C
advertisement of the LPH. Includes listing of contents and Order Form. (Rev. 1/2010)
LSI LEGAL SPECIALIZATION SECTIONS BROCHURE Lists Sections offered N/C
and reasons for joining. Includes Section Membership Application. (Rev. 2/08)
LSI MEMBERSHIP BROCHURE  Tri-fold brochure, extolling the advantages of N/C
LSI membership and programs. Contains request for membership application. (Rev.
2/08)
LSI MEMBERSHIP PIN* (Magnetic) A % high oval gold-tone pin with blue and 500

white enamel overlay. LSIlogo in center and “Legal Secretaries, Incorporated”
inscribed on circumference. For all LSI members.

LSI ROSTER* Booklet with current listing of LSI officers, chairmen, past- N/C

presidents, honorary members, scheduled conferences, local association presidents and

gOVernors.

MEMBERSHIP APPLICATION FORM* An 8 '4”x 11” form adopted 5/01 by NC | O E-mail

LSI for use by all local associations. Includes request for Legal Specialization Sections
information. Local associations may add second-page for supplemental information.
(Rev. 5/08) Can be transmitted as an e-mail attachment (Word format), if so requested. 0O Printed
NEW MEMBER PACKET* A 2-pocket folder containing letter from LSI President, N/C
LSI membership information, Specialization Sections Membership Application, list of
benefits and providers, CCLS information, Legal Professional’s and Law Office
Procedures Manual flyer and Code of Ethics. Local associations may insert additional
material. For new local association members only.

PRESIDENT’S PENDANT* A 1” high oval gold-tone pendant with blue and white 7.00
enamel overlay. LSI logo in center and “Legal Secretaries Association” inscribed on
circumference. Eye for necklace chain on back. For local association presidents.

-Or-

PRESIDENT’S PIN* Same as pendant (see above). Specify magnetic or pin back. 7.00
[ ] Magnetic [ 1 Pin back closure
TOTAL THIS PAGE
TOTAL PREVIOUS PAGE +
TOTAL ORDER =

MAILING/SHIPPING AND HANDLING (15% OF TOTAL ORDER) +
SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING =
CALIFORNIA SALES TAX (7.25% OF SUB-TOTAL ABOVE) +
TOTAL DUE =

SR AR R R A

PLEASE LIMIT THE QUANTITIES OF NO-CHARGE ITEMS ORDERED TO MINIMAL IMMEDIATE REQUIREMENTS. COMPLETE
PAYMENT INFORMATION BELOW AND MAIL COMPLETED ORDER FORM TO LEGAL SECRETARIES, INCORPORATED,
CORPORATE OFFICE, PO BOX 660, FORTUNA, CA 95540-0660; OR, FAX TO (707) 682-6888. CHECK OR CREDIT CARD
INFORMATION MUST BE INCLUDED. ORDER WILL BE MAILED OR SHIPPED WITHIN 10 DAYS OF RECEIPT, SUBJECT TO

AVAILABILITY.
DELIVER TO: NAME ASSOCIATION
ADDRESS CITY STATE 7P
DAY TELEPHONE ( ) E-MAIL
Method of Payment: Check, payable to “LSL” enclosed [_] viIsA [] MASTERCARD []
Credit Card Information: Number Expiration Date: Month Year
Name on Credit Card: Card Verification Number

PER LSI STANDING RULES , CHECKS ISSUED TO LSI WHICH ARE NON-NEGOTIABLE BECAUSE OF INSUFFICIENT FUNDS OR OTHER REASON
SHALL BE REPLACED IMMEDIATELY BY CASH, A CERTIFIED CHECK OR MONEY ORDER FOR THE AMOUNT OF THE ORIGINAL CHECK, PLUS
$25 PENALTY, PLUS THE ACTUAL COST CHARGED LSI BY THE FINANCIAL INSTITUTION FOR PROCESSING THE ORIGINAL CHECK.

*Item available to LSI members only. (Prices effective 07/01/2011)
20f2
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California Certified Legal S ecretary

A Program of
Legal Secretaries, Incorporated

APPLICATION

Please complete and mail this form to the following address with your check to reserve your place
at one of the examination venues:
CCLS Certifying Board
24740 Oro Valley Road
Auburn, CA 95602

[ ] Northern California [J]  saturday, March 17, 2012

[ ] Southern California L] Saturday, October 20, 2012

Deadline: Application must be received 60 days prior to examination date. A late application may be
accepted up to 30 days prior to the examination if submitted with a $25 late fee, in addition to the fees

listed below, if space is available.

