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preSident’S MeSSage     Rise To The Challenge 

Rise To The Challenge
By sandRa T. Jimenez, CCls — lsi PResidenT 

Time flies when one is having fun! (I can’t 

believe I said that.) But, yes, here we are 

again at May Annual Conference. It seems 

as though it was just yesterday that the new 

Executive Committee was being installed 

and here we go again – round two.

I am very pleased to report that LSI is 

experiencing member growth and we owe 

it all to Local Associations who have been 

scheduling membership drives and work-

ing hard to recruit more members this year.  

Conference attendance reports reveal that 

more members are also attending more 

conferences again – not only is that good 

for conference hosting associations, but also 

for LSI.  However, more importantly, current 

officers, appointed officers and chairmen are 

enthused about LSI and it shows in their per-

formance. 

The Publications Revision Committee’s 

(PRC) hard work and great performance is 

reflective in higher royalties this year; the 

Continuing Education Council (CEC) has 

been working diligently to begin online pro-

grams, and has presented wonderful CEC 

free seminars at quarterly conferences; the 

Legal Specialization Sections (LSS) are enjoy-

ing an increase in membership due to excel-

lent topics and speakers; our CCLS program 

is going strong; we have a Legal Procedure 

page on the website to keep members up-

to-date; LSI information and forms are more 

accessible on the website; and the Execu-

tive Committee’s performance as a team, 

has been nothing but outstanding. All of us 

together comprise a wonderful team dedi-

cated to improving LSI and that is excellent 

teamwork!

FebRuaRy 2013 ConFeRenCe –  

aCknowledgMenT/ReCap:

Thank you Orange County LSA! Special 

thanks to Conference Chair Barbara Barregar 

and hosting association Orange County LSA 

for an awesome February Conference at 

Knotts Berry Farm. The weather was a bit on 

the cool side, but perfect nonetheless. The 

food was excellent and the hotel service was 

absolutely great. Orange County LSA is com-

mended for “rising to the challenge” of plan-

ning and hosting a great conference – awe-

some teamwork! Everyone enjoyed “Blazing a 

Trail” at Knotts Berry Farm and it was so much 

fun -- western theme and all. And, what a 

great turnout – 144 registrations!  

I was very pleased and happy that our son, 

Mike Jimenez, Jr. and his girlfriend, Marteena 

Cao, were able to attend also. I truly appreci-

ate their support and assistance. 

The Friday night reception was truly awe-

some with the many vendors and the “taco 

cart.” The food (and I call it food, not appetiz-

ers) was absolutely delicious -- my favorite, 

the Guacamole! Conference attendees had 

Sandra T. Jimenez currently self-employed as a Legal Temp/notary Public. Previously 
she was employed with the County of imperial, department of Social Services. Prior to 
that she was employed with law firms specializing in civil litigation, employment law, 
real estate transactions, collections, bankruptcy, and probate in el Centro for the last 30 
years.  Sandra was awarded the Legal Professional of the Year 2012 award by the impe-
rial County Bar association in June 2012.
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the opportunity to visit and network with members and vendors. The 

photo booth was so much fun and many took advantage of it – the 

photos taken are definitely a keepsake. I must say that the food was 

delicious at every event. My favorite was the fried chicken at banquet! 

I must say it was different, but so delicious! 

Our welcome speaker on Saturday morning was the Mayor of 

Buena Park, Elizabeth Swift, Ed.D. Not only did she welcome us and 

provide a brief history of Knotts Berry Farm; she also took us down 

memory lane (well, those of us who remembered way back) remem-

bering early western TV shows. It was 

certainly a pleasure to have her join us 

– such a delightful person. 

Our Brunch speaker, Mr. Jim Amor-

mino, was a very interesting speaker 

also. We all enjoyed hearing about his 

experiences as a public relations officer 

for the Orange County Sheriff’s Depart-

ment. We should definitely invite him 

back for a sequel.

There were many LSI Past Presi-

dents in attendance:  Patricia S. Brady, 

Esq., Diana E. Estabrook, PLS, Patricia A. 

Parson, Linda Duarte, Patricia E. Miller, 

PLS, CCLS, Kay J. Thornburg, Mary S. 

Rocca, CCLS, and Christa Davis. There 

were also two honorary members: Sharon R. Irish, CCLS and Don Lee.  

We certainly enjoyed having them join us and appreciate their contin-

ued support at every conference.

The Executive Committee is diligently working as you can see from 

the business transacted at the Board of Governors meeting on Satur-

day:

1. A new LSI logo was selected by a majority vote and it was also 

adopted as the new logo. The logo entry was made by Cathleen 

Siler of Long Beach LPA, who won a free scrip ticket to May 2013 

Annual Conference. 

2. The noticed Bylaw Amendment to Article IX, Section 2, subsection 

(a) regarding the Executive Advisor position - was approved and 

adopted by a majority vote. 

3. The Executive Committee recommendation to amend Standing 

Rule 2.18, to allow “governors in training” at February conferences 

-- was also approved and adopted.

4. The Executive Committee recommendation to change the title 

of Standing Rule 24 to just “Day in Court” – was approved and 

adopted.

5. The Executive Committee recommendation to amend Standing 

Rule 24.1 “to strike “videotapes which shall be available for rental 

to Local Associations for a 30-day period, at a cost of $10 per vid-

eotape” and insert “scripts that are available to Local Associations” 

at the end also passed and was adopted.

Our Parliamentarian, Astrid Watterson, CCLS, is working overtime 

as you can see from the three Notices that were immediately dissemi-

nated to Governors and Presidents. Governors will be voting on these 

items at the Pre-Board of Governors’ Meeting at the May 2013 Annual 

Conference:

noTICe oF pRopoSed bylaw aMendMenT To aRTICle XII, 

SeCTIon 1: Amendment to insert new subsection (o) to add a social 

media chairman as follows:

 (o) Social Media

noTICe oF pRopoSed bylaw aMendMenT To aRTICle XII, 

SeCTIon 2: Amendment to insert new 

subsection (o) to add a social media 

chairman as follows:

(o)  Social Media.  This Committee 

shall (1) maintain and update the LSI 

website, (2) ensure all directives and 

reports and conference changes are 

updated on the LSI website, (3) coor-

dinate with the webmaster, (4) main-

tain and update all photographs of LSI 

items listed on the LSI website, and (5) 

maintain and update all other social 

media as needed.

noTICe oF pRopoSed bylaw 

aMendMenT To aRTICle XIII,  

SeCTIon 2:  Amendment to insert new subsection (c) to read as fol-

lows:  (1) A Local Association that has not paid per capita taxes to LSI 90 

days past the delinquent period as stated in Article VI, Section 6, may 

have its charter revoked for nonpayment.

Again, I commend the governors for their efficient and professional 

conduct while transacting the business of the corporation. Special 

thanks to our pages: Heather Nowak, Dee Texidor, and Marilyn Born, 

who assisted in the morning and afternoon sessions. 

The LSI Bylaws and Standing Rules have already been updated by 

our LSI Parliamentarian, Astrid Watterson, CCLS, and were posted on 

the LSI website immediately following conference. They are effective 

as soon as amendments are adopted; therefore, always refer to the cur-

rent version.

The following new appointments to the LSI Team were announced:   

•	 CCLS Certifying Board Member - LeQuita Hodge, CCLS of Long 

Beach LSA (four year term) and  Attorney Member - Emily Lynch 

Morissette, Esq. of San Diego, California (two year term).

•	 2013 Annual Conference Registrar – Melissa Cardinale of San 

Mateo County LSA and Assistant Registrar – Barbara Barregar of 

Orange County LSA.

•	 Committee to Review Annual Meeting Minutes: Chair - Melanie 

Herman of Sacramento LSA, Member - Yolanda Tapia of Los Ange-

les LSA, and Member - Maria Morales-Hernandez of San Mateo 

County LSA.

•	 May 2014 Annual Conference Co-Chairs: Cristina Moreno and 
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LSI Third Quarterly Conference 2013
Knott’s Berry Farm Hotel, Buena Park, California

lSi ConferenCe SCrapbook
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a Question of Membership
By mae BRooks — suBmiTTed By VenTuRa CounTy lPa

W hat kind of member are you?   

In the world of organizations, 

associations, clubs, and the like, 

there are “members.”   There are the leaders, 

the followers, the participators, the “join for 

the name only,” and the “do nothing” mem-

bers.   Which are you? 

And, in each of these categories of mem-

bers, there are further categories.   In the lead-

ers group there are those who lead – only if 

everyone else does what they want.   They 

don’t accept suggestions, and Lord help you 

if you criticize them.   The leaders usually 

comprise the Board of Directors and in small 

organizations seem to stay in the leader-

ship position forever.   Why is this?   No one 

wants to take on the responsibility and time 

involved in being a “leader.”    The other type 

of leader is one who welcomes input from the 

membership.   This person encourages others 

to participate, encourages others to step up 

and take on a leadership position, and is there 

for support.   This is the type of person you 

would like to see stay in a leadership position 

for a long time, but is the person who knows 

someone else should step up also. 

What about the followers.   These are the 

members who just go along and do what-

ever everyone else is doing and whatever the 

majority wants.   They don’t care which way it 

goes, they will go along with it – just don’t ask 

them to do anything.   They attend functions, 

they keep renewing their membership, but 

again, don’t ask them to do anything more. 

Then there are the “join for the name only” 

and the “do nothing” members.   These are 

usually the same.   The only reason they join 

is because someone else is paying for it (i.e., 

their boss) and they like to be able to say they 

are a member of a particular group.   They 

don’t care if they get anything out of being 

a member and most certainly don’t want to 

participate by doing something.   The fact 

they might get something beneficial out of 

being a member never occurs to them – this 

is not what they are looking for. 

The best members are the “participators.”   

These are the members who come to meet-

ings, who speak up with ideas, who are sup-

portive of the organization/association, and 

promote it whenever they can.   They may 

be unable to participate at times because of 

family or work obligations, but they will par-

ticipate and contribute whenever they can.   

Questions I would like members ask 

themselves, are “What do I want from being 

a member of this Association/Organization” 

and “What kind of member am I”?     Are you 

one who sits back and does nothing, do you 

complain about what goes on but don’t speak 

up with ideas as to what should or could be 

done?    Do you not speak up because you 

are afraid that if you do, you will be asked to 

do something or that the others will not like 

your ideas?     My motto on this is “nothing 

ventured, nothing gained.” 

All of the members of the local associa-

tions I have met, and those at the executive 

level of LSI, are open to membership input.   

LSI and the local associations can only grow 

if the members participate and contribute 

ideas.   Our goal is education, but the leaders 

need to know the areas where education is 

needed.   Because there is a wide variety of 

types of law and practices in California, it is 

always difficult to decide which areas should 

be covered, but if membership spoke up 

more and let the “Leaders” know what they 

need, it would make the coverage of these 

types of educational events more meaning-

ful, and over time, most of the areas could be 

covered. 

Again, what kind of member are you?   If 

you have been a follower or “do nothing” 

member, make a resolution to participate – 

contribute your ideas and help in helping 

your local association and LSI continue to be 

the best there is.    

mae BrookS, CCLS, is the current President of Ventura 
County Legal Professionals association, and has been an 
active member of LSi, inc., and VCLPa since approximately 
1997.  mae has been a legal secretary since before she was 
old enough to sign her Proofs of Service (she was only 17 
when she started in a law office), and has been with her 
attorney, david Tredway of Ferguson, Case, orr, Paterson 
LLP, for over 30 years.  mae is also well known for her 
handiwork with yarn and crafting abilities.

Questions I would like members to ask themselves, are “What 
do I want from being a member of this Association/Organiza-
tion” and “What kind of member am I”?
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baker v. wesberry and Reynolds:  
The Truth about the “one-Man, 
one-Vote” Rule
BY KEVIN R. FISH — SuBMITTED BY SANTA CLARA COuNTY LPA

W hile it has often been cited as 

such, the Baker v. Carr Decision of 

1962 did not actually establish the 

“one-man, one-vote” rule.  That rule actually 

was advanced by subsequent united States 

Supreme Court decisions, with such issues 

originating in united States district courts.  

Moreover, since voting is the issue, the 

Census Bureau data and this rule are inex-

tricably tied in determining the creation of 

legislative districts.  Finally, due to problems 

regarding such data, a new law was enacted 

slightly over a decade following the enuncia-

tion of the new rule.

It is clear that the united States Supreme 

Court’s Baker Decision of 1962 was not the 

actual creator of the “one-man, one-vote” rule.  

Federal courts were authorized to hear law-

suits that challenged the legality of malap-

portioned state legislatures under the Equal 

Protection Clause of the Fourteenth Amend-

ment to the united States Constitution, or 

intervene so as to determine if citizens’ votes 

carried equal weight in state voting proce-

dures.  A state legislature was not required 

to reapportion itself due to violations of its 

own constitution if the Court could not find 

invidious discrimination.  While this decision 

may have only invited lower courts rather 

keVin r. FiSh was born in Syracuse, new York, on april 27, 
1953, and grew up in the nearby town of Baldwinsville.  he 
graduated from Lynbrook high School in San Jose in 1972, 
and earned an a.a. in history from deanza College in 1974, 
a B.a. in history from Southern oregon State College (now 
called Southern oregon University) in 1976, and an m.a. in 
social science (mainly history) from San Jose State Univer-
sity in 1984.

than decide on the case’s merits or command 

speedy reapportionment, it has not been so 

interpreted.1 

The first litigation that led to the actual 

“one-man, one-vote” principle involved Geor-

gia.  James Sanders sued such entities as 

Chairman James H. Gray of the Georgia State 

Democratic Executive Committee because 

his federal constitutional rights had been vio-

lated by the conduct of a primary under the 

county unit system.  In April 1962, a united 

States district court in that state ruled in favor 

of Sanders when it held that that county 

unit system had resulted in unconstitutional 

invidious discrimination, and issued an 

injunction against such conduct.2   Later, the 

united States Supreme Court’s Gray Decision 

of 1963 vacated this district court decision by 

ruling that that district court properly pro-

hibited the conduct of the primary election 

under the county unit system because even 

though that system gave each voter one 

vote, it counted the votes that (1) weighted 

rural votes more heavily than urban votes, 

and (2) weighted some small rural counties 

heavier than other larger rural counties.3 

Soon, Henry J. Toombs and others sued 

Georgia Secretary of State Ben W. Fortson, 

Jr., and others for reapportionment of their 

state’s General Assembly so that people 

would be represented by assembly mem-

bers based upon population.  In May 1962, 

a united States district court ruled that (1) 

it was unconstitutional for Georgia’s legisla-

ture not to have at least one house that was 

elected and apportioned to population, and 

(2) Georgia laws that required rotation of 

state senate seats among counties of several 

There are a number of observations that can be made 
regarding the “one-man, one-vote” principle.  The litigation 
occurred during the civil rights movement, and there was 
racial discrimination when it came to the franchise.
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senatorial districts were unconstitutional.  

This court also allowed Georgia a reasonable 

opportunity to reconstitute its legislature.4

It was not long before James P. Wesberry, 

Jr., and Candler Crim, Jr., sued Governor S. 

