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LPA and currently serves

as LSI’s President. She has
served her local associa-
tion as Governor, Secre-
tary, President and various
other chairman positions.
Brooke has worked in the
legal field for 20+ years,
with an emphasis on Pro-
bate, Estate Planning and
Elder Law. Brooke also
knits for Socks for Soldiers
and is a member of Blue
Star Mothers.
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President’s Message

Education, Leadership,

Mentoring

BY BROOKE ATHERTON, CCLS

hat an amazing year it has been. May

2011 marks our 77th year of educating

California’s legal professionals. We
should be proud that this great organization
that began with just a few legal secretaries
has grown to over 1600 legal professionals.
Our membership includes secretaries, docket
clerks, paralegals, file clerks, and administra-
tors.

Technology is the new wave of attracting
new members to our organization. The LSI
website (www.Isi.org) gives anyone in the
state of California the opportunity to locate
a local association or join as a Member-at-
Large. Many local associations have created
FaceBook fan pages to attract "the younger
generation” with great success. Twenty-three
of our local associations have websites that are
linked to the LSI website. If your association is
not linked, you are missing out on a valuable
tool to recruit new members. Contact our Vice
President, Sandra T. Jimenez, CCLS to obtain
information on how to link your association’s
website to LSI's.

The Executive Committee, Marketing Com-
mittee and LS| Past Presidents have worked
this past fiscal year to help market LSI by staff-
ing the LSI booth at the State Bar of California
Annual Meeting. Contact information gath-
ered at the State Bar Annual Meeting is then
forwarded to the appropriate local associa-
tions. | hope that you have taken advantage of
the contact information sent to your associa-
tion and followed through with making contact
with these individuals who have shown an
interest in LSI.

The members of the Executive Committee
and Marketing Committee have also attended
conferences held by the California Alliance of
Paralegal Associations (CAPA) and the Bay
Area Legal Secretaries Forum. Contact infor-

mation from these events were also forwarded
to local associations. Take advantage of the
seeds we have planted. Follow up on the con-
tacts. Invite them to attend your meetings,
educational seminars or other special events
you have.

Regardless of our title, paralegal, legal
assistant or legal secretary, we all require con-
tinuing education to remain current in our area
of practice. The Legal Specialization Sections
offer a very affordable way to meet your con-
tinuing educational needs. Members of a spe-
cific section can attend seminars at no cost if
they pre-register. If you are not a member of all
sections, you can attend sections that you do
not hold membership in at a reduced price. LSI
is an approved MCLE provider. To learn how
your association can provide MCLE approved
programs to our local legal community, pur-
chase the Guidelines to Preparation of a Legal
Educational Program from the LS| website.

May marks the beginning of our fiscal year
and most associations have already held their
installations of new officers and chairmen. The
May Annual Conference will provide you with
the opportunity to take workshops on sev-
eral topics to assist you in the new fiscal year.
The Officer Chairman Workshops are a great
way to network and mentor with your fellow
legal professionals. We will be offering an all-
day Presidents’ Workshop for our new local
association Presidents again this year. The
Governors’ Workshop is designed for our new
Governors to explain the duties of the role of
Governor. In addition, we will have workshops
on Minutes, Notes and Correspondence; Trea-
surer's Duties/Corporate Office;
for Dummies Designed for Non-Presidents;
Legal Secretary Training/Seminars; Ways and
Means Successful Local Association Events;
Newcomers’ Workshop; Membership/Chap-

Motions



ter Achievement; Programs and Hosting Conferences.
If you have attended a Quarterly Conference (August,
November & February) but have never attended an Annual

Conference, | strongly urge you to attend our May 2011 Annual L“(”)Okmg fOI' an EXpeI‘ienCed
Conference hosted by Los Angeles LSA. | encourage each asso- and Interesting Speaker?

ciation to participate to the fullest. Attend the Officer Chairman 1
CAPITALINV E%TdM_ ENT

Workshops, enter your bulletins in the Bulletin Contest, enter
your History Book or Scrap Book in the History Book/Scrap
Book Contest. You can't win if you don't enter! I've seen several e
bulletins from local associations and they are great. 87 7'2 70'9 34‘2
Let's not forget the Golda J. Cooper Chapter Achievement 562-42 0-9009
www.ciadvisers.com
Call today to reserve

Speaker Services

Contest. This is your chance to strut your stuff and show the
other local associations what you've done this past fiscal year.
There is always excitement in the room when the winners are

. ) ) : FTHETSON T Fers our date!
announced. If you missed the deadline to submit your associa- CFP®, ChFC, CLU '
tion's Chapter Achievement form for May 2011, start tracking Emerson has been associated with LSI since 1996,
. ’ speaking at local chapter meetings & Regional Conferences.
now your points earned monthly for next year's contest.
X . Presentation Topics Include:
There is no doubt we have a great time at conferences. We Economic Forecast
n . Retirement Strategies
have plenty of opportunity to attend educational workshops, AstAllSSation
network, and meet up with old friends. So why not bid to host Emerson can also customize presentations
an LS| conference? If your association is thinking about it but pagngelihe needeofthe group,
) . i ;
not sure if you can do it, contact Southern Butte County LPA. R asre v R S R boeariaies o TAARPC
and Capltal Advisers are te and unrelatéd
; Callfornla Insurance lincense 0738568
...Continues on page 16 5000 E. Spring St, Suite 200 o Long Beach, CA 90815
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LAURA KENNEDY
LEGRAND

Laura Kennedy LeGrand
has been a member of
National Association of Par
liamentarians (NAP) since
2003. She was president of
Capital Parliamentary Unit,
SC, from 2004-2008. At
the 2009 NAP Convention,
the unit received first place
awards in both Unit Parlia-
mentary Growth and Unit
New Member Retention.
Reprinted with permission
from the National
Parliamentarian
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Your Part In A Productive

Meeting

LAURA KENNEDY LEGRAND — SUBMITTED BY PALO ALTO LSA

our part in a productive meeting begins

the day you become a member of an

organization. If your membership packet
does not contain a copy of the current bylaws,
ask for one, then set aside time to read them.
Learning what your organization is all about
and what makes it tick is the first step. To par-
ticipate productively in a group, attend regu-
larly, be on time, and sit quietly and listen.

OBTAINING THE FLOOR
When the opportunity arises, take part in the

Smith,” so that there is no confusion as to who
has the floor.

When the names of the members are not
generally known, it is recommended that the
person seeking the floor stand and identify
himself as soon as the presiding officer turns
toward him. This identifies you not only to
the presiding officer, but also to the assembly.
The chair will assign the floor by repeating the
member's name and identification.