EXAMINATION FEES*

LS| MEMBERS** Non-LS| MEMBERS
Registration fee: $ 15.00 Registration fee: $ 55.00
Examination fee: $95.00 Examination fee: $ 95.00
Total $110.00 Total $150.00
Enclosed is a check in the sum of $ *** payable to LSI.
Fees subject to change without notice.
! LSI members: Name of local association: LSA/LPA.

Please enclose a photocopy of your local membership card.
You must be a member upon application to be eligible for reduced fees.

include $25 late fee if applicable.

*kkk

Name Last 4 Digits of SSN

Mailing Address:

City/State/Zip:

Day Phone: Evening Phone:

E-mail(s):

Rev. 11/30/2011 Please Complete Reverse Side This form may be reproduced.



Highest level of formal education completed: ; Highest Degree:

EMPLOYMENT RECORD: Please list legal secretarial employment, beginning
with your most recent (or current) employment, to show a minimum of two full years
of such employment. Attach a supplemental page if additional entries are necessary
to show two full years of employment as a legal secretary.

Dates Position

Employer
Address
City/State/Zip
Supervisor Phone

Summary of Duties

Dates Position

Employer
Address
City/State/Zip
Supervisor Phone

Summary of Duties

| certify that | have completed this application truthfully. | understand that a false statement may
result in the rejection of this application or revocation of my certification. | understand and agree
that the contents of the examination are confidential and are not to be discussed. | understand
that my employment record will be verified by a member of the California Certified Legal Secretary
Certifying Board.

Signature of
Applicant Date
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BENEFITS
LEGAL SECRETARIES INCORPORATED (LSI)
Note: This list is maintained for use by members of Legal Secretaries, Inc. Agents for insurance and financial providers
are available as resources when members inquire about benefits. Please use this as a starting point; ask for information,
compare policy coverage and prices. LSI wants its members to find the BEST coverage for each member’s individual
needs and location. For information call these representatives directly.

DISCOUNT THROUGH CEB WORKING ADVANTAGE
Toll Free: (800) 565-3712
Members of Legal Secretaries, Incorporated are offered a reduced www.workingadvantage.com
cost for certain educational benefits (seminars, publications) Discount on event tickets, movie tickets,
through Continuing Education of the Bar. For more information, theme parks, Broadway theater, sporting events, ski tickets, hotel
visit http://ceb.com/LSl/ certificates, family events, gift cards and more.

Member ID: Contact LS| Corporate Office, Isiorg@suddenlink.com,
or LS| Vice President

HERTZ CORPORATION
Effective Date: June 1, 1996
CDP Card #447698
(800) 654-3131
www.hertz.com

INSURANCE AND FINANCIAL PROVIDERS

AFLAC AND CAPITAL INVESTMENT ADVISERS
WORKER'S COMPENSATION QUOTES Emerson J. Fersch, CFP, ChFC, CLU, CASL
Steven C. Dannenberg (Independent Broker) 5000 E. Spring Street, Suite 200
11091 Rhyolite Drive, Suite 4 Long Beach, CA 90815
Redding, CA 96003 Office: (562) 420-9009 or (877) 270-9342
Direct: (530) 339-5889 - Office: (530) 243-9879 Fax: (662) 420-9955
Fax: (530) 243-9880 www.ciadvisers.com
E-mail: dannenberginsurance@gmail.com Offering Retirement Planning/Investment Management,
Offering supplemental insurance for Accident, Sickness, Cancer, Pension and 401K Rollover Consulting, and
Dental, Hospital Indemnity and Heart Attack/Stroke. Comprehensive Financial Planning
DWORKIN INSURANCE SERVICES LEGACY WEALTH MANAGEMENT
Earl Dworkin Danlel R. Henderson, MBA, CFP
467 Hamilton Avenue, Suite 1 3478 Buskirk Avenue, Suite 300
Palo Alto, CA 94301 Pleasant Hill, CA 94523
Office: (650) 329-1330 or (800) 3324313 Office: (925) 296-2853 or (877) 679-9784
Fax: (650) 329-9957 Fax: (925) 944-5675
www.dworkininsurance.com E-mail: daniel@legacywealthmanagement.biz
Offering Individual and Family Medical Insurance, www.legacywealthmanagement.biz
Travel Medical, Medicare Supplements, Dental Plans, and Offering discounted John Hancock Long Term Care Insurance and
Part D Prescription Drug Plans Life Insurance, Annuities, Retirement, Investment and Estate

Planning, Mutual Funds, and 401K.