Ernest Vandiver and Fortson because a Geor-

gia law apportioning congressional districts 

was invalid.  In June 1962, a united States 

district court dismissed this lawsuit since the 

plaintiffs lacked equity since there was no 

cognizable constitutional claim.  However, 

that court reasoned that it had jurisdiction of 

such a matter, that the plaintiffs had standing 

to sue, and that there was a justiciable issue, 

but that the question required some elabo-

ration.  Later, however, the united States 

Supreme Court’s Wesberry Decision of 1964 

struck down the election of members of Con-

gress from unequally populated districts as 

violations of the united States Constitution, 

requiring that one vote in a congressional 

election was worth as much as another as 

nearly as practicable.5 

The Wesberry Case concerned congressio-

nal districts, but other litigation led to another 

united States Supreme Court decision, this 

one dealing with state legislative districts.  In 

July 1962, not long after the opening of the 

litigation that led to the Wesberry Decision, a 

united States district court in Alabama ruled 

in its M. O. Sims Decision that the apportion-

ment of both houses of the Alabama legis-

lature constituted invidious discrimination 

that violated the equal protection clause of 

the Fourteenth Amendment to the united 

States Constitution.  This court also held that, 

in ordering reapportionment, it would accept 

(1) the part of a proposed state constitutional 

amendment that related to the Alabama 

House of Representatives that was devised 

according to the “equal proportions method;” 

and (2) the part of a proposed law that 

related to the Alabama Senate if the amend-

ment was not adopted, but decided that the 

proposed law regarding the Senate was not 

acceptable as permanent legislation.6  How-

ever, the Sims Decision was appealed to the 

united States Supreme Court, which held in 

its Reynolds Decision of 1964 that the “one-

man, one-vote” rule applied to state legisla-

tive elections as clearly and strongly com-

manded by the Equal Protection Clause of 

the united States Constitution.  In striking 

down the terribly malapportioned Alabama 

legislature, the Court insisted that equal 

numbers of state representatives be elected 

by equal numbers of voters.7

Since the “one-man, one-vote” principle 

involves apportionment or redistricting and 

Census Bureau data, it is necessary to under-

stand two concepts that are involved in such 

data.  Enumeration geography means that, 

in an enumeration district, an enumera-

tor can walk from house to house, with that 

district being roughly of sufficiently equal 

size to facilitate that enumeration.  Tabula-

tion geography involves the spatial defini-

tion of such reporting places as regions and 

towns for which the Census Bureau tabulates 

census results.  Most tabulation geography 

can change due to local jurisdictions altering 

their jurisdictions.  Once the census informa-

tion is collected, all person and household 

information that is gathered by enumeration 

geography is aggregated up or transferred 

to the tabulation geography codes for the 

purpose of publication of the data.  Census 

data affects the determination of districts, 

and necessitates adherence to the “one-man, 

one-vote” principle.8 

About a decade following the Wesberry 

and Reynolds Decisions, there were problems 

with Census Bureau data in adhering to the 

“one-man, one-vote” rule, and a new law 

resulted as a solution.  In July 1973, Congress-

man Harold L. Runnels of New Mexico intro-

duced a bill to provide for the transmittal to 

the states the tabulation of total populations 

of those states that were obtained in each 

decennial census and which was required for 

the apportionment of the legislatures of the 

states.  The bill also stipulated that this would 

be done with a plan and form that were 

approved by the governors of the states.  

Congressman Richard C. White of Texas intro-

duced similar bills for himself and Runnels 

in December 1973 and January 1975.  How-

ever, these latter two bills required that this 

be done subject to the approval of the Sec-

retary of Commerce and according to a plan 

and form that were suggested by the officer 

or public body that was responsible for the 

apportionment or districting of the state 

being tabulated.  Such a law was enacted in 

December 1975.9 

There were multiple causes of the confu-

sion regarding census data, to which Con-

gressman White, as well as Congresswoman 

Patricia Schroeder of Colorado referred 

during the debate over the final bill.  These 

two called for avoiding the confusion that fol-

lowed the 1970 decennial census by having 

the federal government work in partnership 

with local and state governments in estab-

lishing census districts.  One problem was 

that there were no comprehensive liaison 

arrangements between the states, local juris-

dictions, and the Census Bureau that could 

cope with the data issues that stemmed from 

the new rule.  In fact, White complained that 

there was no legally required duty of the 

Census Bureau to provide states with popu-

lation tabulation information for support 

of state legislative redistricting.  Also, states 

had inaccurate and inconsistent data.  Fur-

thermore, while Census Bureau data have 

been the main basis for fair and proper cre-

ation of legislative boundaries on the basis 

of population equity, nearly half of a survey’s 

respondents had major difficulties in trying 

to resolve conflicts between census units 

and precinct boundaries during the 1970 

reapportionment/redistricting cycle.  The 

main census unit is the enumeration district 

that covers an area of about one thousand 

people.10 

There are a number of observations 

that can be made regarding the “one-man, 

one-vote” principle.  The litigation occurred 

during the civil rights movement, and there 

was racial discrimination when it came to 

the franchise.  In fact, in the same year as the 

Wesberry and Reynolds Decisions, some such 

discrimination was ended by the repeal of 

the poll tax through the ratification of the 

Twenty-Fourth Amendment to the united 

States Constitution.   Another point is that, 

although it did not establish the “one-man, 

one-vote” rule, the Baker Decision was 

remarkable since the united States Supreme 

Court appreciated the fact that it was neces-

sary to understand individual rights within 

institutional arrangements.  That apprecia-
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tion was the factor that motivated the Court 

to become politically involved in this issue.11 

Separation of powers rather than federal-

ism is the focus of the political question doc-

trine.  The Baker Decision removed respect for 

state sovereignty as a justification for that 

doctrine, thus paving the way for more active 

federal judicial involvement in legislative 

redistricting, first through the one-man, one-

vote rule, then subsequently through judicial 

interpretation and enforcement of the Voting 

Rights Act of 1965.12  Yet another important 

point is that, in spite of the Wesberry Decision, 

Robert Sickels argued about two years after it 

was rendered that the congressional gerry-

mander was as strong as ever.  For example, 

he noted that a political party could win as 

much as eighty percent of a congressional 

delegation with fifty-five percent of the vote 

in Missouri or sixty-three percent of a con-

gressional delegation with fifty-one percent 

of the vote in Michigan.13  ’
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Redo your To-do list
By heidi gRanT halVoRson — SuBMITTED BY san diego lsa

Y ou are juggling way too many projects 

and goals at once.  There don’t seem to 

be enough hours in the day to get it all 

done.  And the stress of keeping all those balls 

in the air is killing you.

I may not know you personally, but I’ll bet 

that’s a pretty accurate description of your 

work life.  I’ve yet to meet a successful pro-

fessional who feels like they have time and 

energy to spare.

You probably use some version of a To-Do 

List to keep track of everything you need to 

accomplish.   (There may even be another one 

on your refrigerator at home that contains 

things like clean out the garage and paint the 

guest room.)

To-do lists seem like a good idea, but they 

merely catalog tasks–and cannot help you 

accomplish them.

If all you do is make lists of the projects you 

need to finish, odds are good that they will 

remain unfinished far longer than you’d like.

Decades of research on goal pursuit shows 

that when it comes to execution, there are 

two major pitfalls that keep us from doing the 

things we intend to do.

First, we don’t get specific enough about 

what exactly needs to happen – the various 

actions we must take to reach our goals.  If, 

for example, your goal is to make a good 

impression on your boss, you need to break 

that down into component actions, such as 

arranging a weekly meeting or turning in 

reports on time. To-do lists can be helpful 

on this end, so long as they contain specific 

actions rather than vague goals.

But the second problem – which to-do lists 

don’t solve – is that we miss opportunities to 

take action.  Did you really have no time to 

work on that assignment today?  No chance at 

any point to return that phone call? Of course 

you had time, but you were probably preoc-

cupied with something else, or simply forgot 

about it until it was too late – something 

busy people routinely do.  Achieving any goal 

means grabbing hold of these opportunities 

before they slip through your fingers.

The good news is that there is a solution 

to this second pitfall:  It’s called if-then plan-

ning.

The trick is to not only decide what you 

need to do, but to also decide when and 

where you will do it, in advance.  The general 

format of an if-then plan looks like this:

If (or When) ___________ occurs, then I 

will ________________.

For example:

When it’s 3 p.m. today, then I’ll stop what-

ever I’m doing and work on that project.

If it’s Monday, Wednesday, or Friday, then 

I’ll go to the gym before work.

If it’s Tuesday morning, then I will check in 

with all my direct reports.

Studies show that this kind of planning 

will train your brain to be ready for a certain 

action at a certain time. On an unconscious 

level, you are actively scanning your environ-

ment, waiting for the situation (e.g., 3 p.m.) to 

occur. So you are much more likely to notice 

3 p.m. when it happens, and seize the oppor-

tunity to take the action you included in your 

plan.

With each action on your to-do list, add a 

when and where.  You can transfer your to-do 

list to your calendar if you prefer – just make 

sure that you pair what you need to do with 

details about when and where you’ll do it, 

and your productivity will soar. 

heidi GranT haLVorSon, is associate director of the 
motivation Science Center at Columbia Business School.  
She is the author of Succeed and nine Things Successful 
People do differently. article originally appeared in the Wall 
Street Journal.
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The attorney Report Card
By Jan TRine — suBmiTTed By sTanislaus CounTy lPa

F ollowing my annual review this year, it occurred to me that, perhaps, it was time to turn things around.  Why shouldn’t employers be given 

a review of their performance?  But how could I accomplish this task?

I then remembered an article that I had seen many years ago in a women’s magazine.  The article had included a parent ”report card.”  The 

notion was for a child to ”grade” his or her parent’s skills, strictly from the child’s perspective.  After the short quiz was taken, together the parent 

and child could discuss the results and use those as an opening for a meaningful dialogue.

Could this same concept be taken and modified into an assessment test for an attorney?  Parent – child; secretary – attorney.  The similarities 

were striking to me.  Thus was born “The Attorney Report Card” which appears below.  In order to take this short quiz, the secretary should read 

each sentence and then circle the “grade” that best identifies his/her employer.  

1.  Doesn’t expect me to read his/her mind.    A   B   C   D   F

2.  Returns clients’ telephone calls timely.    A   B   C   D   F

3.  Doesn’t blame me for his/her mistakes.    A   B   C   D   F

4.  Is understanding of child care/personal problems.   A   B   C   D   F

5.  Thinks of me as “part of the team.”    A   B   C   D   F

6.  Asks for my opinion on cases or files.    A   B   C   D   F

7.  Pays competitively.      A   B   C   D   F

8.  Expresses criticism in a positive manner.    A   B   C   D   F

9.  Respects me, my work, and my position in office.   A   B   C   D   F

10.  Doesn’t scream at me when upset or angry.   A   B   C   D   F

11.  Explains things in a non-condescending way.   A   B   C   D   F

12.  Treats all staff members fairly.     A   B   C   D   F

13.  Isn’t sexist with staff and/or clients.    A   B   C   D   F

14.  Is willing to speak with secretaries from other offices.  A   B   C   D   F

15.  Supports me in conflicts with clients or other offices.  A   B   C   D   F

16.  Let’s me work independently.     A   B   C   D   F

17.  Doesn’t ask me to make excuses for him/her.   A   B   C   D   F

18.  Is on time for appointments/court appearances.   A   B   C   D   F

19.  Doesn’t make sexually harassing remarks.   A   B   C   D   F 

20.  Gives regular, periodic performance reviews.   A   B   C   D   F

21.  understands my moods.                  A   B   C   D   F

22.  Provides me with up-to-date equipment, software, etc.   A   B   C   D   F

23.  Pays for my outside training, seminars, etc.   A   B   C   D   F

24.  Is well respected in our legal community.   A   B   C   D   F

25.  Gives frequent compliments on my work.   A   B   C   D   F

Jan Trine has been a legal secretary for more than thirty 
years.  She is presently employed as a legal secretary to 
both michael a. Goss and his son, mark a. Goss, at Goss 
& Goss in modesto.  Jan has served as both President and 
Governor for the Stanislaus County LPa and is currently 
Treasurer.
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After taking this test, the secretary can purposefully evaluate his or 

her employer’s grade point average using the standard point system 

(A = 4.0, B= 3.0, C = 2.0, D = 1.0, and F = 0).  A secretary who works for 

an attorney with a GPA of 1.5 or less should immediately ”run for the 

hills,” seek other employment, kick the attorney in the shins, or all of 

the above.  An attorney with a GPA of 1.6 to 2.5 may be salvageable 

depending on the secretary’s ability to ”re-train” the employer.  If an 

attorney has a GPA of 2.6 to 3.5, he or she is probably a “keeper” (unless 

there are any scores of D or F for offensive conduct).  Those secretaries 

fortunate enough to work for attorneys with a GPA of 3.6 to 4.0 never, 

ever leave their employment.

I’m happy to report that I work for not one, but two attorneys with 

a 3.6+ grade point average.  And, true to form, I do not plan on leaving 

my present employment until I reach retirement age (which, of course, 

is approaching faster and faster each year).  It’s my wish that all mem-

bers of Legal Secretaries, Incorporated work for a ”4.0” employer or, at 

least, for a ”keeper.”   Perhaps a review of “The Attorney’s Report Card” 

by secretaries with their attorneys can open a dialogue that results in 

my wish being fulfilled.  

.

CClS QuIZ – legal CoMpuTaTIonS
using the table provided, determine the compensation for the Executor of an estate worth each amount listed as numbers 1 through 5 below.

On the first  $100,000 of the estate, 4%

On the next   $100,000 of the estate, 3%

On the next   $800,000 of the estate, 2%

On the next   $9,000,000 of the estate, 1%

On the next   $15,000,000 of the estate, ½ of 1%, and

All Over   $25,000,000 to be determined by the Court

1. $19,500,000

2. $13,750,000

3. $1,050,000

4. $323,000

5. $763,000

CCLS QUIZ – LEGAL  
COMPUTATIONS

1. $160,500
2. $131,750
3. $23,500
4. $9,460
5. $18,449.20

anSweR key:
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Meet the goVernorS!     PRoFiles 

Annie Parrish, CCLS—Governor, San Diego LSA

Annie is serving her first term as Governor for the San Diego Legal 

Secretaries Association (SDLSA).  Originally from the New York tri-state 

area, she attended Drew university in 

Madison, New Jersey, the Katherine Gibbs 

School where she earned her Executive 

Secretary Certification, and the university 

of Connecticut, receiving her certification 

as a Civil Litigation Paralegal AND was 

one of the top ten students in her class.  

Annie entered the legal field quite by 

accident.  She was looking for a position at a large corporation, but the 

recruiting agency talked her into applying at a boutique firm of trial 

lawyers to which Annie promptly replied, “You’re crazy.”  (I think we’ve 

all said that at one time during our career.)  She couldn’t imagine work-

ing for lawyers, but went on the interview anyway.  The law firm was 

offering a lot more money to start than the big corporations, so she 

chose the law firm.

Elaine Rose was one of Annie’s mentors and taught her everything 

she knows about how to work with attorneys.  She has tried to pass on 

what she’s learned to those she works and volunteers with who have 

less experience and who want to learn more about the legal field.  She 

is currently working for Hooper, Lundy & Bookman, P.C., and appreci-

ates that her employer has respect for her and her spectacular orga-

nizational skills.  Her assessment of the San Diego legal market is that 

it has always been a very depressed wage market and is even worse 

now because hiring managers know people need to work and will take 

a low paying job while they look for something else.  Her advice for 

new and recent legal staff members is to hang in there—it might seem 

overwhelming at first, but after a while, one will become more familiar 

with the job and more comfortable with their skills.

Annie passed the CCLS exam in 2008 (yeah!) and was chosen by the 

San Diego Daily Transcript as Secretary of the Year.  During 2007, she 

volunteered as a counselor at Stand up For Kids, a not-for-profit orga-

nization founded in 1990 to help rescue homeless and at-risk youth, 

and, along with her husband, was named Counselor of the Year.  A 

great majority of Annie’s time is spent volunteering for SDLSA.  She is a 

former two-term President and has served numerous positions on the 

Board of Directors.  She is also a former member of LSI’s PRC, serving as 

assistant editor/editor of the LOPM.

A few of Annie’s hobbies include cooking, sewing, reading, gar-

dening, music, and Facetime with her grandson, Lucas.  When asked 

where she sees herself in five years, she replied, “Being a full-time 

grandmother.”  When asked if she were not in her current position, 

what would she be doing, she replied, “Being a full-time grandmother.”  

And finally, when asked what motivates her, she replied, “Thoughts of 

being a full-time grandmother.”  Anyone else see a pattern here?

Annie has been married to Buzz, “the best husband in the world,” for 

21 years.  She also has a devilishly handsome son, Ricky, and of course, 

her precious grandson, Lucas who is 18 months old and the love of her 

and Buzzy’s life.  She is really, and I mean really, excited that her favorite 

band, Nine Inch Nails, is going on tour again this year, and she is look-

ing forward to planning lots of road trips with her son, Ricky—nothing 

like a little mother/son bonding to NIN!

And finally, her favorite sports teams are the New England Patriots 

and the Boston Red Sox!  Woot Woot!  As a girl from Boston, I’m glad 

to finally know someone that loves the same sports teams that I do!

Ana Fatima Costa—Mt. Diablo LPA

Ana is serving her second term as Governor for Mt. Diablo Legal Pro-

fessionals Association.  She started her legal career as a court reporter 

in 1979 at the former municipal court, then worked in superior courts 

from San Jose to Napa, and federal court.  Later, Ana worked as a depo-

sition and hearing reporter, specializing in medical peer reviews at 

various hospitals. After she stopped reporting, she managed the San 

Francisco office of a large court reporting 

firm for several years. In 2004, she began 

her work in client services, sales, and mar-

keting, and joined Barkley Court Report-

ers in 2006.  She appreciates that her 

current employer gives authority to the 

employees over their job, and that they 

encourage staff to come up with ideas 

on how to improve services.  Barkley rewards for those ideas if they’re 

implemented, and staff is treated in a collaborative, respectful manner. 