The member then has the floor and can
remain standing and speak in debate or make

“When the opportunity arises, take part in the dis-
cussion, but do it correctly. Do not speak out of turn.”

discussion, but do it correctly. Do not speak
out of turn.

In order to "obtain the floor,” you must first
be recognized by the presiding officer. The
chair must recognize any member who seeks
the floor while entitled to it. [RONR (10th ed.),
p. 28,1.11-19.]

To claim the floor, a member rises at his/
her seat when no one else has the floor, and
addresses the chair. If the member is entitled
to the floor at the time, the chair recognizes
him, normally by speaking the member’s name
or title or office within the organization. If only
one person is seeking the floor and the seat-
ing arrangement is such that everyone can
see who is speaking, the chair can recognize
the member merely by nodding to him. [RONR
(10th ed.), p. 28, 1. 20-27.]

If several are seeking the floor, the chair
may say, "The chair recognizes Mr./Mrs.

a motion, as permitted under the rules or par-
liamentary situation at the time. When the
member has finished speaking, he yields the
floor by resuming his seat. [RONR (10th ed.),
p. 29, |. 6-18.] It is both rude and improper
to speak without obtaining the floor. Do not
engage in side conversations. It is out of order
torise or remain standing while another person
has the floor. [For exceptions, see RONR Tinted
Pages (tinted) pp. 42-43.] If two members rise
at the same time, the general rule is that the
member who rose and addressed the chair
first after the floor was yielded is entitled to be
recognized. However, a member cannot estab-
lish prior claim to the floor by rising before it
has been yielded. [RONR (10th ed.), p. 29, |.
19-22.]

If at any time the chair makes a mistake,
however, and assigns the floor to the wrong
person - when preference in recognition was



timely claimed or in any other case
- his attention can be called to it by a
member raising a “point of order.” The
presiding officer should immediately
correct the error. [RONR (10th ed.), p.
30, I. 21-26.] A "point of order” is an
incidental motion. It is in order when
another has the floor. It does not have to
be seconded. It is not debatable; how-
ever, the chair can submit the question
to the assembly and the assembly by
a majority vote can rule, in which case
the member receiving the largest vote is
entitled to the floor. It cannot be recon-
sidered. [RONR (10th ed.), p.20, #59;
pp. 240-242.]

If a chair makes a ruling in assigning
the floor and it is questioned, two mem-
bers acting together can "appeal from
the decision of the chair.” One member
makes the appeal and the other seconds
it. Here again the majority rules when
voting on an appeal. [RONR (10th ed.),
p. 67,1.30-35.]

MAKING MOTIONS

One of your member privileges is the
right to make motions and take part in
debate. Your responsibility is to learn to
do it correctly. The first step is to obtain
the floor, as discussed above. Once you
have gained the floor, a three-step pro-
cess begins that will bring your motion
before the assembly. [RONR (10th ed.),

p.31,1.11-23.]
A member makes the motion. The
correct wording is “l move to . ..” The

wording is not, “| make a motionto .. ."
or “l so move.”

Another member seconds the
motion. That is done by simply saying
“second,” “I second it,” or "l second
the motion.” A second merely implies
that the second agrees that the motion
should come before the meeting - not
that he/she necessarily favors the
motion. [RONR (10th ed.), p. 34, |
27-29.] You do not have to be recog-
nized by the chair in order to second a
motion. [RONR (10th ed.), p. 34,1.1-5.]

Itis common belief that a motion must
be seconded before it can be brought
before the assembly. Not necessarily: the
requirement of a second is for the chair’s
guidance as to whether he should state
the question on the motion, thus plac-
ing it before the assembly. Its purpose
is to prevent time from being consumed
by the assembly having to dispose of a
motion that only one person wants to
see introduced. [RONR (10th ed.), p. 31,
[.11-23; p. 35, 1.13-17.]

If a motion is considered and adopted
without having been seconded - even in
a case where there is no reason for the
chair to overlook this requirement - the
absence of a second does not affect the
validity of the motion's adoption. [RONR
(10th ed.), p. 31, 1. 11-23; p. 36, 1. 1-2.]

The stating of the question by the
chair. When a motion that is in order has
been made (preferably written, so the
motion is clear) and seconded, the chair
formally places it before the assembly
by stating the question; that is, he states
the exact motion and indicates that it is
open to debate. [RONR (10th ed.), p. 31,
[.11-23; p. 36, 1. 6-10.]

The chair must state the question on
a motion immediately after it has been
made and seconded, unless he is obliged
to rule that the motion is out of order or
unless, in his opinion, the wording is not
clear. [RONR (10th ed.), p. 31, I. 11-23; p
37,1.17-20.]

The chair is permitted to help with
the wording of the motion or to offer an
alternative motion that would carry out
the desired intent to the satisfaction of
the maker. It is the duty of the chair to
see that the motion is put into suitable
form. [RONR (10th ed.), p. 31, . 1-23; p
38, I.7-11.]

It should be noted here that no matter
what the maker says, the motion goes
on record with the wording used by the
chair in stating it. That is why it is so very
important to have the maker clearly write
out a motion. The maker must make every
effort to see that his motion is stated and

recorded exactly as intended. [RONR
(10th ed.), p. 31, . 11-23; p. 42, |. 34-35;
p. 43, |. 1.] Once the motion is made but
before the chair states it or rules it out
of order and before debate has begun,
any member can quickly rise and, with-
out waiting to be recognized, say, "Mr./
Madame President, | would like to ask
the maker of the motion if he will accept
the following modification.” [RONR (10th
ed.), p. 31,1.11-23; p. 38, |. 25-30.]

The maker has the option to accept
or not accept the modification. If the
maker of a motion modifies it before
the question is stated, a person who has
seconded it has the right to withdraw his
second. If the modification is accepted
as suggested, either before or after the
motion has been seconded, the person
who made the suggestion has, in effect,
seconded the modified motion so that no
other second is necessary. [RONR (10th
ed.), p. 31, 1.11-23; p. 39, 1.1-7.]

THE CONSIDERATION OF A MAIN
MOTION: BASIC STEPS

Once a main motion has been brought
before the assembly through the three
steps described above, there are three
further basic steps by which the motion
is considered. [RONR (10th ed.), p. 31, I.
1-23; p. 40, . 21-40.]

1. Members debate the motion, unless
no member claims the floor for debate.
Immediately after stating the question,
the chair should turn toward the maker of
the motion to see if the maker wishes to
be assigned the floor first in debate. This
is his privilege. [RONR (10th ed.), p. 31, I.
11-23; p. 41, 1. 6-11.]