DAVID WHITE & ASSOCIATES
Waealth Accumulation and Preservation
3150 Crow Canyon Place, Suite 2000
San Ramon, CA 94583
(800) 548-2671
Contact: Ryan Gonzales (ext. 2682),
rgonzales@dwassociates.com, or
Matt Kay (ext. 2628), mkay@dwassociates.com
Offering Investments, Retirement Plans, Education Savings
Accounts, Medical Insurance, Life Insurance, Disability Insurance,

and Long Term Care Insurance.

CREDIT UNIONS
LA FINANCIAL FEDERAL CREDIT UNION PROVIDENT CREDIT UNION
P.O. Box 6015 303 Twin Dolphin Drive
Pasadena, CA 91102-6015 P.O. Box 8007
(800) 894-1200 Redwood City, CA 94603-0907
www.lafinancial.org (800) 632-4699 - (650) 508-0300
Open to anyone living, working or worshiping in Los Angeles www.providentcu.org
County, or referral from existing member. All LS| members are eligible to join.

QUESTIONS AND CONCERNS CONTACT:
Sandra T. Jimenez, CCLS, LSI Vice President
LSI® Marketing Committee Coordinator
P.O. Box 58, Seeley, CA 92273
Cell - (760) 604-3057

sjimenez52@yahoo.com
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ELECTED OFFICERS

President

BROOKE MANSFIELD-ATHERTON, CCLS
Cell: (530) 519-1541; Home: (530) 872-1074
E-mail: baaccls@gmail.com

Vice President

SANDRA T. JIMENEZ, CCLS
Cell: (760) 604-3057

E-mail: sjimenez52@yahoo.com

Executive Secretary

MARY J. BEAUDROW, CCLS

Cell: (415) 717-5675; Office: (415) 268-7281
Fax: (415) 358-4161

E-mail: marybeau@comcast.net

Treasurer

JENNIFER PAGE, CCLS

Home: (415) 898-1010; Office: (415) 721-2040
E-mail: jlpage@ix.netcom.com

APPOINTED OFFICERS

Executive Advisor (CEC)

CHRISTA DAVIS

Home: (510) 582-1641; Office: (925) 463-0750
Fax: (925) 463-0407

E-mail: cdavis@staleyjobson.com

Parliamentarian

JULIE EDSILL, CCLS

Home: (530) 892-1249; Cell: (530) 588-2151
Office: (530) 893-0717; Fax: (530) 893-9236
E-mail: julie@personsmiller.com

Editor-In-Chief (CEC)

LUGENE BORBA, CCLS

Home/Fax: (209) 409-8589; Office: (209) 522-2211
E-mail: lugeneborba@comcast.net

Editor, The Legal Secretary

DEBORAH RICKERT, CCLS

Office: (714) 755-8132; Fax: (714) 755-8290
E-mail: deborah.rickert@LW.com

Educational Program Coordinator (CEC)

J. CORI MANDY

Office: (619) 515-3256; Fax: (619) 398-0146
E-mail: corimandy@procopio.com

Historian

CARRIE HUGHES, CCLS

Cell: (925) 768-6547; Office: (925) 930-9090
E-mail: carrielee927@yahoo.com

Legal Specialization Sections Coordinator (CEC)
CHERYL L. KENT, PLS, CCLS

Home: (925) 462-3440; Office: (925) 837-0585
Fax: (925) 523-3086

E-mail: clk@gagenmccoy.com; clkecls@comcast.net

CHAIRMEN

2011 Annual Conference

MICHELLE TICE, CCLS

ELIZABETH ADAME, CCLS

Office: (760) 352-4007; Fax: (760) 352-5561
Home: (760) 352-8333

E-mail: liz.adame@sbcglobal.net

Advertising

MICHELLE TICE, CCLS

Home: (619) 579-0654; Office: (619) 696-6160
Cell: (619) 820-9525

E-mail: mdtice@cox.net

Caiifornia Certified Legal Secretary (CEC)
TERR]I QUINTON, CCLS

Office: (619) 209-3075; Cell: (619) 294-1246
E-mail: quinton@dsmwlaw.com
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2011-2012 LSI Roster