Ana received her Associates Degree, followed by her CSR and RPR 

(court reporting).  Her most memorable educational experience was 

taking (and passing) two stringent exams the first time – the Califor-

nia CSR (Certified Shorthand Reporter) and national RPR (Registered 

Professional Reporter) – two weeks apart.  In college, Ana took nursing 

courses and halfway through realized that she couldn’t stand the sight 

of blood. She worked as a customer service representative in retail and 

wholesale in the health and gift industries.  But she loved watching 

Perry Mason and decided to become a court reporter after a friend 

told her that she would be good at it. The best part of her job is meet-

ing amazing people and always learning something new.  She is well 

known in the legal community and she uses those connections to help 

others.

Her mentor was a teacher at her court reporting school who gradu-

ated from the program in an unheard-of 10 months. His gentle, kind 

demeanor and excellent advice helped Ana become who she is today. 

Now she also mentors and coaches court reporting students.  Ana’s 

As the liaison between local associations and LSI, your Governor is one of the most important members of your local association.  Only Gover-

nors shall have the right to vote at meetings of the Board of Governors; and a majority of Governors shall constitute a quorum for the transac-

tion of business at a Board of Governors meeting. Meet some of LSI’s Governors here.
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advice to new and legal staff members is: “Regardless of your chosen 

field, stay positive; no matter what is happening around you, be honest 

and kind; offer to help others whenever possible; and appreciate 

everything that you have rather than focusing on what doesn’t work. 

Employers are more likely to listen to your ideas of how to improve 

things if you are easy to get along with, dedicated, loyal and positive.”  

From her unique point of view in the niche court reporting field, she 

hears that things are improving; however, due to all the layoffs across 

the board, the court system in California is in chaos.   Yeah … I agree 

with that.

Ana currently sits on the advisory board of the San Francisco State 

Paralegal Studies Program, as well as Mt. Diablo LPA’s board.  She is 

also working with a professor at Boalt Hall School of Law in Berkeley 

by providing court reporting students for his deposition skills train-

ing program for law students.  If she were not working full-time in this 

profession, she would be a writer and photographer, as both are her 

passions.  She also admires a variety of nonprofit organizations such 

as NPR, PBS, and KQED for their amazing programming; American Red 

Cross for its unfailing dedication to people in need; the Nature Con-

servancy for all it does to conserve this beautiful country; and KIVA for 

helping others around the globe.  

Gratitude motivates Ana.  Each day that she wakes up, she is grate-

ful for another day to be on this beautiful planet, grateful for her life, 

grateful for her beautiful sons, grateful for her amazing co-workers and 

superiors, grateful for her friends and family, and finally, grateful for 

the sun, moon, stars, air, food – everything.  She enjoys reading, writ-

ing, and photography.  Her favorite sports teams are the Oakland A’s 

and the San Francisco Giants baseball teams.  Like me, no mention of 

football!

Ana is the proud parent of two precious sons, Alex (28) and Jake 

(25). They are smart, funny and have huge hearts. Alex graduated at 

the top of his class from Wyotech School of Automotive Technology 

and after a successful 10-year career has decided to return to college in 

the fall to follow his passion–helping people instead of cars—and get-

ting a Ph.D. in Physical Therapy. Jake is in his second year at Vanderbilt 

School of Law and got there on a nearly full ride – negotiating a schol-

arship, loans, housing, all of it. They are Ana’s pride and joy!  She and 

her former husband traveled to the uSSR to give birth to their son in 

1984 as a gesture of peace, and received quite a bit of press.  She hopes 

to someday have several books published.

LeQuita Hodge—Governor, Long Beach LPA

LeQuita is serving her first term as Governor for the Long Beach Legal 

Professionals Association.  After graduat-

ing high school, she worked for Bank of 

America, but always thought the legal 

field seemed more interesting.  So she 

attended and graduated from Heald’s 

Business College in Fresno, California.  

After working for the Madera County 

Counsel’s office and various law firms, she 

settled in at Sedgwick LLP, where she is currently employed.  LeQuita 

truly loves working with her three attorneys—not only do they have 

wonderful work ethics, they value her contribution and treat her with 

respect.  Her advice to new and recent legal staff members includes 

always taking pride in your work.  One doesn’t have to know every-

thing, but one must do well in everything that they know.

LeQuita’s mentors are not in the law-related field, but there are a 

few young ladies, married and unmarried, who go to her for spiritual 

guidance and motherly advice.  “It’s truly a blessing for someone to 

invite you into their life for guidance as well as an awesome responsi-

bility.  I take to heart anything they share with me and feel privileged 

that they do,” says LeQuita.  Helping people motivates LeQuita—she 

loves to encourage people and says that when someone has an oppor-

tunity to uplift another, don’t waste time lingering on any problems 

you might be going through.

LeQuita has four biological children, but raised seven children.  She 

had three of her own, married a man with three children and they had 

another child together.  One of the things she is happy to say is, “We 

all love our kids, but man I sure like them too.  They have turned into 

great adults.”   She is also the grandmother of five little ones.   “No one 

could have ever prepared me for how much I love these little people,” 

said LeQuita.   And those little people call her “Q.” (Does that mean we 

can all call her Q as well?)  In her spare time, she loves scrapbooking 

and working with her Thirty-One business.

Leanne Capuchin—Governor, Fresno County LPA

Most of you know Leanne as she is now serving her third term as Gover-

nor of Fresno County Legal Professionals Association.  Yes, THIRD term!  

She received her Bachelor’s Degree in Psychology and also received a 

certificate in Gerontology.  One might ask, what is gerontology?  It is 

the study of social, psychological and bio-

logical aspects of aging.  In college, she 

worked as a clerk at a law firm and found 

the experience to be more educational, 

fulfilling, and exciting than Psychology 

and Gerontology—not to mention that 

you get paid more in the legal field than 

in some other fields.  She has worked for 

private businesses and in the general liti-

gation field.  While currently unemployed, Leanne hopes to land the 

perfect job very soon, even with a big move planned to San Diego in 

July 2013.

Leanne has been attending LSI Conference and LSS classes for 

years.  The classes, camaraderie with attendees, and viewing the 

actions/behavior of the LSI Officers have not only been enjoyable but 

very educational as well.  She feels that there will always be a need for 

a lawyer, and as long as lawyers are needed, so will also be the need for 

the legal support staff, i.e., us!  Her advice is work hard and never give 

up.  Do not fall into the snares of office politics, but rather be true and 

honest and you will prevail in the end.  She has a knack for handling 

things under pressure, and always reaches for her goals, especially 
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winning a case and ensuring that her clients are happy.

Leanne is the youngest of five children and was born and raised in 

Honolulu, Hawaii.  She came to California in 1994 and moved to Fresno.  

She is the proud parent of two children, her daughter Aulani, who is 

17, and her son Bruno, 11 years old.  She has been volunteering at her 

church in the children’s ministry for the past six years, enjoys scrap-

booking, chauffeuring her children, spending time with her friends, 

and watching the Pittsburgh Steelers.  When asked where she sees 

herself in five years, Leanne replied, “I see myself with a job and home 

in San Diego, California.  My daughter will be continuing in college and 

my son will be attending a high school nearby as well.”  She has an 

awesome relationship with her children and would not give that up for 

anything in the world.

Diane M. Mecca. CP, CBA

Governor, Stanislaus County LPA

Everyone knows Diane.  And if you don’t, I encourage you to find her 

and introduce yourself, as she is every bit as funny as she is smart.  

Diane obtained her Certified Paralegal Certificate at Stanislaus State in 

1998, and also received her Certified Bankruptcy Assistant Certificate 

in 2006.  She is the Program Director and 

Instructor of the Certified Paralegal pro-

gram at Abrams College in Modesto and 

has been since September 2004.  Her stu-

dents look up to her, and a great major-

ity of them (even going back 8 years) still 

call her for advice.  She loves going to 

seminars and workshops so that she can 

absorb as much as she can, and takes that information back to her 

classroom so she can mold her students into the best that the profes-

sion deserves.  BRAVO!

Diane’s entry into the legal field wasn’t planned.  She was a stay-at-

home mom, but when she divorced, needed to go to work. A friend of 

hers that worked in a law office called her one day and said, “Can you 

answer phones?” and the rest is history.  She has a knack for her ability 

to communicate with clients, putting them at ease.  She enjoys helping 

the clients—she admits that she can’t save the world, but the best part 

of her job is helping clients through the process and getting a “Thank 

You” in the end.  She really enjoys traveling around and presenting 

seminars and speaking on the legal support profession, whether it’s 

Ethics, Bankruptcy, Law Office Administration, or just speaking on 

any area in the legal field. “When you have a passion for something, it 

comes easy,” said Diane.

Prior working experience included her job at Friend & Walton from 

1996 until August 2012, and she currently works for Moorad, Clark & 

Steward in Modesto.  Her advice to others in the legal field is, “Don’t 

take it home! Whatever happens at the office needs to stay there. You 

can’t save the world, but if you have done everything you could have, 

you will sleep well at night.”  Another important piece of advice is to be 

a good judge of character because our system can be abused, and we 

have to weed out the people trying to abuse it.

In addition to working full-time, Diane is a Marshall for PGA tourna-

ments.  She loves traveling the world to be part of these tournaments 

(for which, by the way, she volunteers) and hopes to someday teach 

her grandkids how to golf.  When asked about her awards, she said that 

she didn’t want to have to dust anything, so all of her special awards 

are memories.

Diane has two great sons and while they are the pride of her life, her 

joy is in spending time with her three grandchildren, Skylah (3), Shaw-

nee (3), and the newest member of her family, baby Jordynn, born Feb-

ruary 24, while she was Blazing the Trails at LSI’s Third Quarterly Confer-

ence.  She is a football junkie (ugh ... that word again) and since she is 

from Wisconsin, she is a die-hard Cheesehead and Green Bay Packer 

fanatic. 

Quarterly aSSignMentS

The following associations are expected to secure articles from guest writers for publication in the magazine issues specified 

below.

1. August Issue (to be submitted no later than June 1st): Alameda County, Beverly Hills/Century City, Butte County, Capitol City, 

Conejo Valley, Desert Palm, El Dorado County, Fresno County, Humboldt County, Imperial County

2. November Issue (to be submitted no later than September 1st): Livermore-Amador Valley, Long Beach, Los Angeles, Marin 

County, Merced County, Mt. Diablo, Napa County, Orange County, 

3.  February Issue (to be submitted no later than December 1st): Placer County, Redding, Rio Hondo District, Riverside, Sacra-

mento, San Diego, San Fernando Valley, San Francisco, San Gabriel Valley, San Mateo County

4.  May Issue (to be submitted no later than March 1st): Santa Barbara, Santa Clara County, Santa Cruz County, Santa Maria, 

Sonoma County, Southern Butte County, Stanislaus County, Stockton-San Joaquin County, Trinity County, Ventura County
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LEGAL SPECIALIZATION SECTION SEMINARS 
LSI Annual Conference – May 16-19, 2013 – San Jose Marriott 

Hosting Association:  Santa Clara County LPA 
REGISTRATION FORM - DEADLINE IS Monday, May 6, 2013 

Registration MUST be RECEIVED by the LSS Coordinator on or before the deadline. 
Please make advance reservations so materials may be prepared.  Please check all appropriate boxes below. 

LSI 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, May 17, 2013 – 2:00 to 4:00 p.m. 

LAW OFFICE ADMINISTRATION: 
Topic:  Social Media and Privacy Issues for Employers:  It’s Not Going 
Away – It’s Growing! 

Speaker:  Jeanine Debacker, Esq. 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member    
   

TRANSACTIONAL: 
Topic:  Serving Subpoenas in the Silicon Valley and Beyond 

 
Speaker:  Mark Schwartz, One Legal 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member     

Friday, May 17, 2013 – 4:30 to 6:30 p.m. 
CIVIL LITIGATION: 

Topic:  Trial Preparation: What To Do During the Weeks Before Trial 
 
Speaker:  Tyler Atkinson, Esq.; Hon. Greg Ward (ret.); James McManis, 
Esq.; Cindy McClelen, paralegal 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member   
   

FAMILY LAW: 

Topic:  Preliminary Declarations of Disclosure:  Requirements and 
Updates 

Speaker:  Lynne Yates-Carter, Esq. 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member     

Saturday, May 18, 2013 – 4:00 to 6:00 p.m. 
PROBATE/ESTATE PLANNING: 
Topic:  Preparation of the 706 and Recent Changes in the Law 

Speaker:  Darin Donovan, Esq. 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member      

CRIMINAL LAW: 
Topic:  AB 109  

Speaker:   Jeff Kettering, Merced County Probation Department 
  I will attend      Handout Only 
 Section Member       Non-Section Member   Non-LSI Member     

Name: _________________________________________________________PLS/CCLS/CLA/Paralegal_ E-mail:  _______________________________ 
Address/City/State:  __________________________________________________________________________________________________________ 
Phone: (Work) __________________________ (Home) ________________________ Local Assn.: ___________________________________ LSA/LPA  
Method of Payment:  □Check    □Credit Card   Number __________________________________________ Expiration Date:  ______________________ 
Name on Credit Card: _______________________________________________   Type of Card:  Visa_____ M/C____ Card Verification No: __________ 

Mail, Fax, or Email completed form to: 
Cheryl L. Kent, PLS, CCLS, LSS Coordinator 

P. O. Box 12082, Pleasanton, CA 94588 
925-523-3086 (fax)   ~    clkccls@comcast.net

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

Speakers and Topics are Subject to Change 
PER LSI STANDING RULES, CHECKS ISSUED TO LSI 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 LSI 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 1.75 hours each, by the State Bar of California.

S2012-2013 Legal Specialization Section Leaders: 
Civil Litigation: Dawn R. Forgeur, CCLS 
   drforgeur@stoel.com 
Criminal Law: Christina Vieira 
   christinavieira@rocketmail.com 
Family Law: Mary Lou Floyd, CCLS, M.S. 
   Louloux7@yahoo.com 

Law Office Administration: Tammy L. Hunt, CCLS 
    loaleader@tlhunt.org 
Probate/Estate Planning: Kristi L. Edwards, CCLS 
    kledwards@justice.com 
Transactional Law: Lisa De La O 
    ldelao@fitcheven.com  
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Mediation and elementary parliamentary 
procedure
By sue samPley, CCls — suBmiTTed By san FeRnando Valley lsa

P arlamentarian.  Parliamentary.  Parlia-

ment.  Parlay…Parlay…my mind wan-

dering, I just kept playing with the 

word.  Wait, what does it exactly mean, again?  

You know, when you’ve said a word enough 

times, you don’t recognize it anymore?  

Parlay.  Parlay.  Is it “parlay”?  I think that 

is how it is spelled.  And, as fun as it was to 

find out what “parlay” meant with Google’s 

help -- “Part of the mythical set of pirate laws.  

Parlay entitles its invoker with free passage to 

negotiate with a ship’s captain until the nego-

tiations are complete.  ELIZABETH:  Parlay!  I 

invoke the right of parlay!  According to the 

Code of the Brethren, set down by the pirates 

Morgan and Bartholomew, you must take me 

to your Captain!  ~ Pirates of the Caribbean” – 

I knew this definition wasn’t quite what I was 

looking for!  

Parlay.  Parlay.  Okay, it doesn’t even sound 

right any more.  Oh!  My typo in Google 

brought me to the correct definition!  “Par-l-

e-y!”  Parley.  Ah, okay.  Parley.  That’s it!  As 

a noun, “parley” is the conference between 

opposing sides in a dispute, to discuss terms.  

And, of course, it’s now obvious to me what 

follows:  Parliamentary.  And, hence, the Par-

liamentarian.  

I have had the honor and privilege of 

being appointed this year’s 2012-2013 Par-

liamentarian for the San Fernando Valley 

LSA.  I am tickled to be an active member 

of our Board, and dove into Robert’s Rules 

like my job depended on it.  Wait, it kind of 

does, hahaha.  And, as much as I’d like to conk 

someone over the head when they don’t see 

the brilliance of my vision, I truly do appreci-

ate Brigadier General Henry Martyn Robert’s 

foresight to put down in writing the proce-

dures he saw fit for use in civilized society.  

Born May 2, 1837, Died May 11, 1923 – and, 

in between, he grew frustrated at church 

meetings slowed down by interruptions and 

off-topic conversation.  (I don’t know, I kind 

of enjoy off-topic conversation at my meet-

ings!)  Anyhow, I can certainly appreciate a 

solid, productive, forward-moving meeting.  