In debate, each member has the right
to speak twice on the same question on
the same day, but does not speak the
second time until all who have not yet
spoken have the opportunity. [RONR
(10th ed.), p. 31, 1. 11-23; p. 41,1.16-19.]

The presiding officer cannot close
debate as long as any member who has
not exhausted his right to debate desires

...Continues on page 20
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Staying Alive @ L.A. Live

— Disco Party

BY MARGARET TOVAR, CCLS—2011 ANNUAL CONFERENCE CHAIR

he Los Angeles Legal Secretaries Asso-

ciation ("LALSA") is pleased to host the

77th Annual Conference of Legal Secre-
taries Inc. on May 19-22, 2011 at the JW. Mar-
riott Hotel at L.A. LIVE in Los Angeles. LALSA
will also be celebrating our 80th Anniversary
during the weekend.

The JW. Marriott is located 17 miles from
both LAX and Burbank Airports. Contact Super
Shuttle at 1-800-BLUE-VAN (1-800-258-
3826) or book on line at www.supershuttle.
com for shuttle service to and from the airport.
Bus service is also available from LAX to down-
town for approximately $8. Valet parking fee
is $29 per day and there are several privately
owned parking lots within a 5-10 minute walk
of the L.A. Live campus that offer reasonable
rates. The venue is also accessible via Metro
Rail, Metro Blue Line, Metro Bus, DASH Bus
and Amtrak. Union Station is just minutes from
L.A. Live by taxi.

The scrip ticket is $125 if purchased by April
19 and $135 thereafter. The hotel is offering us a
special conference rate of $169 single or double
from May 18 through May 22. Deadline for res-
ervations is May 2, 2011. Reservations can be
made by calling 1-800-266-9432 or going to
https://resweb.passkey.com/go/leg. Check-in
is 4:00 p.m. and check-out is 12:00 p.m. The
hotel has a smoke-free policy and pets are not
aliowed.

L.A. LIVE is a remarkable sports and enter-
tainment complex just steps from the Los
Angeles Convention Center and the legend-
ary Staples Center. It is home to some of the
nation’s most important awards shows, pre-
mieres, conventions, celebrations and cultural
events. The venue features Nokia Theater, Regal
Cineplex, ESPN Broadcast Studio and Regional
Headquarters, Grammy'’s Experience Museum,
Nokia Plaza, Club Nokia, Conga Room, Lucky

Strike Bowling Center, and exclusive restau-
rants such as Fleming’s Prime Steakhouse,
The Farm of Beverly Hills, Rosa Mexican, Kat-
suya, Rock n’ Fish, Yard House, Wolfgang Puck
Concept Restaurant, ESPN Zone, Starbucks,
Lawry's Carvery and Trader Vic's. There are
also several restaurants and lounges within
the hotel itself: L.A. Market, gLAnce Lobby
Wine Bar & Lounge, espressamente illy (coffee
house), The Mixing Room, ION (rooftop pool
bar), and WP24 by Wolfgang Puck on the 24th
floor of the new Ritz-Carlton.

There are two shopping centers within
blocks of the hotel and the DASH bus also
takes you to other Downtown L.A. locations
such as the Disney Center, Cathedral of Our
Lady of the Angels, Olvera Street, Chinatown,
and Little Tokyo. Don't forget the Flower Dis-
trict, Jewelry District, and Fashion Districts
where many bargains can be found.

The entire weekend will feature disco music
for your enjoyment as you go back to the 80's
when life was cool. Our Exhibitors’ Room will
have plenty of familiar vendors as well as a few
new ones to visit during your stay, and be sure
to stop by the History Books and Bulletin dis-
plays to vote for your favorites.

LALSA Conference Committee members
will be wearing disco ball necklaces to be read-
ily identified. Be sure to find one of us to pur-
chase your opportunity drawing tickets for a
Coach purse and complementary wallet or any
of our other fabulous door prizes.

Disco Fever will be ail around us, so put on
your dancing shoes and be ready to dance the
weekend away . . . you never know who might
be there to give you a twirl on the dance floor
and you might go home with your very own
DISCO BALL!



No, I Don't Want To Be Your Valentine

Addressing Sexual Harassment In The Workplace

BY CANDICE E. CAUFIELD — SUBMITTED BY SAN DIEGO LSA

alentine’s Day happens each year. Romance

fills the air and happy homes and workplaces

are filled with chocolates, flowers and fuzzy,
smiling stuffed animals. While lovebirds plan their
February 14 celebration of love, I'd like to address
sexual harassment in the workplace.

In a perfect world, with perfect timing, when
Cupid aims his or her arrow at you, you take the shot
willingly. We don't live in a perfect world and it's
been my experience that sometimes Cupid's arrow
is misdirected. When this occurs in a purely social
setting, it's quite simple to tell Cupid to take back
his/her arrow or get out of his/her range. However,
what happens when this unwanted cherub happens
to be your co-worker or supervisor?

Before dealing with the workplace Cupid, it's
important to first understand what constitutes
sexual harassment. Generally, there are two types
of sexual harassment: quid pro quo (something in
exchange for something) and hostile work environ-
ment. This article focuses on the latter. According to
the California Fair Employment and Housing Com-
mission (FEHC):

“Sexual harassment creates a hostile,
offensive, or intimidating work environ-
ment and deprives its victim of her statu-
tory right to work in a place free of dis-
crimination, when the sexually harassing
conduct sufficiently offends, humiliates,
distresses or intrudes upon its victim, so
as to disrupt her emotional tranquility in
the workplace, affect her ability to per-
form her job as usual, or otherwise inter-
feres with and undermines her personal
sense of well-being.”

- - .- - - P

(DFEH v. Bee Hive Answering Service (1984)
FECH No. 84-16 at pp. 18-19.)

If the workplace Cupid isn’'t aiming his/her
arrow directly at you, that doesn't mean that his/

her actions won't constitute sexual harassment.
Examples of sexual harassment based on a hos-
tile work environment can include: posting porno-
graphic photos in the workplace (the lewd valen-
tine), making sexually explicit jokes (the immature
valentine), unwanted touching or groping (the
obnoxious valentine) and repeated requests for
dates that are turned down and unwanted flirting
(the creepy and persistent valentine).

If the above behaviors mimic those of the cherub
in your workplace, it's important that you inform
your superiors of the problem. When you do, your
employer must investigate, address and document
the issue. The sooner Cupid’s wings are clipped,
the better. Otherwise, Cupid’'s undesired actions
will continue to create an abusive environment that
negatively affects your personal well-being and ulti-
mately, your work product. Further, an employer’s
failure to investigate can result in a lawsuit in itself.