Career Promotion/Scholarship

DIANA DEMPSEY, CCLS

Office: (925) 930-9090; Cell: (925) 783-9085
E-mail: diana@mtdiablolpa.info

Editor, The Legal Professional’s Handbook

MARIA BISHOP, CCLS

Home: (925) 283-5226; Office: (925) 284-7788

Fax: (925) 284-7789

E-mail: mbishopccls@hotmail.com; maria@perezmillercom

Editor, Law Office Procedures Manual

ANN BOCCIA ROSADO

Home: (310) 833-9952; Office: (562) 435-8300 x 229
Fax: (562) 435-8304

E-mail: arosado@skes-law.com

Legal Procedure (CEC)

ROD CARDINALE, JR.

Office: (659) 592-8600; Cell: (408) 461-0972
E-mail: rodcardinalejr@sbcglobal.net

Legal Secretarial Training/Seminar (CEC)
COLLEEN YOUNG

Home: (209) 368-6792; Cell: (209) 609-4042
E-mail: youngns@comcast.net

Professional Liaison/Day in Court

LEANNA PIERCE

Office: (619) 231-0500; Fax: (619) 238-1097
Cell: (619) 248-0970

E-mail: Ipierce@hbattorneys.com

LEGAL SPECIALIZATION SECTIONS

Coordinator

CHERYL L. KENT, PLS, CCLS

Home: (925) 462-3440; Office: (925) 837-0585
Fax: (925) 523-3086

E-mail: clk@gagenmccoy.com; clkecls@comcast.net

Civii Litigation

DENISE AGUILAR, CCLS
Home: (714) 670-0215
E-mail: daguilar57@att.net

Criminal Law

LINDA LANE

Home: (818) 248-0739; Cell: (818) 434-6600
E-mail: l.lane44@yahoo.com

Family Law

JUDITH WILLIAMS

Cell: (530) 519-8973; Office: (530) 534-8973
Fax: (530) 534-6551

E-mail: pwplgl2@yahoo.com

Law Office Administration

SARA E. MULL, CCLS

Office: (530) 846-5691; Fax: (530) 846-5738
E-mail: sara@sacvalleylaw.com

Probate/Estate Planning

LINDA MOORE

Office: (619) 232-3122 ext 404; cell (619) 723-5336
E-mail: Imoore@stutzartiano.com

Transactional Law

BELINDA OWENS

Home: (619) 229-9323; Cell (619) 261-9323
E-mail: bowens0913@aol.com

PUBLICATIONS REVISION COMMITTEE

Editor, The Legal Professional’s Handbook

MARIA BISHOP, CCLS

Home: (925) 283-5226; Office: (925) 284-7788

Fax: (925) 284-7789

E-mail: mbishopccls@hotmail.com; maria@perezmiller.com

Editor, Law Office Procedures Manual

ANN BOCCIA ROSADO

Home: (310) 833-9952; Office: (562) 435-8300 x 229
Fax: (562) 435-8304

E-mail: arosado@skes-law.com

Assistant Editor

LISADELA O

Home:; (818) 787-3979; Office: (818) 784-8700
Fax: (818) 784-5406

E-mail: lisad@ssmlaw.com

Assistant Editor

KAREN J. JONES

Cell: (818) 269-5750; Office: (310) 284-5695

Fax: (310) 557-2193

E-Mail: kdj_lones@yahoo.com; kjjones@proskauer.com

Assistant Editor

CAROL KARWATT

Home: (650) 588-1903; Office: (650) 599-1712
E-mail: carol.karwatt@gmail.com

Assistant Editor

DIANE M. MECCA

Home: (209) 529-31071; Office: (209) 238-0946 ext. 210
Fax: (209) 238-0953

E-mail: diane@friendsandwalton.com

Assistant Editor

ANNIE PARRISH, CCLS

Cell: (619) 322-5066; Office: (619) 744-7312

Fax: (619) 230-0987

E-mail: sdisaprez@gmail.com; annie.parrish@gmail.com

LIAISON TO LAW PRACTICE
MANAGEMENT AND TECHNOLOGY SECTION
OF THE STATE BAR OF CALIFORNIA

HEATHER EDWARDS
Office: (818) 881-5000 x124
E-mail: hedwards@alperbarr.com

CCLS CERTIFYING BOARD

Chairman
MICHELLE RODGERS, CCLS

Members

PAULA DELP, CCLS
ELISE DRESSER, CCLS
ANGIE GREGO, CCLS
KARI L. KALISTA, CCLS

Attorneys

MITCHELL DRISKILL, ESQ.
DALE A. STERN, ESQ.