“General Robert became interested in 

parliamentary procedure the same way that 

most of us do:  He was asked to preside at 

a meeting, and he didn’t know how.  ‘My 

embarrassment was supreme.  I plunged in, 

trusting to Providence that the Assembly 

would behave itself!’” (Robert’s Rules in Plain 

English, by Doris P. Zimmerman.)  

Great book, by the way.  So, I thought 

I’d share with you one of the first things I 

thought most interesting about parliamen-

tary procedure – how it’s supposed to work!  

And, without going into the nuts and bolts of 

a parliamentarian’s job duties, and outside of 

committees and boards and chairs and quo-

rums, here’s the inside scoop to how a meet-

ing is supposed to run.  

How you geT To Speak aT a MeeTIng

The primary purpose of meetings is for the 

group to make decisions.  To begin the pro-

cess of making a decision, a member offers a 

proposal by “making a motion.”  

In order to make a motion (or to speak), 

you stand up and, say “Madam President.”  

Then, Madam President will acknowledge or 

“recognize” you.  You now “have the floor.”    

Now, once you have the floor, you simply 

say, “I move that…” and clearly describe your 

proposal.  For example, “I move that Sue Sam-

pley should always win a raffle prize.”  And, 

it’s pretty important to say precisely what the 

words of the motion are to be, because the 

group votes on exact language, not a vague 

idea.  Then, you sit down.  

Now, once a “motion” has been made, it 

must be “seconded” in order to be consid-

ered by the group.  To second a motion, you 

remain seated and call out “Second!”  It is very 

important to note that a “second” just shows 

that at least two members want the proposal 

considered; it does not necessarily mean the 

seconder agrees with the motion.  

Next, when a motion has been “moved” 

and “seconded,” the president then “states 

the question” on the motion:  “It is moved 

and seconded that Sue Sampley should 

always win a raffle prize.”  The reason for “stat-

ing the question” is two-fold:  (1)  to make 

sure all understand the proposal, and (2) it 

gives Madam President a chance to see if the 

motion “is in order” or within the rules.  

What happens next is how the group 

considers the proposal, aka “debate.”  When 

a “motion” has been “moved” and “seconded,” 

it is now “on the floor” before the group for 

“debate” (discussion) and action (or non-

action).  Once the “motion” is “on the floor,” its 

maker will open “debate” by standing up and 

briefly stating her point of view.  The signal 

when she’s finished is to sit down.  Now, if you 

want to express (“debate”) your own point of 

view to the “motion on the floor,” stand up.  

Madam President will acknowledge you, 

SUe SamPLeY, CCLS, has been a Legal Secretary since 
1980, with 5 of those years in immigration, and 10 in cor-
porate litigation.  Since re-entering the legal field in Janu-
ary 2012, she has passed the CCLS exam, has received a 
2011-12 LSi re-entry Scholarship, has been appointed the 
San Fernando Valley Legal Secretaries association’s 2012-13 
Parliamentarian, and currently works for mcCune & harber.
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and you then briefly state your point of view.  

And, when you’re finished, you sit down.  

Now, we’re coming to the close.  When 

no one else seeks recognition to “debate,” 

Madam President asks (formally), “Are you 

ready for the question?” or (informally) “Is 

there any further debate?”  In other words, 

is everyone ready to vote.  And, we’re all 

pretty familiar with the “voice vote” process 

at this point:  Madam President will say, “All 

those in favor of the motion, say ‘aye.’  Those 

opposed, say ‘no,’” and Madam President then 

announces the result of the “voice vote”:  “The 

‘ayes’ have it, and the motion is adopted.”  Yea 

for Sue Sampley!  

The above information is provided to you 

as part of the Parliamentary Arm of the San 

Fernando Valley LSA for your educational 

pleasure.  The below information is a sample 

of Parliamentary Procedure Made Simple – by 

Sampley.  

To share your views on Parliamentary Pro-

cedure, I’d love to hear from you.  

eXaMple oF a SIMple MoTIon

MEMBER A [Stands]: 

Madam President.

MADAM PRESIDENT:   

Ms. A.  

MEMBER A [Still standing]:  I 

move that Sue Sampley should always win a 

raffle prize.    

[Sits down!]

ANOTHER MEMBER [Remains seated]: 

Second.

MADAM PRESIDENT: It is moved and sec-

onded that Sue Sampley should always win 

a raffle prize.  

MEMBER A [Stands]:   

Madam President.

MADAM PRESIDENT:   

Ms. A.  

MEMBER A [Still standing] [Debate]: 

Sue Sampley should always win a raffle prize, 

because she is the best person in the world.  

[Sits down.]  

MEMBER B [Stands]:   

Madam President.  

MADAM PRESIDENT:   

Member B.  

MEMBER B [Still standing] [Debate]:   

ALL of our members are the best people in 

the world. All

members should always win a raffle prize.  

[Sits down.]  

MADAM PRESIDENT: Is there any fur-

ther debate?  Hearing none, the question is 

on the adoption of the motion that Sue Sam-

pley should always win a raffle prize.  Those in 

favor of the motion, say “aye.”  

MOST MEMBERS [Remain seated]:  

Aye!  

MADAM PRESIDENT:   

Those opposed, say “no.”  

OTHER MEMBERS [Remain seated]: No.  

MADAM PRESIDENT: The “ayes” have it, 

and the motion is carried.  Sue Sampley will 

always win a raffle prize.  Is there further new 

business?  

OR

The “noes” have it, and the motion is lost.  Is 

there further new business?  
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PRESENTS: 
 
 

THE LEGAL SECRETARY’S REFERENCE GUIDE

The perfect desk reference for beginning and experienced legal professionals-
convenient and easy to use.  No legal professional should be without one!

The guide includes:

• Grammar and punctuation tips, document control and filing tips
• Legal terminology
• Legal research tips/proper usage of citations
• Timetables in civil litigation, discovery, and statutes
• Flowcharts in civil litigation, discovery, criminal, family law, 

conservatorships, probate, adoptions, corporations, unlawful detainer, and 
workers compensation

Order your copy of The Legal Secretary’s Reference Guide today! 

$37.10 includes 
tax and shipping

ORDER FORM:
Name: ______________________________

Address: ____________________________

Email: ______________________________
  

Number of copies: ____________________

LEGAL SECRETARIES, INCORPORATED
PO Box 660, Fortuna, CA  95540-0660
800-281-2188 or 707-682-6888
Fax same as above
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THE IDEAL TRAINING MANUAL FOR NEW STAFF! 
QUICK REFERENCE FOR EXPERIENCED 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.
STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice.
FORMS: The Manual includes the major Judicial Council forms, plus typical 
attorney-drafted forms. Sample forms are filled out to illustrate common applications.
UP-TO-DATE: The Manual is updated twice a year to include revised Judicial Council 
forms and  er changes in applicable rules and procedures.

1 Volume
LSI Members-Only Price: $140

Nonmembers Price: $175
(Includes shipping)

LAW OFFICE PROCEDURES MANUAL ORDER FORM

LEGAL SECRETARIES, INCORPORATED

LAW OFFICE PROCEDURES MANUAL
FOR CALIFORNIA LAW PRACTICE
compiled by Legal Secretaries, Incorporated 
published by The Rutter Group

TITLE PRICE QTY. SUBTOTAL TAX           AMOUNT

Law Office Procedures Manual $140 (LSI Members-Only Price)

Law Office Procedures Manual $175 (Nonmembers Price)

• Court Structure 
• Civil Procedure 
• Local Rules 
• Discovery 
• Unlawful Detainer 
• Real Estate 
• Criminal 
• Family Law 

• Adoptions 
• Probate 
• Conservatorships and Guardianships 
• Corporations and Limited Liability 

Companies 
• Workers' Compensation 
• Miscellaneous: Practice Tips; Service and 

Proof of Service; Fax Filings; Verifications; 
Substitution/Association of Counsel; 

Notarial Acknowledgments; Recording 
Laws; Forms of Address; U.S. Postal 
Service Addressing Standards and State 
Code Abbreviations; Transcription and 
Proofreading; Alphabetic Filing Rules; 
Calendars; Legal Abbreviations 
and Jargon; Office Procedures; 
Reference Materials 

• Glossary

CONTENTS

3 ways to order!
Mail or fax this order form
Call 1-800-747-3161 (ext. 2)
Visit www.RutterGroup.comTM

Mail to THE RUTTER GROUP
15760 Ventura Blvd.
Suite 630 
Encino, CA 91436
Or fax to 1-818-377-7839

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

MY PAYMENT IS ENCLOSED. 45-day return privileges apply.

PLEASE SEND ON 45-DAY APPROVAL. If I decide  not to keep this title, I will return it within 45 days at my own expense.

Your subscription(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Do not send future Updates. I understand this product has limited value without Updates. (Cost of 2011 Update #2 was $50.)

NAME PHONE ( ) 

E-MAIL ADDRESS STATE BAR NUMBER 

FIRM

ADDRESS SUITE 

CITY STATE ZIP

Enclosed is my check for $ payable to THE RUTTER GROUP  
Charge $ on my VISA MASTERCARD AMERICAN EXPRESS

CREDIT CARD NUMBER EXP. DATE 

SIGNATURE
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E SAN DIEGO LEGAL SECRETARIES ASSOCIATION R 

  Presents

“HAWAII FIVE-] MYSTERY WEEKEND”
August 9–11, 2013 

Crowne Plaza Hotel, 2270 Hotel Circle North, San Diego, CA  92108 
www.cp-sandiego.com 

Legal Secretaries, Incorporated 
2013 First Quarterly Conference 

 CONFERENCE REGISTRATION FORM 
NAME (AS IT WILL APPEAR ON BADGE):
MAILING ADDRESS:
CITY/STATE/ZIP:
HOME TELEPHONE: WORK TELEPHONE:      
EMAIL ADDRESS:
LOCAL ASSOCIATION (DO NOT ABBREVIATE): LSA  LPA

PLEASE CHECK IF APPLICABLE (INCLUDE TITLE):

STATE OFFICER:
STATE CHAIRMAN:
 GOVERNOR               CCLS               PLS              

SCRIP TICKET (INCLUDES REGISTRATION, WELCOME RECEPTION, BANQUET, AND BRUNCH): 
    
POSTMARKED ON OR BEFORE JULY 10, 2013 ___ @ $111.00 $________
POSTMARKED ON OR AFTER JULY 11, 2013 ___ @ $121.00 $________

INDIVIDUAL TICKETS:

REGISTRATION ON OR BEFORE JULY 10, 2013 ___ @ $15.00  $________ 
REGISTRATION ON OR AFTER JULY 11, 2013 ___ @ $25.00  $________ 
WELCOME RECEPTION (FRIDAY)  ___ @ $20.00  $________ 
GOVERNORS’ LUNCHEON (SATURDAY)  ___ @ $28.00  $________ 
PRESIDENTS’ LUNCHEON (SATURDAY)  ___ @ $28.00  $________ 
MEMBERSHIP LUNCHEON (SATURDAY)  ___ @ $28.00  $________ 
BANQUET (SATURDAY)  ___ @ $58.00  $________ 
BRUNCH (SUNDAY)  ___ @ $24.00  $________ 

TOTAL AMOUNT PAID: $________

SPECIAL DIETARY REQUEST (INCLUDING VEGETARIAN):

MAKE CHECKS PAYABLE TO: AUGUST 2013  CONFERENCE FUND
SEND TO: LEANNA PIERCE C/O STOKES ROBERTS & WAGNER

600 WEST BROADWAY, SUITE 1150, SAN DIEGO, CA  92101
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 E SAN DIEGO LEGAL SECRETARIES ASSOCIATION R 

  Presents   

“HAWAII FIVE-] MYSTERY WEEKEND”
August 9–11, 2013 

Crowne Plaza Hotel, 2270 Hotel Circle North, San Diego, CA  92108 
www.cp-sandiego.com

Legal Secretaries, Incorporated 
2013 First Quarterly Conference 

HOTEL REGISTRATION FORM 
Name:  
Mailing Address:  
Home Telephone:    Work Telephone:  
Roommates:   
Arrival Date:     Departure Date:  

ACCOMMODATIONS: (Plus applicable taxes and fees) 

 Single $150.00 per night  These rates are good for 3 days  
 Double $150.00 per night  pre- and post-conference 

Check in is 4 p.m.  Check out is 12 p.m.

RESERVATIONS: http://resweb.passkey.com/go/sdlegalsecretaries
or call 888-233-9527 and reference “San Diego Legal Secretaries” 

Deadline to reserve your room is July 9, 2013–Book Early! 
This is the high tourist season in San Diego 

Parking: Complimentary 
Airport: San Diego International Airport is six miles from the Crowne Plaza 
Transportation: Taxi and Cloud 9 Shuttle 
Internet: Complimentary in guest rooms and meeting space 

Crowne Plaza is located less than 15 minutes away from the world famous San Diego Zoo, SeaWorld, beautiful 
Mission Bay, historic Old Town San Diego, and Fashion Valley & Mission Valley shopping malls.  

Daily shuttles: To Zoo at 8:30 a.m. with return trip leaving Zoo at 3 p.m.; To SeaWorld at 9:30 a.m. with return 
trip leaving SeaWorld at 5 p.m. 

For additional information contact: 

QUARTERLY CONFERENCE CO-CHAIRS 

Terrie Quinton, CCLS 
(619) 209-3056 

quinton@dsmw.com 

Leanna Pierce 
(619) 232-4261 

lpierce23@yahoo.com 

    4 
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duties of being a governor
suBmiTTed By:  JenniFeR l. Page, CCls — lsi exeCuTiVe seCReTaRy 

H ave you been asked to be Gover-

nor of your Association, or you have 

decided to put your name on the 

ballot and run for this position?  Are you 

familiar with all the duties and chores that 

are required of this position?  Hopefully this 

article will answer most of your questions 

and provide you with some insight into what 

being the Governor entails.

The position of Governor is a vital and 

important position that needs to be taken 

seriously.  As Governor, you are the direct link 

between LSI and your local association and 

its members.  As Governor you are tasked 

with relaying information from LSI to your 

board members and membership.  You are 

responsible for ensuring that your associa-

tion’s voice is heard.  

You have the responsibility of voting on 

behalf of your association at all meetings 

of the Board of Governors. Sometimes it is 

impossible to know in advance everything 

that will be discussed at these meetings, and 

you must use your best judgment.

Corporate Office typically sends out all 

correspondence, notices, etc., on behalf of 

the members of the Executive Committee 

and LSI Chairmen.  It is your responsibility 

to ensure that any correspondence, notices, 

etc., are disseminated to the appropriate 

members of your association.  In the case of 

notice of amendments to bylaws or standing 

rules, other types of motions, election notifi-

cation, and directives, you need to alert your 

JenniFer L. PaGe, CCLS, has been in the legal field since 
1989, starting out as a legal secretary to a bankruptcy 
attorney.  She obtained her Paralegal Certification from 
St. mary’s College, orinda, Ca in 1991.  Jennifer worked 
with J. Frank George for 15 years, representing plaintiffs 
in wrongful death, medical negligence, and personal injury 
cases. Jennifer recently joined the firm ragghianti Freitas 
LLP and has embarked on the next adventure in her career, 
working for four partners of the firm and learning new areas 
of law.

board and appropriate members as soon as 

possible and bring these items up for dis-

cussion at your next meeting.  It is probably 

best to check with your board first and they 

will help decide how to best disseminate the 

information received.

Once elected as Governor, your associa-

tion must complete and return the Certifi-

cation of Governor form provided in April 

of each year.  The form is to be returned to 

the LSI Executive Secretary with a copy sent 

to Corporate Office.  If, for any reason, the 

Governor of your association changes, a new 

Certification of Governor must be completed 

and returned to the LSI Executive Secretary 

with a copy to Corporate Office.  

Prior to each conference, the Official 

Notice and Notification of Attendance are dis-

tributed.  It is imperative that you complete 

the Notification of Attendance, whether your 

association will be represented or not, and 

send the form in timely to the LSI Executive 

Secretary.  The Notification of Attendance 

does not go to Corporate Office.  The LSI 

Executive Secretary is in charge of creating 

the Official Roll Call for each Conference and 

for ensuring that a quorum will be present 

should any issues come before the corpora-

tion that may require a vote of the governors.  

Sending in your notification two days before 

conference is not sufficient.  