Hopefully, your employer will break Cupid’s
arrow after his/her first shot. However, if the poor
conduct continues, and your employer fails to
address the situation, document the conduct and
make a record, since “Whether the sexual conduct
complained of is sufficiently pervasive to create
a hostile or offensive work environment must be
determined from the totality of the circumstances.”
(Henderson v. City of Duarte, 682 F.2d 897, 904)

The factors that can be considered in evaluating
the totality of the circumstances are:

(1) the nature of the unwelcome sexual acts or
works (generally, physical touching is more offen-
sive than unwelcome verbal abuse); (2) the fre-
quency of the offensive encounters; (3) the total
number of days over which all of the offensive con-
duct occurs; and (4) the context in which the sexu-

. aI.Iy Harassiné conduct occurred. (RE)SS v. Double Dia-

mond, Inc. (N.D. Tex. 1987) 672 F.Supp. at pp. 270-
27D

...Continues on page 16

CANDICE E. CAUFIELD

Candice E. Caufield isa
member of San Diego Legal
Secretaries Association.
She is proud to currently
serve as a Board Member
for SDLSA. Candice
received her Bachelor's
Degree in History from the
University of San Diego.
She will be celebrating five
years of employment as

a Legal Assistant with H.
Paul Kondrick, A.PC. this
October.
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KATHY NELSON

Kathy Nelson is the Cali-
fornia Certified Legal Sec-
retary Chairman for Legal
Secretaries, Incorporated.

She has been employed

by the law firm of Harris,

Sanford & Hamman in
Gridley as a paralegal/
bookkeeper for 13 years.
She is a member of Butte
County Legal Professionals
Association where she has
served as treasurer, sec-
retary, and vice-president.

Kathy can be reached at
Kathy@sacvalleylaw.com.

Thank You For Your

Hard Work

KATHY NELSON, CCLS—CHAIRMAN OFTHE CCLS CERTIFYING BOARD AND CCLS CHAIRMAN

y goodness! How time flies! | have been
at the helm as LSI’'s CCLS Chairman for
a year. | have stepped outside of my
comfort zone on numerous occasions during
this past year, but it has been an adventure
that | have enjoyed (even through all of my
spaz attacks). If you were at the Board of Gov-
ernors meeting at the February conference in
Oroville, then you know that after the annual
conference in May | am stepping down as the
CCLS Chairman. My sister is battling cancer,
so | am taking the time and planning visits
home to Tennessee to be with her.
| would like to thank the local associations
for their hard work in promoting the CCLS pro-
gram throughout this past year, and | would
like to encourage all associations to please
speak with your local bar associations regard-
ing the CCLS program. We need to educate the
attorneys and law office administrators about
the valuable contributions a CCLS can offer
to a law office. How can we expect them to
support participation in a program they know
nothing about? Also, please promote the
CCLS program at your general meetings; pique
the interest of newcomers by having presenta-
tions on the CCLS program. Please make that
a goal during the upcoming year. It only takes
a spark to get a fire going, so spark some inter-
est by talking with newcomers to your asso-
ciations and attorneys in your area about the
CCLS program.
| would also like to thank the study group
leaders. Thank you for your tireless dedica-
tion and hard work in putting together your
associations’ study programs and helping your
students prepare for the CCLS exam. You are
the backbone of the CCLS program and your
efforts are truly appreciated. Keep up the great
work and take pride in knowing that you have
made a difference in a CCLS's life.

10 | THE LEGAL SECRETARY

Finally, to anyone thinking about taking the
exam - challenge yourself. Studying for the
exam is not a walk in the park, but then, any-
thing worth having requires a little work, sac-
rifice, and perseverance. Find the time to join a
study group. If your local association does not
have a study group, please contact the CCLS
Chairman for help in locating a study group
near you. If you want to study independently,
make sure you are very disciplined, and do it!
Either way, study, study, study, then take the
exam. Passing the exam is not an impossible
task. Just ask any of the following new CCLSs
(these ladies passed the exam in October
2010):

Michelle Chavez, CCLS
Mae Chester, CCLS
Carla Cleary, CCLS
Sylvia Escobar, CCLS
Melissa Palka, CCLS

Best wishes to everyone taking the exam or
studying to take the exam in the near future. By
the time this article is printed, we will have
more names to add to the list of new CCLSs.
So, to the new CCLSs, CONGRATULATIONS! |
hope to meet you personally and congratulate
you at the CCLS luncheon on May 21 in Los
Angeles.



Innovative Job Searching

ANNIE S. PARRISH, CCLS — SUBMITTED BY SAN DIEGO LSA

ough economic times call for innovative

approaches, and with the unemployment

rate in California still very high, how can
one find career opportunities fast? One emerging
option is Twitter.

Right now, Twitter is evolving as another
resource, in addition to traditional methods, for
both job searching and recruiting. Psychology
Today recently said that Twitter is rapidly becom-
ing a must-use social media resource for job seek-
ers. More and more companies are using Twitter
to seek employees, and many of their tweets are
looking like an online version of the classified ads
of the past.

So what exactly is Twitter?

Wikipedia defines Twitter as "a website ...
which offers a social networking and microb-
logging service, enabling its users to send and
read messages called 'tweets.” And just what
are tweets? “Tweets are text-based posts of
up to 140 characters displayed on the user's
profile page.” Twitter users may subscribe to
other users’ tweets, which is called "following,”
and subscribers are known as “followers.” Visit
twitter.com and spend a few minutes clicking
around the site to see how to create your pro-
file and how to follow others.

Some advantages to using Twitter in a job
search include the ability to research com-
panies and organizations, to uncover little-
known job leads, to connect with recruiters
and employers, and to learn up-to-the-minute
news about the industries and employers that
interest you. Developing an effective and effi-
cient Twitter strategy for your job search is a
smart idea. Here are some tips for using Twit-
ter effectively to find job opportunities:

Make your Twitter presence “employer-friendly.”
1. Put your job pitch in your Twitter bio (which
is 160 characters). This should be your

"elevator speech.”

2. Use a professional looking avatar. Your
"avatar” is the image you use to identify
yourself in your Twitter profile. (See http:/
support.twitter.com/entries/166337-the-
twitter-glossary.)

3. Utilize the Twitter background function.
There's lots of space you can use to pro-
mote yourself. Don't know how to create a
professional-looking Twitter background?
Use the free template at http:/theclos-
etentrepreneur.com/, or create-a-twitter-
background-using-powerpoint to design
your own.