LS1 CORPORATE OFFICE

Editor-in-Chief

LUGENE BORBA, CCLS

Home/Fax: (209) 409-8589; Office: (209) 522-2211
E-mail: lugeneborba@comcast.net

Administrator

CATHERINE CULVER, CCLS

Office: (707) 682-6888; (800) 281-2188
Fax: (800) 281-2188

E-mail: Isiorg@suddenlinkmail.com

LS| Website: http://www.Isi.org



First Legal I Network

Pt the Power of the Network
2o work for you today...

( ) Court Aling

A network of experienced supervisors manage filing and research
work at the central courts: Superior, District and Bankruptcy.

\ /) Confirmations of all filings are electronically submitted to our
operations center where you are personally updated by phone or
email once the filing is complete and per your instructions. Conformed
copies may be returned to you either via email or the next day at your
office, it's your choice.

PDF/Fax/e—Filing

First Legal Support Services offers PDF and Fax Filing throughout the
United States utilizing high—speed printers, copiers and scanners. We
are also proud to introduce our new ez—File solution, a virtual e—Filing
avenue which is quick, efficient and cost effective.

Asset Investigations
ﬁ Unlike publicly accessible records, liquid assets and other non—public

record information are considered to be protected under the

\ ] ) Gramm-—Leach~Bliley Act. Generally, if you have a judgment or a
documented debt, and are acting under court order or investigating a
business transaction initiated by the subject, you may order such
investigations.

Civil & Criminal investigations

The Firslt Legal Investigations team of experienced, licensed
investigators are adept at uncovering and assembling the information
/) needed to assist in the preparation of a case. Depending on the
investigation,investigators may use various surveillance, background
checks, medical or forensic investigations, witness examination, and
other methods to assist in solving the case.

Subpoena Photocopy

First Reprographics provides a total service package. We can prepare
the subpoena, notice the appropriate parties, serve the custodian of
records, copy the records and disseminate copies to the requesting
parties. First Reprographics can act as your deposition officer. We
can serve the custodian and if they prefer we will arrange to copy the
records on site.

Litigation Copying
Whether you have one box or several hundred, First Reprographics
can duplicate the records and give you an exact replica of the

Zs your Attorney

Service Lhis easy

lo use?

Place your Order, Check Your e originals.
Status, Keceive your —
Documents..all online!
www.firstiegalnetwork.com

Support Services © Investigations ¢ Reprographics
* First Legal Investigations Licenses: CA PI: 24171, AZ PI: 1551710. In Nevada, Support Services and Investigations operations are provided by First Legal nvestigations, NV License: NV PI-PS: 1452.



Jj Janney & Janney

attorney service, inc.

Court Services

Process Serving
Fax & E-Filings

Court Research

Skip Tracing
Writs, Levies & Attachments
Photocopy Service

Statewide &
Nationwide Services

Los Angeles
1545 Wilshire Blvd., Ste. 311
Los Angeles,CA 90017

(213) 628-6338 Fax:(213) 413-8024

Inland Empire

g‘{gﬁesi(:g# 'S‘ttyeet 455 W. La Cadena, Ste. 17

Santa Ana, CA 92701 Riverside, CA 92501

(714) 953-9451 Fax:(714) 953-2840 (951) 369-8369 Fax:(951) 369-4931
Ventura San Diego

801 S. Victoria Ave., Ste. 304 4891 Pacific Hwy, Ste. 102
Ventura, CA 93003 San Diego, CA 92110

(805) 650-9077 Fax:(805) 650-9091 (619) 231-9811 Fax:(619) 231-9421

Excellent Service - Fast Turnaround * Great Prices

www.janneyandjanney.com