Advise and discuss with your association 

all proposed amendments to LSI Bylaws sent 

to you by the LSI Parliamentarian. It is sug-

gested that they be discussed with your local 

parliamentarian before presentation to your 

board and/or membership. Your association 

probably will vote to instruct you concern-

ing its desire to amend, adopt, or reject such 

amendments.

Additionally, you may use the Notification 

of Attendance form to request that a specific 

LSI Officer or Chairman attend the Governors’ 

Luncheon to address a specific topic, or you 

may simply request that a specific topic be 

added to the agenda for discussion with the 

Governors.  Failure to submit Notification of 

Attendance will prevent your Governor from 

being seated at conference and prevents 

your association’s vote from being counted.

The position of Governor is a vital and important position 
that needs to be taken seriously.  As Governor, you are the 
direct link between LSI and your local association and its 
members.
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At quarterly conferences, during the Board of Governors meeting 

all Governors are asked to sit at the front of the room.  If you wish to 

address those assembled, please use the microphone; introduce your-

self and the association you represent.  It may be daunting to go to the 

microphone, but I guarantee that if you have a question on something, 

so does someone else.  Changes cannot be made, errors cannot be 

corrected, and improvements cannot be made, if everyone sits on their 

hands and says nothing.

At Annual Conference, as Governor you attend the Pre-Board of 

Governors Meeting, the General Assembly, and the Post-Board of Gov-

ernors Meeting.  Again sitting at the front of the room.  During the 

General Assembly, only delegates are assigned seating. 

goVeRnoRS lunCHeon 

This is an opportunity for the Governors to review the Executive Com-

mittee Resume and any recommendations made, in detail.  Every Gov-

ernor is encouraged to discuss items they are confused, concerned, 

or are just plain curious about.  If you have an item to discuss, please 

stand when recognized, announce your name and association.  I know 

standing can be difficult for some but it allows those present to hear 

you more clearly.  If there are other items on the agenda, then those 

are discussed as well.

When the Board of Governors meeting reconvenes after the lun-

cheon, the EC Resume is once again discussed.  If you asked that a 

specific item be discussed or clarified during the luncheon, then it is 

your responsibility to go to the microphone and renew your question 

so that all present can learn what was discussed during the luncheon.

I strongly encourage you to take notes during the Board of Gover-

nors meeting and luncheon.  This will help you prepare your written 

and oral report of the actions that occurred during Conference.  Be 

prepared to answer questions from your membership.  Additionally, 

ensure that the local chairmen receive a copy of the report of their LSI 

counterparts so they are aware of what’s going on with LSI. 

CHapTeR aCHIeVeMenT ConTeST

This chore typically falls to the Governor.  I suggest you go to the LSI 

website and print out the most current contest form and rules.  Some 

associations have tailored the entry form to the activities their associa-

tion participates in.  Distribute the form to your members and encour-

age them to keep track of their activities throughout the year.   One 

of the most important items that is part of the Chapter Achievement 

Contest is timely responding to directives.  All directives are sent to 

the Governor for distribution to the local association counterparts.  

Remind each local chair to complete their directive, give them the 

deadline, and ask that they copy you on the form when responding 

to their state counterpart.  This will help you keep track of the points 

earned.

Remember, LSI is here for the benefit of its membership.  If there are 

issues that need to be addressed or suggestions to be presented, this is 

your opportunity to bring them before the members of the Executive 

Committee and the rest of the membership of LSI.  

I encourage you to be Governor of your association.  It’s a challeng-

ing, fun, and rewarding experience.  

24-Hour Scheduling
800-697-3210

www.hutchings.com
hutchcal@hutchings.com

� Online Scheduling & Calendar Review
� Online Transcript & Exhibit Access
� Realtime & Remote Access Services
� Digital Transcript Delivery
� Imaging & Online Document Depositories
� Video & Text Streaming over the Internet
� Corporate Administration Programs
� CLE Presentations and Training

Setting the Course for Excellence Since 1953

Local | Statewide | National | International

    � Court Reporters  -  Conference Rooms
    �  Video  -  Interpreters  -  Videoconferencing
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...Continues on page 43

Fundamentals of legal writing  
“First Impressions Really are everything”

By hiRBod Rashidi — suBmiTTed By oRange CounTy legal seCReTaRies assoCiaTion

T he old adage that “First Impressions Are 

Everything” applies with equal force to 

legal writing.  I remember years ago 

when I was working for a bar review course 

as a grader, I used to constantly write on the 

first page of the students’ bluebook “Make 

the grader your friend,” followed by whatever 

suggestion I had to improve their introduc-

tory paragraphs.  Nine out of ten times I knew 

whether they were going to pass the exam by 

just reading the first page.

Take a right-to-abortion case as an exam-

ple.  Would the bar grader be more likely 

to want to pass you if you simply stated “A 

woman has a constitutional right to an abor-

tion, Roe v. Wade,” or would it be better to show 

how well you understand this topic?  That is, 

“The 14th Amendment’s due process clause 

has been interpreted to contain a right to 

privacy (Griswold v. Connecticut, 1965).  This 

general right to privacy has been further inter-

preted to afford women the right to make 

personal decisions affecting their health, i.e. 

a right to abortion in certain circumstances 

(Roe v. Wade, 1973).  The Court, in Planned Par-

enthood v. Casey (1992), while upholding the 

central holding of Roe, went on to establish 

the current standard – undue burden.”  Then 

analyze the facts.  Obviously the latter makes a 

better first impression.

This does not have to be limited to consti-

tutional analysis.  Let’s say we are presented 

with a civil procedure analysis dealing with 

personal jurisdiction.  Is it okay to simply 

state, “The Court has personal jurisdiction 

over the defendant because she was served in 

the forum state”?  Or would it better to show 

the grader that you know what you are talk-

ing about and that you are organized:  “For a 

forum state to have personal jurisdiction over 

a party, one of the three traditional bases for 

personal jurisdiction – (1) domiciliary of the 

forum state, (2) served within the forum state, 

or (3) consent – must be satisfied (Pennoyer v. 

Neff, 1878), or the plaintiff must prove that the 

defendant has sufficient minimum contacts 

with the forum state so that it would be fair 

to have the trial there.”  (International Shoe v. 

Washington, 1945).  Then proceed to analyze 

the facts in light of the law.  (On the bar exam, 

you don’t necessarily need to cite to cases, 

except for landmark cases such as Roe, Interna-

tional Shoe, Miranda, etc., however it certainly 

looks better if you can.)

This, of course, is not limited to bar exami-

nations.  One thing that bar graders have in 

common with judges (especially at the appel-

late level) is that they are both charged with 

reading a large quantity of material.  As such, 

anyone that can make their job easier, by get-

ting to the point right away, is no doubt on the 

right track.  In fact, all experts agree that gen-

erally your strongest argument should go first.

“When logic permits, put your winning 

argument up front in your affirmative case.  

Why?  Because first impressions are indelible.  

Because when the first taste is bad, one is not 

eager to drink further.  Because judicial atten-

tion will be highest at the outset.  Because in 

oral argument, judges’ questioning may pre-

vent you from ever getting beyond your first 

point.”  Antonin Scalia and Bryan A. Garner, 

“Making Your Case, The Art Of Persuading 

Judges,” (2008).

Note that like almost everything else, this 

is a general rule and it is to be followed “[w]

hen logic permits.”  For example, as Scalia 

and Garner point out, there will be situations 

where you will have to address jurisdictional 

issues first.  It is also not just a “legal” writing 

rule.  “The most important sentence in any 

article is the first one.  If it doesn’t induce the 

reader to proceed to the second sentence, 

your article is dead.  And if the second sen-

tence doesn’t induce him to continue to the 

third sentence, it’s equally dead.”  Wiliam Zins-

ser, “On Writing Well,” 65 (4th Ed., 1990).

Likewise at trial, “[w]hen lawyers open a 

case, they often fail to tell the jury what they 

need to prove.”  Laura Castro Trognitz, “Bench 

Talk,” ABA Journal, March 2000 at 62.  Accord-

ing to Judge Nancy Friedman Atlas of the 

u.S. District Court for the Southern District 

of Texas, “The good lawyers will stand up and 

say, ‘Here is our case in a nutshell.  Here is what 

I need to prove and here’s how I intend to go 

about it[.]’“   Or as one California litigator has 

pointed out, “The opening statement also is 

extremely critical to developing trial themes.  

hirBod raShidi is an attorney for the riverside County 
Public defender’s office, and instructor (through extension) 
in legal research and writing at the University of Califor-
nia, riverside & Los angeles, and an adjunct professor at 
national University.
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presentation is key
By loRi mCelRoy — suBmiTTed By san diego lsa

...Continues on page 43

A fter all of the painstaking discovery 

work that goes into a case, what a win 

or loss really comes down to is presen-

tation during trial. A successful presentation 

will prove its point through a combination 

of words and visuals in a manner that builds 

confidence and trust with the audience.  

Attorneys are often very well versed in the art 

of language, but are not always so comfort-

able with the creation and use of visual aids. 

Visual communication can play a major role in 

persuading how a jury interprets information.

Studies show that over a 72 hour period, 

visual aids can increase viewer retention by 

45%!1 Statistics like this make it obvious that a 

tool as powerful as visual aids should not be 

overlooked or underutilized, as it could be the 

key to ensuring a win. The two most common 

forms of presenting visually in the courtroom 

are traditional hard boards and digital projec-

tion. Both of which have benefits and short-

comings that should be taken into consider-

ation.

Traditional hard boards are not given the 

credit they deserve in the technical society in 

which we live. Many seem to think that high 

tech is the way to go, but boards definitely 

still have their place, and probably always 

will. However, they do have some faults, such 

as the fact that they can be cumbersome 

transporting to, and maneuvering within the 

courtroom. They also need to be completely 

finalized ahead of time, because last minute 

edits and reproduction can be problematic.  

The benefits of boards when applicably 

used are vast though. There are no surprises 

or technical mishaps to worry about. Even 

if boards have an interactive aspect such as 

flipping pages or dry erase capabilities, their 

performance is a known entity. In cases that 

are document heavy, boards are ideal for key 

exhibits in conjunction with a digital presen-

tation. They remain in front of the jury box, 

emphasizing their point, burning into the 

memory of the jurors, and are often taken 

into deliberation. Boards have an unspoken 

tangible value due to the increased use of 

the internet. Technology allows anyone to 

post anything they want or be anyone they 

like, from the far reaches of the universe, with 

anonymity. Thus, boards are subconsciously 

given more validity, “It’s here, it’s real, I can 

touch and see it, so it’s true.” Boards also 

offer an interactive aspect which many disre-

gard. They allow the attorney a reason to get 

up close and personal with the jury. Pivotal 

information can be left off and scribbled in 

by hand for impact and shock value, drama 

that typing just doesn’t achieve. It also allows 

for theatrical embellishments such as waving 

arms, pointing, and thumping to emphasize 

an argument. This sort of passionate execu-

tion has an immeasurable impact on jury 

attentiveness, retention, and the attorney 

juror relationship.

On the other hand, digital presentations 

are extremely popular. They are the premium 

solution for document rich cases, where not 

every item is a crucially important exhibit. 

Pretreatment and on the fly customization 

can be made to exhibits. For example, you 

can easily highlight and call out one impor-

tant sentence within a text document so that 

the jury doesn’t lose focus on extraneous 

information. Digital presentations are good 

for maintaining attention (especially that 

of younger jurors), because they are more 

similar to watching television or surfing the 

World Wide Web. The two most widely used 

trial software programs, Sanction and Trial-

Director, have wonderful tools for the organi-

zation of documents. Folders can be created 

for the various stages of trial, and there are 

various methods of searching to find specific 

exhibits quickly and easily. One of the most 

impressive benefits of using these programs 

is the capability to import video testimony or 

depositions and have the synchronized tran-

script scrolling right beside it.

Digital presentations are absolutely 

sensational if done properly, but if not, the 

consequences can be punishing. Creating a 

precise presentation magnifies the authors’ 

responsibilities. First and foremost, they must 

be completely comfortable with the soft-

ware and hardware being used, or be willing 

to hire someone who is. A lot of practice is 

required in making sure the presentation is 

seamless and error free. Planning and prepa-

ration for any foreseeable problem, such as 

bringing extra projector bulbs, is a must. The 

propane always runs out during your game 

day barbeque, not when you’re just cooking 

for yourself. Even with all of the rehearsal in 

Lori mCeLroY is the Creative director of redroman 
creative, a design studio specializing in legal communica-
tions for over 13 years. Lori is an independent contractor 
partnering with dTi and esquire Solutions. her client list 
includes fortune 100 firms, government agencies, and sole 
practitioners among others. She provides consultations to 
develop concise and professional corporate identities, mar-
keting materials, newsletters, presentations, proposals, and 
trial exhibits.

“The benefits of boards when applicably used are vast though.”
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California Certified Legal Secretary
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
14403 Leibacher Avenue

Norwalk,  CA 90650
 
 
 

Northern California
 

Southern California

Saturday, October 19, 2013
 
Saturday, March 15, 2014  

 
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 $30 late fee, in addition to the fees
listed below, if space is available.

 
 

EXAMINATION FEES*
  

LSI MEMBERS**
Registration fee: $ 25.00
Examination fee: $ 100.00
Total $125.00

  

Non-LSI MEMBERS 
Registration fee: $ 75.00
Examination fee: $ 100.00
Total $175.00

 

 

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 $30 late fee if applicable.
 
Name Last 4 Digits of SSN

 
Mailing Address:

 
City/State/Zip:

 
Day Phone: Evening Phone:

 
E-mail(s):

 
 

Rev. March 2013 Please Complete Reverse Side This form may be reproduced.



3 0  |  T H E  L E G A L  S E C R E T A R y 

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                                                                                                  
 
 
 
 
 
 
 
 
I certify that I have completed this application truthfully.  I understand that a false statement may 
result in the rejection of this application or revocation of my certification.  I understand and agree
that the contents of the examination are confidential and are not to be discussed.  I 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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GUIDELINES FOR SUBMISSION OF  
ARTICLES TO THE LEGAL SECRETARY

Dear Friends,

Please take a moment to review the Guidelines.  One of the suggested topics is to send photographs 

or articles regarding the success of your association and/or your association event.  This is a fantastic 

opportunity to showcase your association and let others in the legal community know what you are up 

to.

Also, please remember that we do have a “Letters to the Editor” column so feel free to send me your 

letter in response to an article you’ve seen in this issue or a in a prior issue.

And lastly, my thanks to Don Lee, Esperanza Larios and Rod Cardinale, Jr. for their photo submissions 

in this issue.  Do you have something you’d like to see published?  If so, please send it my way.

Cheers,

Michelle

deadlIneS FoR ReCeIpT oF aRTICleS by edIToR
1. August issue (First Quarter) June 1st 
2. November issue (Second Quarter) September 1st 
3. February issue (Third Quarter) December 1st
4. May issue (Annual/Fourth Quarter) March 1st

SuggeSTed TopICS FoR aRTICleS
1. Legal procedures
2. Law office management procedures
3. Word processing/computer hints/technology/internet/world 

wide web
4. Office equipment/environment
5. Personal safety
6. Career promotion
7. Keynote cases
8. CCLSs are encouraged to submit articles about their experi-

ence as a CCLS and/or pursuit for certification – e.g., CCLS mock 
exam (with answers)

9. Information about our publications: LSI Legal Professional’s 
Handbook; Law Office Procedures Manual; The Legal Secretary 
magazine

10. Any Specialization area (Civil Litigation; Criminal Law; Family 
Law; Law Office Management; Probate/Estate Planning; Trans-
actional Law) and appellate articles as well

11. Photographs and/or articles regarding the success of 
association(s) event(s) (how, when and why successful)

12. Other topics of general interest to the legal community

SubMISSIon guIdelIneS
1. Articles must be submitted by email as an attached document 

using word processing programs such as Microsoft Word or 
WordPerfect and saved as “doc”, “txt”, “wpd” or “ASCII” file. When 

sending email, include in subject line: “[Last Name of Author] and 
[contents], “ i.e., Smith - Article, Bio and Photo. 

2. All articles submitted must be at least 500 words and no more 
than 2500 words.

3. Articles sent in PDF format are not acceptable.
4. All articles submitted must be accompanied by the name, email 

address, contact information of person submitting the article, and 
name of submitting Association. Articles that do not have this 
information cannot be considered for publication.

5. Type all copy in Times New Roman 12 point type to fit across an 
8-1/2” x 11” page, single spaced. Avoid using style attributes such 
as bold, italic, centering, columns or tabs.

6. Articles are subject to approval and/or editing. Editor cannot 
guarantee publication in any given issue, although every effort 
will be made to publish as soon as possible after acceptance.