4. Include a link to an online CV or resume in
your bio. (For more information on building
an online resume, see http://www.think-
upnewmedia.com/how-to-build-the-ulti-
mate-social-media-resume.)

5. Tweet intelligently about your job search.
Remember to be professional!

6. Establish yourself as an expert in your field
on Twitter. It's important to note that you
should not misrepresent yourself. If you're
not an experienced civil litigation secretary,
don't play one on Twitter.

As those on Twitter become interested in
your content, when employers are looking at
you, you'll have more than just your resume to
back up your knowledge and experience.

It's about who you know.

How do you get to know the right people? It's
not always about who you're looking for. Some
people on Twitter are actually looking for you.
There are many job recruiters who use Twit-
ter to look for potential candidates. But before
contacting a recruiter via Twitter, check out:

...Continues on page 33

ANNIE S. PARRISH

Annie S. Parrish is presi-
dent of San Diego Legal
Secretaries Association. In
addition, she is an assistant
editor on LSi's Publications
Revisions Committee. She
works as a legal secretary
at Hooper, Lundy & Book-
man, Inc. in their San Diego
Office.
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CHRISTI KOCH

Christi Koch received her
Paralegal degree in 1991.
She is a trial paralegal, spe-
cializing in personal injury
litigation. She also holds a
Bachelor of Science degree
in Management and is a
National Dean'’s List Scholar.
Christi is an Advanced
Certified Paralegal in Trial
Practice and joined the

firm of inserra & Kelley in
2002. She is a member of
the National Association

of Legal Assistants, the
Nebraska Association of
Legal Assistants, and a
paralegal affiliate of the
American Association for
Justice (formerly the Asso-
ciation of Trial Lawyers of
America). She is originally
from Orchard, Nebraska,
and has been working in the
legal fieid for over 19 years.

iPad As A Legal Tool

BY CHRISTINA L. KOCH, ACP— SUBMITTED BY MT. DIABLO LPA

s technology advances, paralegals get more

and more in tune with software which can

assist us, personally and professionally.
Paralegals are consistently looking for ways to
streamline our organizational structure with tech-
nology, from word processing to trial presentation
software. As technology advances, society con-
tinually looks for the smaller, more portable, most
functional option. After using an iPad for over six
months, | can attest that it is a wonderful legal tool.
There is seldom a day | do not use the iPad. The iPad
is fairly expensive, starting at $499.00 for the 16 GB
Wi-Fi models, accelerating in price to $829.00 for
the 64GB Wi-Fi plus 3G. The 3G modeis allow you
to have service wherever AT&T has service, how-
ever, in order to get the 3G service, you must pur-
chase a data plan from AT&T. My iPad is the 32GB
Wi-Fi model. It is not designed to replace a full com-
puter; however it is a wonderful supplement as it
allows me to write articles and blog on the road, as
well as providing a number of legal tools. The iPad
has a wonderful battery life and, when in a Wi-Fi
area, allows me to browse the internet or conduct a
little free legal research, using Fastcase, a free legal
research tool for iPad.

There are a number of other legal applications
which are helpful. The ABA Journal is a free
application that provides breaking legal news.
LawBox provides access to the Federal Rules
of Civil Procedure, Federal Rules of Criminal
Procedure, Federal Rules of Evidence, The
Constitution of the United States, and U.S.
Code Title 28. LawStack provides access to
the U.S. Constitution, Federal Rules of Appel-
late Procedure, Federal Rules of Bankruptcy
Procedure, Federal Rules of Civil Procedure,
Federal Rules of Criminal Procedure, and Fed-
eral Rules of Evidence. Pocket Justice provides
access to Supreme Court decisions, oral argu-
ments and opinion announcements. Addition-
ally, there are iPad applications for different
state statutes. | have Nebraska and lowa on
my iPad (approximately $5.00 each), as well
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as the Title 3 Code of Federal Regulations and
the U.S. Code. NOLO offers a free Law Diction-
ary for iPad. LegalPad H.D. is a legal pad that
allows you to take notes using your finger or a
specially-designed iPad pen.

Court Days is a date calculator which allows
you to quickly calculate the number of court
days or calendar days before or after a given
date. The program will allow you to calculate
multiple dates on a single screen. iCLE, a deriv-
ative of I-Juror, allows you to keep track of your
Continuing Legal Education hours. Nebraska
Court Calendar is an application developed
through the Nebraska Judicial Branch which
allows you to access court calendars at any
time of the day or night. This is very useful if
you wish to check the Court’s calendar or the
calendar for a specific judge.

Trial paralegals can get a lot of use out of
the Jury Tracker, iJuror, Transcription Reader
and TrialPad. iJuror allows you to track details
about your jury selection, while Jury Tracker
takes it one step further and allows you to set
a timer to track time used by each party. This
is very useful for opening and closing argu-
ments. It also allows you to keep track of juror
activity such as note taking, eye contact, body
language, fidgeting or even whether your juror
is paying attention or not. This is very useful
when polling a juror after the verdict has been
entered. Jury Tracker is a relatively new pro-
gram, but allows much more versatility than
iJuror. Transcription Reader allows you to have
the court reporter send the transcript to Tran-
scription Reader for download. You can then
highlight the deposition or start the timer and
calculate the time it takes to review the depo-
sition or index or summarize your deposition
for billing purposes. myWorkTime is a task,
time and billing tracker that allows you to keep
track of the time spent on tasks or clients. The
program is affordable at $2.99. The iPad calen-

...Continues on page 33
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AW OFFICE PROCEDURES MANU

= S S R N i

74@ ; ¢ E 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.

[ 4
OW A system for training new staff and a reference source

7 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 other changes in applicable rules and procedures.

e Court Structure e Family Law e Miscellaneous: Practice Tips; Service
- . and Proof of Service; Fax Filings;

* Civil Procedure * Adoptions Verifications; Substitution/Association

e Local Rules e Probate 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

¢ Discovery ¢ Conservatorships and Guardianships

¢ Unlawful Detainer e Corporations and Limited Liability
e Real Estate Companies

e Criminal * Workers' Compensation

* Glossary

ORDER FORM

Please send me LAW OFFICE PROCEDURES MANUAL. If I decide not to keep the book, I will return it within 45 days at my expense.
Also, please enter my subscription to future Updates, which I may cancel at any time.
[ Do NOT send future Updates. ] understand this book has limited value without Updates. (Cost of 522-pg. 2009 Update #2 was $40.)
[0 My payment is enclosed
O Please bill me
Legal Secretaries, Incorporated
LAW OFFICE NAME PHONE ( ’
PROCEDURES MANUAL E-MAIL ADDRESS STATE BAR NO.
Over 1200 Pages FIRM
LSI Members-Oqu Price ...... $126.65 ADDRESS SUITE
Nonmembers Price ............... $149
(Includes shipping) CITY STATE pAlg
[ Enclosed is my check for $ payable to THE RUTTER GROUP
Subtotal $
[ Charge $. on my [JVISA [J MASTERCARD (] AMERICAN EXPRESS
Add applicable sales tax  $ Credit Card Number Exp. Date
TOTAL $ Signature

Y C

THE RUTTER GROUP”

A DIVISION OF WEST, A THOMSON REUTERS BUBINESS

40530574

THE RUTTER GROUP e 15760 Ventura Blvd., Suite 630, Encino, CA 91436 e (800) 747-3161 (EXT. 2) ® www.RutterGroup.com™
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JOYCE PURVIS

Joyce Purvis, Governor
of Ventura County Legal
Professionals Association,
Family Law Paralegal,
Mediator, currently unem-
ployed but always looking
for my niche.

The Ultimate Do It

Yourself Project

BY JOYCE PURVIS— SUBMITTED BY VENTURA COUNTY LPA

can do this. | have written briefs, letters and

judgments. Surely | can rework my own resume

and cover letter. | have sought some help in fig-
uring out why my resume is out of date. When | first
started looking for legal work, | used a template and
filled in the information. | have recently been told
that no one does it that way anymore. Employers
are looking for different information and my twelve
year old template must go.

So like any other professional, | went to the
internet and looked up just what the work-
ing world was looking for. Of course, | found
out how much the companies thought their
information was worth and the resume was
separate from the cover letter because they

nization, accuracy and have highlighted my
accomplishments.

One site online suggested you carry a busi-
ness card with your basic information because
you can't be carrying your resume everywhere
you go. (This is true. | tried to have them in the
car but by the time | needed to hand one out,
they were not in the best condition anymore
and the date was not current.) The business
card allows you to network before you send
the follow-up information. You can mail them
your letter and know that it will be received.
This works if you attend meetings or educa-
tional options that put you face to face with
prospects for employment. They are called Job

“I don't know about you, but, | find it hard to sell
myself. | used to be shy and | guess those feelings of
sinking into the background still linger when it comes
to writing a sales pitch to a prospective employer.”

do different functions. One place wanted $250
for the resume and an additional $135 for the
cover letter. The resume is the basic informa-
tion of what you can offer the employer. The
cover letter is your sales pitch and should give
you the "Wow" factor that catches their atten-
tion. If you are unemployed in the first place,
where does the money come from to pay
someone else to do what we should be capa-
ble of doing?

| don't know about you, but, | find it hard to
seli myself. | used to be shy and | guess those
feelings of sinking into the background still
linger when it comes to writing a sales pitch
to a prospective employer. Of course | want to
show that | am able to do the work and give my
future boss my best foot forward. | am capable
of proofreading and assuring myself that | have
used correct grammar, language, layout, orga-
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Seeker Business Cards. With the computers of
today, anyone can print their own cards using
stationery made for this purpose found at
office supply stores everywhere. You can pick
your fonts, and a picture can be added to your
information. Or, you could pay someone $85
for 250 cards.

So what does the new resume look like?
It has to catch the eye of the reader and set
itself apart in the stack of resumes. It contains
an introduction called a Summary. Employers
don't want to know our objectives. This is not
about us. This is about what we can bring to
the job. The Summary contains your experi-
ence level, capabilities and value.

The purpose of a resume is to secure an
interview. It is an advertisement for you. It
convinces the employer that you have what it
takes to be successful in the position in their



company. What does the employer really want? What special
abilities would this person have? What would set the excep-
tional candidate apart from merely a good one?

If the resume is approached as a marketing tool with you as
the product, you will write it centered on what the employer
wants rather than what you want to provide.

It was suggested that you become familiar with the company
you are applying to. Research the type of law and their general
focus from web sites, people that work there and the ad you may
be responding to. Personally, | find this step difficult because
online you don’t have a lot of information about the office where
you are faxing your resume. So if there is less contact with the
principals you will have to compensate with a fabulous resume
and cover letter to catch their attention and get the interview.

The first section is about your abilities, qualities and achieve-
ments. This is your chance to make the reader realize you are
someone special. The second section is the evidence section
where you show that you actually did what you said you can
do. This is where you list and describe the duties in the jobs
you have held. Employers are looking for you to go above and
beyond your basic duties. They are looking for unique qualities
along with good communication. If the resume is boring then
you will be perceived as lacking clear communication.

When listing the education the employer is looking for the
degree not when it was obtained. So leave off the dates. | find
this refreshing. It will help in presenting the information without
breaks in the timeline so it is harder to figure out your age. Many
people may have gaps due to family responsibilities and without
dates the achievements have a cohesive look to them. The edu-
cation should be listed last. By the time all the other informa-
tion is absorbed, it won't matter where you got your education
because you have already shown you have the skills to handle
the work.

These types of resume are chronological and functional and
sometimes a combination. The chronological has the focus on
the experience section with the past jobs as the focus. These
work well for impressive name droppers. The advantages are
that it is traditional and conservative with emphasis on what
you have accomplished. The functional resume highlights your
skills without having to filter through the job details. This type is
good for career changers, students, for homemakers returning
to the job market and those making a shift in career direction.
The advantage is it will help in reaching for a new goal or direc-
tion but it may be hard to see at which job you gained the skills.
The combined resume uses both elements. It will maximize the
advantages of both kinds of resumes by using a shorter chro-
nology of job descriptions preceded by a skills and accomplish-
ments section or it may follow the functional resume with the
accomplishments under headings or different jobs held.

In the evidence section you can list jobs in reverse chrono-
logical order with the focus on the most recent. You can sum-

marize the earlier positions in one line. Decide between the firm
name or your job titles as the more impressive information and
stay consistent.

Show your professional affiliations. This will cover leadership,
community, and civic interests that will enhance your appeal as
a prospective employee. Show your skills acquired with your
membership or chairmanship. Be careful with the political posi-
tions as this could work against you.

The personal interests section is only going to help you if
the activity is job related. Otherwise, leave off the hobbies and
interests. The employer is hiring for a job, not your time off.

List the education in reverse chronological order, degrees or
licenses first, followed by certificates and advanced training.
Also list your awards and commendations in this section. It will
make you stand out from the average worker.