7. Articles submitted and published in The Legal Secretary become 
the property of LSI unless prior agreement is 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.
2. The subject should be either horizontally or vertically positioned. 

Centered, straight-on shots are preferred. If you use a flash, direct 
it away from the subject to avoid glare; or move a few inches left 
or right of center to eliminate glare.

3.  If you submit photographs other than your own, please indicate 
the source and include any letters of permission for publication in 
the magazine.
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Meet your MeMberS     PRoFiles

JENNIFER L. PAGE, CCLS IS CuRRENTLY SERVING AS LSI’S EXECuTIVE SECRETARY, HAVING SERVED PREVIOuSLY AS TREASuRER AND PRIOR TO THAT, 

APPOINTED AS CHAIR OF THE CONTINuING EDuCATION COuNCIL.

Jennifer graduated from Sir Francis Drake High School in San Anselmo, 

California and obtained her paralegal certification from St. Mary’s Col-

lege in Orinda, California, while at the same time, working full-time 

with a two-plus hour commute each way for a three hour class in addi-

tion to finding time to complete over ten hours of homework!  The trick 

is seek balance—to try to find time for everything including school, 

work, family, and friends, and 

clearly Jennifer has accomplished 

that task.  While she didn’t really 

have a career in mind, her high 

school guidance counselor pro-

vided no guidance at all.  When her 

mother and stepfather divorced 

right around the time she gradu-

ated, she had to get a job right 

away to help support the family. For 

a few years she bounced around 

in various secretarial positions, 

which seemed to get eliminated 

just when she was gaining a little 

seniority. That’s when she decided 

to purse a legal career, researched 

Paralegal studies, came across the 

St. Mary’s College program and she 

hasn’t looked back since.  

Jennifer worked for two differ-

ent insurance defense firms and 

then was hired by a solo practitio-

ner, J. Frank George for whom she 

had worked for 15 years. unfortunately, his cancer diagnosis and treat-

ment forced her to look for another opportunity and she was fortunate 

enough to be hired by her current employer, Ragghianti Freitas. She’s 

still the new kid on the block but she is hoping to be there for a very 

long time.  She is known for getting the job done and accepting her 

mistakes when they happen, a rare, but very fine quality.

Her advice to new and recent legal staff members includes edu-

cation and networking with other legal staff members.  “Keep your 

eyes open – don’t narrow your thinking that ‘I’m a paralegal’ and can’t 

hang with legal secretaries and vice versa.”  Jennifer considers herself 

a tremendous asset in that she has both legal secretarial and Parale-

gal experience. A few years ago, someone asked her daughter what 

her career was – she said, very proudly, “my mom is a paralegal/sec-

retary”.  She sees no problem in combining the two and as a matter of 

fact, neither do I.  If she were not in the legal field, she would be on an 

archeological dig or hanging with the chimpanzees or low land goril-

las, another Jane Goodall, if you will.

Jennifer mentioned that her mom, Victoria Diotte, is someone she 

looks up to. Life hasn’t always been easy for her mom – she had some 

pretty intimidating challenges to get through to be where she is today. 

But, her strength, fierce loyalty, guidance and friendship have had a 

tremendous impact on Jennifer’s life. 

There are also several other people that Jennifer looks to for guid-

ance as an example of professionalism, courtesy and fairness and most 

of them are members of LSI, including 

Mary S. Rocca, CCLS, Christa Davis, and 

Heather Edwards.  Each of these women 

(for different reasons) has helped her 

become the person she is today.   As 

a matter of fact, she was the recipient 

of the President’s Award in 2007-2008, 

awarded by Lorraine M. Bettencourt, 

PLS, CCLS, LSI Past President.  Congratu-

lations Jennifer!

Another nonprofit organization 

that Jennifer admires is Heffer Interna-

tional, a company that helps communi-

ties learn to be self-sufficient.  A little 

known fact: Jennifer’s daughter collects 

change all year so she can donate it to 

this organization.  Last year, she col-

lected enough money to buy a llama to 

be donated to a needy community!  

Speaking of Jennifer’s daughter, 

Emma (who just turned 12 in Janu-

ary), she describes her as an incredible 

person, compassionate, independent, 

and self- assured. Emma loves to go anywhere and do anything and 

Jennifer can’t wait to see where life takes her.   

Jennifer has been married to Tony for 19 years (in September) and 

admits they live a pretty crazy life. Tony owns two businesses, races in 

the 24 Hours of Lemons Circuit, drag races, and he is a huge aviation 

enthusiast and HAM radio operator.  In addition, they have a three-

car garage full of pinball machines. Her family has had the privilege 

of meeting some very interesting people because of these hobbies.  

Other hobbies include scrapbooking, card making, traveling when she 

can, and most importantly, spending time with her family.  She volun-

teers at her daughter’s school and for her daughter’s swim team.  When 

asked where she sees herself in five years, she answered:  “Hopefully 

right where I am – maybe a little healthier and less stressed.”  We wish 

that for you as well.

And lastly, when asked what would be impossible for her to give 

up, she mentioned cheese and wine!  I have to admit, that would be 

impossible for me to give up as well!  In all seriousness, Jennifer finds it 

impossible to give up family and friends.   
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San Jose – not Just the Capitol of  
Silicon Valley
By Rod CaRdinale — 2013 annual ConFeRenCe ChaiR

S anta Clara County Legal Profession-

als Association (“SCCoLPA”) is proud 

and honored to host the 79th Annual 

Conference of Legal Secretaries, Inc., on 

May 16-19, 2013, at the San Jose Marriott 

in San Jose.  The theme of the conference is 

“LSI Through the Years” and SCCoLPA plans 

to pay special tribute to those who have 

paved the way for the last 79 years.  We will 

celebrate the legacy of legal secretaries and 

legal professionals and honor the contribu-

tions they have made to make LSI what it is 

today.

In the February 2013 issue of The Legal 

Secretary, we provided you with some infor-

mation about what you can expect while 

attending the annual conference as well as a 

little bit about the San Jose Marriott.  Follow 

us now and we’ll show you the way to San 

Jose!  More than a million people found their 

way last year alone:  to vacation, for confer-

ences, or to relocate to the Capital of Silicon 

Valley.  San Jose is already home to more 

than 850,000 people and we will share with 

you many reasons why we love it here and 

why you will too.

ouR CITy:

Dubbed the “Capital of Silicon Valley,” San 

Jose exemplifies this greatness.  Did you 

know that San Jose is the 10th largest city 

in the country?  Or that its downtown dis-

trict offers superb dining and world-class 

culture?  With so much to offer, it’s easy to 

see why San Jose was recently ranked as one 

of the five best places to live in America by 

Money Magazine. 

From its founding as California’s first city, 

San Jose has been a leader, driven by its inno-

vative style.  Today, San Jose stands as the 

largest city in Northern California and the 

capital of Silicon Valley – the world’s leading 

center of invention and modernism.  Over the 

past decade, San Jose made an investment of 

more than $600 million in parks, libraries, and 

neighborhoods, with business and civic lead-

ers working together to enhance the city’s 

distinctive quality of life.  

San JoSe’S RICH dIVeRSITy:

San Jose takes pride in its cultural and ethnic 

diversity, and no matter where you come 

from, you’ll feel at home: within its city limits, 

more than 56 languages and dialects are 

spoken.  San Jose sponsors many cultural 

festivals throughout the year and its ethnic 

chambers of commerce are extremely active 

in the community.

San Jose’s residents are consistently 

ranked as some of the healthiest in the 

nation, and much of this can be attributed 

to a myriad of recreational opportunities, 

including more than 200 neighborhood 

parks and gardens, a 330-mile long hiking 

and bicycle trail which is the largest in the 

nation, championship golf courses, pristine 

lakes, and mountain terrain.  There are more 

than 300 days of sunshine each year and an 

average annual temperature of 70 degrees.  

TRanSpoRTaTIon:

San Jose is a global gateway to the world’s 

top companies and talent, and the city hosts 

an average of six million visitors per year.  

The Mineta San Jose International Airport 

recently underwent a $1.6 billion renova-

tion and is now the world’s most technologi-

cally advanced airport with sleek, beautifully 

designed passenger terminals, state-of-the-

art baggage handling, and proudly holds a 

top on-time performance record among u.S. 

airports.  The San Jose Diridon train station 

is the transit hub of Silicon Valley, located a 

few blocks from the San Jose Marriott and 

two miles from Mineta San Jose International 

Airport.  The station serves Caltrain, Amtrak, 

Valley Transit Authority, and other regional 

bus services.  

loCal aTTRaCTIonS:

San Jose offers attractions and dining expe-

riences as diverse as the city’s population 

– from Broadway shows, local theater, sym-

phony and ballet productions, educational 

museums, family fun destinations, and 

diverse art exhibitions.  The choices are end-

rod CardinaLe, Jr. is a Paralegal at Grathwohl, rauch, 
and Cohen PC, one of the leading estate planning firms 
in the Bay area since 1972. rod is a graduate of the ever-
green Valley College Paralegal Program, and joined in June 
of 2009. rod is starting his second term as President 
of SanTa CLara CoUnTY LeGaL ProFeSSionaLS 
aSSoCiaTion(“SCCoLPa”). rod is also serving as LSi’s 
2013 annual Conference Chair. 

Dubbed the “Capital of Silicon Valley,” San 
Jose exemplifies this greatness.  
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less when visiting San Jose.  San Jose’s dining 

scene will turn your next meal into an unfor-

gettable event, with more than 100 restau-

rants in the downtown district alone.

The partnership between Team San Jose 

and the San Jose Convention and Visitors 

Bureau has resulted in delivering an excep-

tional visitor experience.  To get an idea of 

some of the best places to visit, go to www.

sanjose.org for more information.

Whether you like the beach, mountains, 

or wine country, San Jose is a great start-

ing point to the best of the rest of the local 

attractions in the Bay Area.  If you want to 

go to the beach, San Jose is only a half-hour 

drive to Santa Cruz and an hour away from 

Monterey, Carmel, and Pebble Beach.  Want 

to taste world-famous wine?  Visit the winer-

ies in Napa and Sonoma, which are both less 

than two hours away from San Jose – or enjoy 

a tasting at one of San Jose’s wineries, brew-

pubs, or tasting rooms.

Downtown San Jose is also known as Sili-

con Valley’s urban Center.  Residents and visi-

tors enjoy the creativity of downtown by the 

arts, cultural offerings, and entertainment, 

including the nation’s largest musical theater 

for youth, the largest children’s museum on 

the West Coast, and the Technology Museum 

of Innovation (“The Tech”).  Sports fans know 

that San Jose is also the home of the NHL San 

Jose Sharks.

Over three million people attend music 

festivals in Downtown San Jose annually.  The 

city is alive with venues and special events 

such as the San Jose Rock ‘n’ Roll Half Mara-

thon, the Mexican Heritage and Mariachi 

Festival, and Left Coast Live.  In addition, the 

HP Pavilion (home of the San Jose Sharks) 

plays host to the likes of top international 

stars such as Madonna, Coldplay, and most 

recently hosted the united States Figure 

Skating Championships and united States 

Gymnastic Championships.

See you Soon!

SCCoLPA plans to take you on a “nostalgic trip 

down memory lane” – every event over the 

weekend will celebrate a particular decade.  

On Friday night come dressed in your pink 

jacket and poodle skirt as we treat you to a 

50’s-themed welcome reception, complete 

with live music and a twist contest!  

On Saturday night come to the banquet 

dressed in your finest formalwear because 

we plan to take you back to the 1940’s when 

everyone danced the jitterbug and did the 

fox trot to the big band sounds of Glenn Miller 

and Benny Goodman.  The 40’s were synony-

mous with glamour, with the fashion of that 

era being elegant gowns, strands of pearls 

and long gloves.  We are so excited to have 

the renowned San Jose Jazz High School All 

Stars perform at the banquet.  Finally, at the 

Sunday brunch we will look eagerly to the 

future while at the same time honoring and 

respecting the past with the help of a very 

special inspirational guest speaker.

We hope that you plan to attend the Legal 

Specialization Section workshops that will be 

offered over the course of the weekend.  The 

section workshop leaders always go above 

and beyond to schedule interesting and rele-

vant topics that will no doubt be of great help 

to you in your daily work activities. 

CAROL NYGARD
& ASSOCIATES

DEPOSITION REPORTERS

www.SacramentoCourtReporter.com www.SanFranciscoCourtReporter.com

Toll Free (877) 438-7787

Complimentary airport pick up & return Sacramento and San Francisco locations!
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LEGAL SECRETARIES, INCORPORATED 
Officers and Chairmen Workshops  

May 17, 2013 
 

Moderator:  J. Cori Mandy, CCLS, Educational Program Coordinator 
 

Schedule: 8:30 a.m.  Introductions and Workshop Overview – J. Cori Mandy, CCLS 
     Location:    Salon 5 & 6 
 

10:15 -10:30 a.m. Coffee Break 
   
President’s Roundtable (Incoming/Outgoing Presidents Only)                             9:00 a.m. to 11:45 a.m.   
Moderators: Mary S. Rocca, CCLS and Patricia E. Miller, PLS, CCLS                      Location:   Willow Glen I 
 

First Session – 9:00 a.m. – 10:15 a.m. Second Session – 10:30 a.m. – 11:45 a.m. 
 

Minutes/Notes/Correspondence/Corporate Office   
 
Moderators: Jennifer L. Page, CCLS 
                             Executive Secretary  
                             Catherine Culver, CCLS, LSI  Administrator 
Location:             Willow Glen II 

Newcomer’s Workshop 
 
Moderator: Margaret Tovar, CCLS 
                         Liaison to Law Practice Management and 

Technology Section of the State Bar of 
California  

Location:           Willow Glen II 
 

Parliamentarian  
 
Moderator: Astrid B. Watterson, CCLS 
                              Parliamentarian 
Location: Willow Glen III 
 

Governor’s Workshop 
 
Moderator: Elizabeth Adame, CCLS 
                             Governor, Imperial County LPA 
                             PRC Assistant Editor 
Location:            Willow Glen III 
  

Legal Secretary Training/Seminars 
 
Moderator:   Shaylene Cortez, CCLS 
                              Legal Secretary Training Chair 
Location:            Blossom Hill I 
 

Bulletin Editor Workshop 
 
Moderator:    Michelle Tice, CCLS  
                              Editor, The Legal Secretary 
Location:  Blossom Hill I 

Day in Court  
 
Moderator:        Lynne Koroush  
                              Day in Court Chair 
Location:             Blossom Hill II 

Legal Procedures 
 
Moderator:         Jeffrey  S. Weddle 
                              Legal Procedure Chair 
Location:             Blossom Hill II 
 

Career Promotion/Scholarship 
 
Moderator:       Sylvia Marsh 
                            Career Promotion/Scholarship Chair   
Location:            Blossom Hill III 
 

Marketing 
 
Moderator: Jeremy Durant, BOP Designs 
Location: Blossom Hill III 
 

Please note:  Locations are subject to change. 
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MoVerS and ShakerS     whaT’s haPPening wiTh ouR memBeRs 

Our warmest congratulations to Linda Duarte on her appointment to the LSI Executive Board as Executive Advi-

sor!  Linda, a native Californian and Past LSI President, served this corporation as President in 1994-1996, and her 

motto was “TEAM-Together Everyone Achieves More.”   She is a member of the Long Beach Legal Professionals 

Association and has worked in the legal profession for over 25 years in the fields of Corporate law, Contract law, 

Probate and Estate Planning to name a few. 

Before being elected as an officer of LSI, Linda served as LSI Editor of the Law Office Procedures Manual for 

four years and as co-Editor of the Legal Professionals Handbook.  Linda has a daughter, Lisa, who is also a legal 

secretary and a granddaughter, currently attending university of California at San Diego.  Thank you for rising 

to the challenge!

Congratulations to Michelle Rodgers, CCLS!  She has accepted another term as Chair of the CCLS Certifying 

Board.  Michelle is a legal assistant with Aronowitz Skidmore Lyon.  She has been a legal secretary for 24 years, 

earned her CCLS in 2001, and is a paralegal as well.

Michelle has been a member of LSI since 1992 and currently serves LSI as Chairman of the CCLS Certifying 

Board. She has previously served LSI as the Transactional Law Section Leader for the Legal Specialization Sec-

tions, as an Assistant Editor for the Publications Revision Committee, and as a team member hosting the Novem-

ber 2007 LSI conference in Grass Valley and the November 2009 LSI conference in Rancho Cordova. Michelle is 

currently a member of Placer County LPA and has served in numerous positions with prior local associations.