The first impression may be your resume and letter, so you
want to sell yourself immediately. After looking at examples of
resumes on line, | see that now the look is toward a paragraph
style, centering the name and contact information at the top,
some bullet points of core competencies so they spread across
the page rather than drop down. The look is more useful than
the old style of titles on the left and points on the right side of
the paper. | like the overall look of the paragraph going across
the page using up the open space more efficiently. Capitals and
bold font can be used to highlight education, associations and
past employers. Make the first sentence in your paragraphs the
most interesting because that may be the only line that is read.
Take advantage of past experience by listing in reverse chrono-
logical order the jobs held that helped you gain the position you
have today. (List the last job i.e., paralegal, then legal secretary,
then office clerk etc. to show your progression.)

In the cover letter state in clear and well-defined language
what you can do to assist the employer in reaching specific
goals. Generate excitement. Speak convincingly; the reader
should find it easy to agree with you. Sell yourself. Avoid using |
at the beginning of every sentence. Give a picture of your abili-
ties and accomplishments. Request an interview and let the
employer know that you will follow up at a certain time on a
particular date. Be positive and enthusiastic. What can you do
for the company? Be dynamic and express your desire to work
hard to achieve results.

Now that | have written out the items | need to put into my
resume | guess | have to actually rewrite mine and update my
first impression. The job market is tough and | know | have not
been able to accomplish the much needed interview on many
applications. It is time for me to change my impression and
change my luck.
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Education, Leadership, Mentoring
Continued from page 3

They just finished hosting our February 2011 Quarterly Confer-
ence with a membership count of twelve. If this Amazing Dozen
can do it your association can do it too! The Guidelines are
being revised into two separate guidelines. One will be specific
to hosting quarterly conferences and the other to hosting an
annual conference.

No, I Don’t Want To Be Your Valentine
Continued from page 9

After creating a record, consult an attorney that specializes in
sexual harassment. Not only will he or she be able to evaluate your
potential lawsuit, but also inform you of the necessary steps that must
be taken prior to filing a sexual harassment lawsuit. For example, a
complaint must first be filed with the California Department of Fair
Employment and Housing.

| am excited about the future of LS| and what is ahead for us
in the coming year. | encourage you to share your knowledge of
LS! with others, invite them to your meetings and to attend the
LSI conferences. We cannot grow if we are not each committed
to participating in our local associations, networking and men-
toring the next generation of legal professionals. It is up to each
of us to set the example by picking up the torch and shedding
light on what your local association has to offer.

Regardless of any legal claims you may have or your employ-
er's attempts to address them (or lack thereof), if Cupid’s arrow
is aimed at you and you don't want to take the shot, you don't
have to and shouldn't have to. It is unacceptable for a co-worker
or supervisor to continue to cross professional and personal
boundaries and it is illegal for employers to "turn a blind eye” to
such activity. As for me, I'd rather have no valentine at all than
one that makes me feel annoyed and uncomfortable at work.

LSI PLANS TO BE EXHIBITOR AND/OR PROVIDE MARKETING ITEMS
AT THE FOLLOWING EVENTS IN 2011

Los Angeles County Forum — Beverly Garland Holiday Inn, North Hollywood, CA
March 5, 201

Bay Area Legal Secretaries Forum (BALSF) — 45th Annual Seminar - Pleasanton, CA
April 9, 2011

California Alliance of Paralegal Associations (CAPA) — Educational Conference

Holiday Inn Fisherman's Wharf, San Francisco, CA
June 25, 2011

The State Bar of California — 84th Annual Meeting - Long Beach, CA
September 15 - 18, 2011

California Association of Legal Document Assistants — 24th Annual Conference - Pacific Grove, CA

October 2011 (Planning in progress)

16 | THE LEGAL SECRETARY



LEGAL SPECIALIZATION SECTIONS

Of LEGAL SECRETARIES, INCORPORATED
2010-2011 MEMBERSHIP APPLICATION / ANNUAL RENEWAL FORM

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

Mail to: LESLIE AMES, CCLS, Legal Specialization Coordinator,
4248 Crestview Place, Eureka, CA 95503

Enclosed is payment of my dues for the fiscal year 8/1/10 through 7/31/11 for the following Section(s). Please
check appropriate boxes below for the sections you are joining.

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

NEW RENEWAL

Criminal Law .

Family Law \%’

Law Office Administration ace f a
74

Litigation

Probate/Estate Planning

Transactional Law

(PLEASE PRINT OR TYPE)

NAME: MR/MRS./MS PLS/CCLS/CLA/PARALEGAL
ADDRESS/CITY/STATE/ZIP
LOCAL ASSOCIATION: LSA/LPA
RESIDENCE PHONE () BUSINESS PHONE: ( )
E-MAIL ADDRESS(ES):
EMPLOYER:
EMPLOYER'S ADDRESS:

PREFERRED MAILING ADDRESS: [] HOME [] OFFICE [] EMAIL

YEARS OF LEGAL EXPERIENCE:
SPECIALTY:
FAMILIAR WITH PRACTICE IN COUNTIES OF (Please indicate each County, not area):
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ELIZABETH KAPP

Elizabeth Kapp best known
to family and friends by
her nickname “Buffy’ is
legal secretary to Bruce

McRoy and Drew Simons
at Reicker, Pfau, Pyle &
McRoy. Born and raised in
lowa, Buffy moved to Cali-
fornia December of 1965
and started in April, 1966
as a legal secretary trainee
at the Santa Barbara law
firm of Crawford, Schwartz,

Wood & Otero. She subse-

quently worked for numer-

ous Santa Barbara law firms
before joining Reicker, Pfau.

Volunteering - What's In

It For Me?

BY ELIZABETH KAPP—SUBMITTED BY SANTA BARBARA LSA

olunteering is a way to expand your

social contacts while doing something

very needed and useful. | have found it
exciting and prestigious to contribute to the
direction and future of the local association
representing our profession - SBLSA. Volun-
teering allows me to be part of a fun group
of respected, well meaning people who enjoy
opportunities to share their strengths and
constantly stretch their knowledge into new
areas. Besides all this, we certainly are all
aware of the obvious...that giving is a funda-
mental part of making all our relationships
work.

| first volunteered as SBLSA's Program
Chairman. At the beginning, | admit | felt
intimidated by the knowledge, experience,
and abilities of other volunteers. However, |
noticed my fears and shyness slowly replaced
by a sense of strength and pride through
increased interaction with SBLSA members,
Learning at Lunch speakers and scheduling
our programs with venue contacts. Volunteer-
ing quickly led me to the discovery of skills
and strengths of which | had been unaware.
In addition, | noticed being a vital part of a
supportive team effort felt very satisfying.
Within months, | began to notice my personal
relationships expanding, and | started receiv-
ing appreciative feedback from fellow mem-
bers of SBLSA (and everybody likes getting
"strokes!")