Michelle lives in Grass Valley with her husband of 24 years, Tom, and their 16 year old son Tyler. Their older 

son, Matt, lives in Ashland, Oregon, with his bride and attends Southern Oregon university. Michelle enjoys wine 

tasting, spending time on the beach, swimming, stand-up paddle boarding, sailing, and cooking. She is also a uSA Swimming Official and offici-

ates at various swim meets year round. Michelle claims to be a novice golfer and fisher, but hopes to spend more time on these activities with her 

husband in the very near future.

LeQuita Hodge, CCLS, has accepted an appointment to the CCLS Certifying Board and we send our congratu-

lations to her for “rising to the challenge.”  LeQuita has been in the legal field since January of 1978 when she 

worked for the County Counsel’s Office for the County of Madera, in the Central Valley.  A couple of years later 

she left to work in the private sector for a workers’ compensation attorney as his Administrative Assistant.  By our 

standards she would have been a paralegal.  LeQuita eventually moved to Los Angeles County and worked as a 

secretary for another workers’ compensation firm in Tarzana, California.  Later she became the office manager of 

the firm and worked for a few years until she decided to stay home and be a full time mother.  She enjoyed that 

part of her life, but decided that being home with three kids wasn’t enough, so she started her own business 

transcribing tapes for rehabilitation counselors, as well as a few law offices.  

LeQuita joined a Legal Secretaries Association chapter in 1983 and went to a few meetings.  That is where 

she first heard about the CCLS exam.  After a much-needed transition in her life (okay, divorce), she went full time with her business that now also 

included bookkeeping for a few individuals with apartment buildings.

On July 28, 1992, LeQuita met the love of her life and later married him and inherited three boys, which brought her combined happy family 

to six children.  By now she had started working for Sedgwick, Detert, Moran & Arnold in downtown Los Angeles. She looked into what local legal 

associations were out there and found Long Beach to be the closest.  She joined and after a short period became the secretary of the association.  

She studied for and took the CCLS exam, but holding down a household and new baby proved too much, even though she almost passed four of 

the sections.   unfortunately it took her ten years before she had the opportunity to focus on the test.  With the help of her husband (flash cards 

before bed) and family, she studied and passed the exam in March of 2009.  At the present time, she is still employed at the same firm, which is now 

Sedgwick LLP.  Her attorneys’ practices consist of Asbestos, Complex Litigation, Product Liability. and Environmental & Toxic Tort, and Class Action.  

She has extensive trial prep experience.  

LeQuita currently serves as the Governor for Long Beach Legal Professionals Association.  She enjoys her part time (I’d love it to be full time) 

business as a Thirty-One Independent Consultant as well as various activities at her Church.  She admits that the best part of her life is raising her 

13 year old and spending time with her grandchildren.  Life just doesn’t get any better.  

LeQuita was flattered to be considered for the position on the Certifying Board and hopes to be an asset to LSI and all that she works with. She 

is now, and has always been proud to be called a Legal Secretary.
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LSI Information

dates to Remember in 2013
May 12, 2013   Mother’s day

May 16-19, 2013   lSI 79th annual Conference
    San Jose Marriott, San Jose, Ca
    Host Association:  Santa Clara LPA

May 27, 2013   Memorial day

June 16, 2013   Father’s day

June 21, 2013   Summer Solstice

July 4, 2013   Independence day

august 9-13, 2013  august Quarterly Conference
    Crowne plaza Hotel, San diego, Ca
    Host Association:  San Diego LSA

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.sos.ca.gov 

national Court Reporters association

http://www.ncraonline.org

Helpful websites
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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 time!

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 
has years of practical know-how and expertise in each area covered 
in the Handbook.

UP-TO-DATE: The Handbook covers the current statutes and court rules. 
It is kept up-to-date by the Publications Revision Committee through 
annual replacement pages.

LEGAL SECRETARIES, INCORPORATED

LEGAL PROFESSIONAL’S HANDBOOK
FOR CALIFORNIA LAW PRACTICE
compiled by Legal Secretaries, Incorporated 
published by The Rutter Group

• California Court System 
• Statutes of Limitation/Jurisdiction 
• Attachment/Other Provisional Remedies 
• Commencement of Civil Actions 
• Discovery in Civil Actions 
• Pretrial and Judgment in Civil Actions 
• Postjudgment Proceedings 
• Civil Appeals and Writs 
• ADR 

• Foreclosures: Mortgages and Trust 
Deeds; Mechanic's Lien 

• Unlawful Detainer 
• Federal Civil Procedure and Appeals 
• Bankruptcy 
• Family Law 
• Adoptions 
• Criminal Law and Procedure 

• Probate Proceedings: Decedents' Estates; 
Guardianships/Conservatorships; Trust Law

• Workers’ Compensation 
• California Commercial Code 
• Corporations 
• Limited Partnerships 
• Intellectual Property Law: Copyrights;

Trademarks; Patents 
• Miscellaneous General Information

CONTENTS

LEGAL PROFESSIONAL’S HANDBOOK ORDER FORM

TITLE PRICE QTY. SUBTOTAL TAX           AMOUNT

Legal Professional’s Handbook $236 (LSI Members-Only Price)

Legal Professional’s Handbook $295 (Nonmembers Price)

3 ways to order!
Mail or fax this order form
Call 1-800-747-3161 (ext. 2)
Visit www.RutterGroup.comTM

Mail to THE RUTTER GROUP
15760 Ventura Blvd.
Suite 630 
Encino, CA 91436
Or fax to 1-818-377-7839

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

MY PAYMENT IS ENCLOSED. 45-day return privileges apply.

PLEASE SEND ON 45-DAY APPROVAL. If I decide  not to keep this title, I will return it within 45 days at my own expense.

Your subscription(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Do not send future Updates. I understand this product has limited value without Updates. (Cost of 2011 Update was $135.)

NAME PHONE ( ) 

E-MAIL ADDRESS STATE BAR NUMBER 

FIRM

ADDRESS SUITE 

CITY STATE ZIP

Enclosed is my check for $ payable to THE RUTTER GROUP  
Charge $ on my VISA MASTERCARD AMERICAN EXPRESS

CREDIT CARD NUMBER EXP. DATE 

SIGNATURE

2 Volumes
LSI Members-Only Price: $236

Nonmembers Price: $295
(Includes shipping)



M A y  2 0 1 3  |  3 9

LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

*Item available to LSI members only. (Prices effective 01/01/2013) 
1 of 2 

ITEM UNIT 
PRICE

QNTY TOTAL

BRASS TACKS*    A guide instructing local officers and chairmen on how to perform their respective duties. 
Contains check lists, calendars and forms. (Rev. 12/2011)  No charge for PDF [    ]Send hard copy [    ] 

$ 5.00 $

CCLS BROCHURE   Tri-fold brochure promoting the benefits of taking the CCLS Exam.   (Rev. 12/11) N/C
CCLS STUDY GUIDE (Revised 2012) Sample questions and answers to assist in preparing for all sections of 
the CCLS Exam.  

25.00

CCLS PIN    A ½” high, 10-karat gold-filled pin with CCLS logo.  For the CCLS. 35.00
CCLS STUDY KIT SECTIONS

CALIFORNIA LEGAL PROCEDURE (CLP)
CLP Section of CCLS Study Guide, CLP Worksheets, CLP Study Tips, List of Additional references required 
for CLP

30.00

LEGAL TERMINOLOGY (LT)
California Style Manual (book included with section), LT Section of CCLS Study Guide, LT Worksheets, LT 
Study Tips, list of additional references required for LT

50.00

LEGAL COMPUTATIONS (LC)
LC Section of CCLS Study Guide, LC Worksheets, LC Study Tips, list of additional references required for LC 30.00
SKILLS (SK)
SK Section of CCLS Study Guide, SK Worksheets SK Study Tips, List of additional references required for SK 30.00

ABILITY TO COMMUNICATE EFFECTIVELY (ACE)
Gregg Reference Manual, 10 ed. (book included with section), Gregg Worksheets & Answer Keys (Basic and 
Comprehensive) (books included with section), ACE Section of CCLS Study Guide, ACE Worksheets, ACE 
Study Tips, list of additional references required for ACE

199.00 

LAW OFFICE ADMINISTRATION (LOA)**
The Legal Assistant’s Practical Guide to Professional Responsibility (book included with section)
Secretary of State Notary Public Handbook, LOA Section of CCLS Study Guide,
LOA Worksheets, LOA Study Tips, list of additional references required for LOA

70.00

REASONING AND ETHICS (R&E)**
The Legal Assistant’s Practical Guide to Professional Responsibility (book included with section), California 
Rules of Professional Conduct, Secretary of State Notary Public Handbook, R&E Section of CCLS Study Guide, 
R&E Worksheets, R&E Study Tips, list of additional references required for R&E

70.00

**If LOA and R&E are purchased as individual sections at the same time, there is a $40.00 discount because the 
same reference book is included in both sections.

COST OF FULL STUDY KIT (ALL 7 SECTIONS) 299.00
GUIDELINES FOR HOSTING LSI CONFERENCES*    An instruction guide, including forms and samples, 
essential to any association considering a bid to host an LSI Conference.  (Rev. 12/09)

N/C

GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL PROGRAM    A 34-page guide, 
with sample forms, to assist with the planning and execution of a successful legal educational program.  (Rev. 
11/11)

5.00

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND 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. 5/12)

5.00

HISTORY OF LEGAL SECRETARIES INCORPORATED    A 50-page memory of people, places and 
events since 1929.  (Rev. 4/12)

5.00

LAW OFFICE PROCEDURES MANUAL FLYER    An 8 ½” x 11” advertisement of the LOPM.  Includes 
listing of contents and Order Form.  (Rev.1/12)

N/C

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.6/11)) 4.00
ADOPTIONS CHAPTER (Rev. 6/11) 7.00
CIVIL PROCEDURE CHAPTER (Rev. 6/11) 7.00
CONSERVATORSHIP CHAPTER (Rev. 6/11) 7.00
CORPORATIONS CHAPTER (Rev. 6/11) 7.00
COURT STRUCTURE/ MISCELLANEOUS CHAPTER (Rev. 6/11) 7.00
CRIMINAL LAW CHAPTER (Rev.6/11) 7.00
DISCOVERY CHAPTER (Rev. 6/11) 7.00
FAMILY LAW CHAPTER (Rev. 6/11) 7.00
PROBATE CHAPTER (Rev.6/11 7.00
REAL ESTATE CHAPTER (Rev. 6/11) 7.00
UNLAWFUL DETAINER CHAPTER (Rev. 6/11) 7.00
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

*Item available to LSI members only. (Prices effective 01/01/2013) 
2 of 2 

ITEM UNIT 
PRICE

QNTY TOTAL

4GB TWIST FLASHDRIVE with jump ring with complete set of LOPM Instructor Guides $       65.00        $
LEGAL SECRETARY’S REFERENCE GUIDE    A legal procedure guide designed to assist local 
associations in conducting a training class.  Also useful for training office personnel and as a general reference 
for experienced staff.  (Rev. 04/12)

30.00

LSI BYLAWS AND STANDING RULES*    As currently adopted by the LSI Governors. Download for free 
at www.lsi.org

5.00

LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER    An 8 ½” x 11” advertisement of the LPH.  
Includes listing of contents and Order Form.  (Rev. 1/2012)

N/C

LSI LEGAL SPECIALIZATION SECTIONS BROCHURE    Lists Sections offered and reasons for joining.  
Includes Section Membership Application. (Rev. 6/12)

N/C

LSI MEMBERSHIP BROCHURE    Tri-fold brochure, extolling the advantages of LSI membership and 
programs.  Contains request for membership application.  (Rev. 12/11)

N/C

LSI MEMBERSHIP PIN* (magnetic or pin back-please specify)   A ¾” high oval gold-tone pin with blue 
and white enamel overlay.  LSI logo in center and “Legal Secretaries, Incorporated” inscribed on circumference.  
For all LSI members.  [   ] Magnetic                [   ] Pin back closure

             5.00

LSI ROSTER*    Booklet with current listing of LSI officers, chairmen, past-presidents, honorary members, 
scheduled conferences, local association presidents and governors.

N/C

MEMBERSHIP APPLICATION FORM*    An 8 ½” x 11” form adopted 5/01 by 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.   [   ]  E-mail    -or   [    ]   Printed

N/C

NEW MEMBER PACKET*    A 2-pocket folder containing letter from LSI President, 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.

N/C

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

7.00

PRESIDENT’S PIN*    Same as pendant (see above).  Specify magnetic or pin back. 
[   ] Magnetic                [   ] Pin back closure

7.00

                                                                                                                             TOTAL ORDER $
MAILING/SHIPPING AND HANDLING (15% OF TOTAL ORDER) $

SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING) $
CALIFORNIA SALES TAX (7.50% OF SUB-TOTAL) $

TOTAL DUE $

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   ZIP    

DAY TELEPHONE ( )    E-MAIL       

Method of Payment: Check, payable to “LSI,” enclosed VISA MASTERCARD
Credit Card Information:   Number ___________________________ Expiration Date:  Month ________ Year 
Name on Credit Card: Card Verification Number   

PER LSI STANDING RULES, A CHECK ISSUED TO LSI WHICH IS 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.
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e-discovery: Reducing electronic  
discovery Costs and Risks Through  
litigation Readiness
By JeFFeRy JaCoBs, esq. — suBmiTTed By san diego lsa

R ecent court decisions imposing sanc-

tions and holding both in-house 

and outside counsel responsible for 

poor electronic discovery practices make 

clear that all lawyers need to understand 

the basics of electronic discovery, or at least 

know when and how to engage colleagues, 

litigation support teams, and service provid-

ers who are experts in the field. They should 

also know how their clients can use litigation 

readiness to reduce the costs and risks of 

electronic discovery.

Litigation readiness starts with effec-

tive information management, on the so-

called “left side” of the Electronic Discovery 

Reference Model (EDRM). A well-structured 

records retention policy and schedule, 

ensuring that information is kept only as 

long as required to meet legal and regula-

tory requirements, business purposes and of 

course compliance with any holds imposed 

for pending litigation or investigative pro-

ceedings, helps reduce the costs associated 

with storing unnecessary and outdated 

paper records and electronic data. When 

coupled with an effective email usage and 

retention policy, ideally enforced with an 

electronic tool that automatically deletes 

emails that have not been archived within a 

specified period of time, the amount of data 

that needs to be preserved, collected, pro-

cessed and reviewed in responding to litiga-

tion or investigatory discovery requests can 

be significantly reduced, with accompanying 

cost savings.

under the amended FRCP, and many state 

and local rules, initial disclosure of copies or 

descriptions of relevant ESI and its sources 

is required within about three months after 

the beginning of a case. In order to be able 

to comply with this requirement within the 

requisite time frame, and also to avoid the risk 

of overlooking sources of potentially relevant 

information, it is helpful to have a data map 

identifying the major sources of ESI within 

an organization, including email and other 

messaging systems, electronic archives, col-

laborative tools and workspaces, corporate 

applications and databases, along with con-

tact information for the business owners and 

users and the IT personnel responsible for 

managing or administering each one. This is 

also a convenient place to keep track of sys-

temic retention (and deletion) and backup 

protocols, in case it is necessary to suspend 

them to implement a litigation hold. The data 

map should also include legacy or decommis-

sioned systems that contain organizational 

information, even though those systems may 

not be considered reasonably accessible. 

Keeping the data map up to date requires 

regular communication with the IT depart-

ment to make sure that changes are recorded 

as new systems and applications are brought 

online and old ones decommissioned.

A number of electronic discovery deci-

sions, including those in the Zubulake v. 

UBS and Qualcomm v. Broadcom cases, have 

stressed the importance of having a discov-

ery response plan, ideally one that is devel-

oped and put in place before it needs to be 

activated in response to a specific litigation or 

investigatory matter.

A good start involves creating a discovery 

response team, with representatives from 

legal, IT, HR, records, compliance, and other 

affected business units who will develop the 

response plan and be responsible for put-

ting it into action when needed. It is also a 

good practice to select and enter into agree-

ments with any service providers who may 

be needed, so that the terms, conditions, 

and pricing will be in place before they are 

needed.

The discovery response plan should 

include a documented, repeatable, and 

legally defensible workflow, with detailed 

procedures for executing and documenting 

each step of the process. Given the number 

and cost of discovery sanctions imposed 

for inadequate preservation, the ability 

to impose a timely and effective litigation 

hold has to be at the center of any discov-

ery response plan. The hold process should 

include the preparation of hold notices from 

templates, and methods for transmitting 

hold notices, receiving and documenting 

acknowledgments of receipt and compli-

ance, providing periodic reminders of ongo-

ing hold obligations, and ultimately releasing 

the hold. This can be done manually using 

JeFF JaCoBS is dTi’s associate general counsel and also 
heads up dTi’s litigation readiness consulting practice, 
advising clients on records retention policies, data mapping, 
and the evaluation and development of discovery response 
plans. he is a frequent conference speaker and presenter 
of CLes on a wide range of electronic discovery-related 
topics. www.dtiglobal.com

...Continues on page 43
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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.

WORKING ADVANTAGE
Toll Free: (800) 565-3712

www.workingadvantage.com
Discount on event tickets, movie tickets, 

theme parks, Broadway theater, sporting events, ski tickets, hotel 
certificates, family events, gift cards and more.

Member ID: Contact LSI Corporate Office, lsiorg@suddenlink.com,
or LSI Vice President

HERTZ CORPORATION
Effective Date: June 1, 1996

CDP Card #447698
(800) 654-3131
www.hertz.com

FINANCIAL PROVIDERS

. CAPITAL INVESTMENT ADVISERS
Emerson J. Fersch, CFP, ChFC, CLU, CASL

5000 E. Spring Street, Suite 200
Long Beach, CA 90815

Office: (562) 420-9009 or (877) 270-9342
Fax: (562) 420-9955
www.ciadvisers.com

Offering Retirement Planning/Investment Management, 
Pension and 401K Rollover Consulting, and 

Comprehensive Financial Planning

DAVID WHITE & ASSOCIATES
Wealth 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

LEGACY WEALTH MANAGEMENT
Daniel R. Henderson, MBA, CFP

3478 Buskirk Avenue, Suite 300
Pleasant Hill, CA 94523

Office: (925) 296-2853 or (877) 679-9784
Fax: (925) 944-5675

E-mail: daniel@legacywealthmanagement.biz
www.legacywealthmanagement.biz

Offering discounted John Hancock Long Term Care Insurance and 
Life Insurance, Annuities, Retirement, Investment and Estate 

Planning, Mutual Funds, and 401K

MWG FINANCIAL AND INSURANCE SERVICES
Jory Wolf, President/Founder

6333 Greenwich Drive, Suite 210
San Diego, CA 92122
Office: (858)888-7300
Cell: (510)919-9062

jory@mwgfinancial.com
California Insurance License: 0E88330
Individual disability insurance solutions

CREDIT UNIONS

LA FINANCIAL FEDERAL CREDIT UNION
P.O. Box 6015

Pasadena, CA 91102-6015
(800) 894-1200

www.lafinancial.org
Open to anyone living, working or worshiping in Los Angeles 

County, or referral from existing member.

PROVIDENT CREDIT UNION
303 Twin Dolphin Drive

P.O. Box 8007
Redwood City, CA 94603-0907

(800) 632-4699 - (650) 508-0300
www.providentcu.org

All LSI members are eligible to join.

QUESTIONS AND CONCERNS CONTACT: 
Mary J. Beaudrow, CCLS, LSI Vice President 

LSI Marketing Committee Coordinator 
700 Suntree Lane Unit 715, Pleasant Hill, CA 94523

Cell - (415) 717-5675 
Marybeau59@att.net
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President’s Message—Rise To The Challenge Continued from page 3

Fundamentals of Legal Writing Continued from page 26

Presentation is Key  Continued from page 28

E-Discovery  Continued from page 41

spreadsheets, but keeping track of large 

numbers of custodians in large numbers of 

pending matters may require the use of legal 

hold tools or software, which may save per-

sonnel costs and automate documentation, 

thereby also reducing risk.

This combination of litigation readiness 

elements – retention polices, data mapping, 

discovery response team, and a documented 

discovery response plan – can all go a long 

way toward helping organizations reduce dis-

covery costs and risks, and helping their 

counsel sleep better at night.  

Even though jurors will be instructed that the 

lawyers’ comments are not evidence, studies 

show that jurors form opinions after opening 

statement that nine times out of ten will not 

change.”  Daniel J. Callahan, “Using Themes To 

Succeed At Trial,” California Lawyer, Sept. 2004 

at 21.

First impressions – whether you are writ-

ing a bar exam, presenting an appeal, or 

trying a case to the jury (or judge) – are of 

paramount importance.  Legal guru Bryan 

Garner calls this the “‘90-second test.’”  That is, 

Maria Bishop, CCLS, of Mt. Diablo LPA.

•	Executive	Advisor	--	Linda	Duarte.	

 Two bids were received and graciously 

accepted by the Executive Committee: 

1. San Diego LSA – May 2015 Annual Con-

ference;

2. Stockton-San Joaquin County LPA – 

August 2015 Conference.

The deadline to submit bids for the Novem-

ber 2014 and February 2015 Quarterly Con-

ferences was extended to April 20, 2013.  

New submission of bids will be announced at 

the May 2013 Annual Conference. If no bids 

are received, then LSI will have to host.

CoMIng up - May 2013 annual   

ConFeRenCe

Our next conference is coming up in San Jose 

and Santa Clara County LPA is excited about 

hosting our May 2013 Annual Conference.  

Annual Conference Chair, Rod Cardinale of 

Santa Clara County LPA invites everyone to 

the San Jose Marriott, May 16-19, 2013.  They 

promise a fun-filled, educational event, and 

invite LSI to join them for a weekend cel-

ebrating “ LSI – Through the Years.”  Detailed 

information regarding our May 2013 Annual 

Conference is included in this issue. Read the 

article and you will definitely be persuaded 

to attend the upcoming, fun and educational 

Annual Conference. 

Also look for posted information on the 

website regarding topics and speakers for 

the Officer/Chairmen Workshops at Annual 

Conference. The LSI Educational Program 

Coordinator tallied responses to her survey 

and has set up workshops according to the 

majority of responses and requests received. 

These are wonderful training workshops – 

don’t miss them!

Sign up for the luncheons: Governors’ 

Luncheon, Newcomers’ Luncheon, Presi-

dents’ Luncheon and the CCLS Luncheon. 

I must admit that the CCLS Luncheon is the 

most exciting one of all. We will be congratu-

lating those who passed the California Certi-

fied Legal Secretary exam in October 2012 

and March 2013. You are cordially invited to 

join us in celebrating this wonderful achieve-

ment with them!

As usual, the Legal Specialization Sections 

have excellent topics and speakers lined up 

for Annual Conference. A registration form is 

included in this issue. If you need CLE or CCLS 

credit, Annual Conference is definitely the 

place to be.

If you have never attended an LSI Annual 

Conference, I urge you to attend at least one. 

Come to learn and enjoy networking with 

other legal professionals. LSI Conferences are 

fun and exciting again!  I urge everyone to 

Rise to the Challenge of moving LSI forward. 

Let’s continue to feel positive about our orga-

nization and about our membership in LSI.  

I look forward to seeing everyone in San 

Jose! 

[e]very brief should make its primary point 

within 90 seconds.”  Bryan Garner, “The Win-

ning Brief,” at 48.  But since, according to 

Garner, “only 1% of briefs actually succeed on 

this score,” we can all work on our first impres-

sions.  

the world, the potential for computer issues 

beyond your control still exists. 

Regardless of the presentation style that 

works for the attorney, or if it is a combination 

of the two, there are some key factors to keep 

in mind for success. A complicated, confus-

ing, or poorly executed presentation can do 

more harm than good, as it reflects those 

attributes on the attorney and their client. 

Train with the chosen media and play to its 

strengths while working around its weak-

nesses. All presentations should be clear, 

simple and brief (a good rule for most things 

in life). “Our life is frittered away detail . . . Sim-

plify, simplify.”  – Henry David Thoreau  

end noTe

 1 Weiss-McGrath Study (1989) 
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2012-2013 lSI Roster
ELECTED OFFICERS
President
SANDRA T. JIMENEZ, CCLS
Cell:  (760) 425.0118
E-mail:  sjimenez52@yahoo.com

Vice President
MARY J. BEAuDROW, CCLS
Cell:  (415) 717.5675; Office:  (415) 268.7281
E-mail:  marybeau59@att.net

Executive Secretary
JENNIFER L. PAGE, CCLS
Cell:  (415) 710.3402; Home:  (415) 898.1010
E-mail:  jlpage@ix.netcom.com

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

APPOINTED OFFICERS 
Executive Advisor (CEC)
LINDA DuARTE
Tel:  (562) 597.2294
Email:  duarte6000@aol.com

Parliamentarian
ASTRID B. WATTERSON, CCLS
Cell:  (209) 406.9984; Office:  (916) 446.7979
E-mail:  awatterson@somachlaw.com

Editor-In-Chief (CEC)
MARIA BISHOP, CCLS
Cell:  (925) 324.0712; Office:  (925) 284.7788
E-mail: mbishopccls@hotmail.com or maria@mtdiablolpa.info

Editor, The Legal Secretary
MICHELLE D. TICE, CCLS
Cell:  (619) 820.9525; Office:  (619) 696.6160
E-mail: michelle@danstanfordlaw.com and mdtice@cox.net

Educational Program Coordinator (CEC)
J. CORI MANDY, CCLS
Office:  (619) 515.3256
E-mail:  cori.mandy@procopio.com

Historian
ESPERANZA LARIOS
Cell:  (760) 554.0096; Home:  (760) 337.2803
E-Mail:  espielarios@yahoo.com

Legal Specialization Sections Coordinator (CEC)
CHERYL L. KENT, PLS, CCLS
Home:  (925) 462.3440; Office:  (925) 837.0585
E-Mail:  clk@gagenmccoy.com and clkccls@comcast.net

Nominations and Elections Chair
CHRISTA DAVIS
Home:  (510) 582.1641; Office: (925) 463.0750
E-Mail:  cdavis@staleyjobson.com

CHAIRMEN
2013 Annual Conference
ROD CARDINALE, JR.
Cell:  (408) 461.0972
E-mail:  rodcardinalejr@sbcglobal.net

Advertising
LINDA MOORE, CCLS
Cell:  (619) 723.5336; Office:  (619) 881.1255
E-mail:  lmoore@stutzartiano.com

California Certified Legal Secretary (CEC)
TERRIE QuINTON, CCLS
Cell:  (951) 294.1246; Office:  (619) 209.3056
E-mail:  Quinton@dsmwlaw.com

Career Promotion/Scholarship
SYLVIA MARSH
Cell:  (949) 680.0825; Office:  (714) 540.2800
E-mail:  emjscholarship@gmail.com

Editor, The Legal Professional’s Handbook
ANN BOCCIA ROSADO
Office:  (562) 435.8300 x229; Home:  (310) 833.9952
E-mail:  arosado@skes-law.com

Editor, Law Office Procedures Manual
KAREN J. JONES
Cell:  (818) 269.5750; Office:  (310) 284.5695
Fax:  (310) 557.2193
E-mail:  kdj_jones@yahoo.com and kjjones@proskauer.com

Legal Procedure
JEFFREY S. WEDDLE
Office:  (949) 225.7957; Home:  (714) 474.9292
E-mail:  oclsagovernor@gmail.com

Legal Secretary Training/Seminar (CEC)
SHAYLENE CORTEZ, CCLS
Cell:  (951) 768.8370; Home:  (951) 738.9829
E-mail:  ccls4me@ca.rr.com

Professional Liaison/Day in Court
LYNNE KOROuSH
Office:  (916) 442.1111; Fax:  (916) 448.1709
E-mail:  koroushl@gtlaw.com

LEGAL SPECIALIZATION SECTIONS
Coordinator 
CHERYL L. KENT, PLS, CCLS
E-Mail:  clk@gagenmccoy.com and clkccls@comcast.net

Civil Litigation
DAWN R. FORGEuR, CCLS
Cell:  (916) 601.1380; Office:  (916) 319.4786
E-Mail:  drforgeur@stoel.com and dawn@forgeur.com

Criminal Law
CHRISTINA VIEIRA
Cell:  (209) 658.4548; Office:  (209) 723.2170
E-mail:  Charlye22@yahoo.com

Family Law
MARY LOu FLOYD, CCLS, M.S.
Cell:  (707) 533.0128; Office:  (707) 533.0128
E-mail:  louloux7@yahoo.com

Law Office Administration
TAMMY L. HuNT, CCLS
Office:  (209) 937.8805
E-mail:  loaleader@tlhunt.org

Probate/Estate Planning
KRISTI L. EDWARDS, CCLS
Office:  (415) 491.5000; Home:  (415) 663.1838
E-mail:  kledwards@justice.com

Transactional Law
LISA DE LA O
Cell:  (818) 590.3441; Office:  (818) 715.7025
E-mail:  ldelao@fitcheven.com 261-9323

PUBLICATIONS REVISION COMMITTEE
Editor-in-Chief
MARIA BISHOP, CCLS
Cell:  (925) 324.0712; Office:  (925) 284.7788
E-mail:  mbishopccls@hotmail.com or maria@mtdiablolpa.info

Editor, The Legal Professional’s Handbook
ANN BOCCIA ROSADO
Office:  (562) 435.8300 x229; Home:  (310) 833.9952
E-mail:  arosado@skes-law.com

Editor, Law Office Procedures Manual
KAREN J. JONES
Cell:  (818) 269.5750; Office:  (310) 284.5696
Fax:  (310) 557.2193
E-mail:  kdj_jones@yahoo.com and kjjones@proskauer.com

Assistant Editors
CARRIE HuGHES
Cell:  (925) 768.6547; Office:  (925) 930.9090
E-mail:  carrielee927@yahoo.com

ELIZABETH ADAME, CCLS
Cell:  (760) 460.1916; Home:  (760) 352.8333
E-mail:  liz.adame@sbcglobal.net

CHRISTINE FLORES
Cell:  (510) 388.7918; Office:  (415) 773.5566
E-mail:  cflores@orrick.com

GINA M. EMERY, CCLS
Cell:  (707) 498.2531; Office:  (707) 445.9754
E-mail:  ginerc321@aol.com

ANNETTE M. JOHNSON
Cell:  (661) 816.3174; Office: (213) 330.8899
E-mail:  Annettejohnson8@aol.com

LINDA LANE
Cell:  (818) 434.6600; Home: (818) 248.0739
E-mail:  l.lane44@yahoo.com

LIAISON TO LAW PRACTICE
MANAGEMENT AND TECHNOLOGY SECTION
OF THE STATE BAR OF CALIFORNIA
MARGARET TOVAR, CCLS
Cell:  (562) 556.4790; Office:  (213) 452.0115
E-mail:  mtovar@kbblaw.com

WEBSITE EDITOR
CATHLEEN MCGRATH SILER
Office:  (562) 653.3407
E-mail:  CSiler@aalrr.com

CCLS CERTIFYING BOARD
Chairman
MICHELLE RODGERS, CCLS

Members
ELISE DRESSER, CCLS
HOLLY S. WONG, CCLS
DENISE AGuILAR, CCLS
LEQuITA HODGE, CCLS

Attorneys
WILLIAM T. KAY, JR., ESQ.
EMILY MORISSETTE, ESQ.

CONTINUING EDUCATION COUNCIL
Educational Program Coordinator
J. CORI MANDY, CCLS
EC Liaison/Executive Advisor
LINDA DuARTE
Editor-in-Chief
MARIA BISHOP, CCLS
California Certified Legal Secretary
TERRIE QuINTON, CCLS
Legal Secretary Training/Seminar
SHAYLENE CORTEZ, CCLS
Legal Procedure
JEFFREY S. WEDDLE
Legal Specializations Section Leader
CHERYL L. KENT, PLS, CCLS

MARKETING COMMITTEE
Coordinator/EC Liaison
MARY J. BEAuDROW, CCLS
Educational Program Coordinator
J. CORI MANDY, CCLS
Editor, The Legal Professional’s Handbook
ANN BOCCIA ROSADO
Advertising
LINDA MOORE, CCLS
California Certified Legal Secretary
TERRIE QuINTON, CCLS
Website Editor
CATHLEEN McGRATH SILER

LSI CORPORATE OFFICE
Administrator
CATHERINE CuLVER, CCLS
Office:  (800) 281.2188
Fax:  (800) 281.2188 or (707) 682.6888
E-mail:  lsiorg@suddenlinkmail.com

LSI WEBSITE:  http://www.lsi.org



Support Services  •  Investigations  •  Document Solutions

Nancy Xander 213.494.4605 
nxander@firstlegalsupport.com

Joe Fregoso  213.216.2357
jfregoso@firstlegalsupport.com

Brendan White 213.276.0142
bwhite@firstlegalsupport.com