Every part of life asks us to make an invest-
ment in time. Where we invest determines
how our life evolves. My observation before
volunteering was that by not investing much,
| didn't feel much of a return. Since becoming
increasingly involved, however, my educa-
tional return through the investment of volun-
teering includes (but is certainly not limited
to):
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» gaining confidence and knowledge by serv-
ing in several capacities (program chair-
man, co-president, president and now the
editor of our bulletin "Points & Authori-
ties™);

= learning how to preside over Board and
general meetings (lots of ongoing learning
therel);

» continually gaining new and valuable infor-
mation from internet research on numer-
ous educational subjects for Learning at
Lunch (L@L), general meetings and our
bulletin;

* building a strong network of professional
connections through L@L and general
meeting speaker contacts;

* experiencing the satisfaction of teamwork
interacting with the SBLSA Board, support
of Kids Court, Law Bowl and Teen Court,
and in planning ongoing association events;

* developing creative talents through the
design of flyer invitations for workshops,
meetings and special association events;

= enhancing administrative and organiza-
tional skills through the planning of work-
shops, general meetings and events.

Finding the right volunteer job is simply a
matter of asking yourself several questions:
what interests you, what skills and talents do
you have, what are you passionate about and
where is there a need?

in summary, volunteering will provide
opportunities to make new friends, be part of
ateam, develop new skills, gain valuable expe-
rience and receive free training. in addition,
through the people you meet you could come
across opportunities that help you in your
career. All in all, it's what's called a win-win
situation.



LEGAL SPECIALIZATION SECTION WORKSHOPS
Annual Conference —May 2011 - JW Marriott @ L.A. Live, Los Angeles

Host: Los Angeles LSA

REGISTRATION FORM - DEADLINE IS MONDAY, May 16, 2011
Registration MUST be RECEIVED by each Section Leader on _or before the deadline.
Please make advance reservations so materials may be prepared. Please check appropriate boxes below.
Mail, Fax of E-Mail_a copy of this form to each corresponding Section Leader.

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

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 20, 2011 - 1:30 to 3:30 p.m.

CIVIL LITIGATION:
Topic: Savings Trees & Time - E-Filing & E-Service in California
Speaker: Mark Schwartz, One Legal

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

Send to:  Denise Aguilar, CCLS, Civil Litigation Section Leader
8279 Philodendron Way, Buena Park, CA 90620-2120
(H) 714-670-0215 (F) 714-670-0285

Email: daguilar57 @att.net

PROBATE/ESTATE PLANNING :
Topic: Summary Probates, Spousal Property Petitions, & Court

Procedures
Speaker: Alan D. Davis, Esqg.

O iwill attend QO Section Member O Non-Section Member
0O Non-LSI Member O Handout Only
Send to: Linda Moore, Probate/Estate Planning Section Leader
Stutz, Artiano, Shinoff & Holtz
2488 Historic Decatur Road, Suite 200
San Diego, CA 92106
(0) 619-232-3122 x404 (F) 619-232-3264 (C) 619-723-5336
Email: Imoore@stutzartiano.com

Friday, May 20, 2011 — 4:00 to 6:00 p.m.

TRANSACTIONAL LAW:
Topic: The Anatomy of An Escrow Closing Letter

Speaker: Gustavo Lamanna, Esg.

O | will attend O Section Member (O Non-Section Member
0 Non-LSi Member O Handout Only
Send to: Belinda Owens, Transactional Law Section Leader
3163 Easy Street, San Diego, CA 92105
(W) 858-410-8951 (C) 619-261-9323 (F) 858-410-7878
Email: bowens0913@aol.com

CRIMINAL LAW:
Topic: One [Too Many] For the Road
Speaker:  Okorie Okorocha - “Dr. DUI”

Q lwill attend O Section Member O Non-Section Member
Q Non-LSI Member O Handout Only
Send to: Cheryl Kent, CCLS, Criminal Law Section Leader
5534 Blackbird Drive, Pleasanton, CA 94566
(H) 925-462-3440 (O) 925-837-0585 (F) 925-523-3086
Email: clkecls@comcast.net

Saturday, May 21, 2011 - 4:00 to 6:00 p.m.

LAW OFFICE ADMINISTRATION :

Topic: Workplace Investigations

Speakers: Marilou Mirkovich, Esq.

O I will attend O Section Member O Non-Section Member
0O Non-LSi Member O Handout Only
Send to: Sara Mull, CCLS, Law Office Administration Section Leader
c/o Harris, Sanford & Hamman
PO Box 908, Gridley, CA 95948
(P) 530-846-5691 (F) 530-846-5738
Email: Sara@sacvalleylaw.com

Name;

PLS/CCLS/CLA/Paralegal E-mail:

FAMILY LAW:
Topic: Community Property Issues
Speaker: Lynette Berg Robe, C.F.L.S.
Q Iwillattend O Section Member O Non-Section Member
O Non-LSi Member O Handout Only
Send to: Judith Williams, Family Law Section Leader
2368 Lincoln Street, Suite A, Oroville, CA 95966
(0) 530-534-8973 (F) 530-534-6551
Email: pwplgl2@yahoo.com

Address/City/State:

Phone: (Work) (Home)

Local Assn.: LSA/LPA

Expiration Date:

Method of Payment: (JCheck [Credit Card Number
Name on Credit Card:

Type of Card:

Card Verification No:

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
workshops have been approved for minimum MCLE/CLE credit of 1.25 hours each, by the State Bar of Califomia.
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Your Part In A Productive Meeting

Continued from page 7

the floor, except by order of the assembly,
which requires a two-thirds vote. [RONR
(10th ed.), p. 31, . 11-23; p. 42,1.19-22. ]
It is up to the chair to give equal time to
each view by alternating comments pro
and con.

2. The chair puts the question to a vote.
When the debate is closed, the chair
asks, "Are you ready for the ques-
tion?” If no one rises, the chair pro-
ceeds to put the question by making
clear the exact question the assembly
is called on to decide. No matter the
aye vote, the chair must always call
for the negative vote. The chair does
not call for abstentions. [RONR (10th
ed.), p. 31, 1. 11-23; p. 43, 1. 11-27.]

3. The chair announces the result of the
vote. The chair announces the result
of the vote immediately after put-
ting the question and receiving the
vote. A majority vote in the Affirma-
tive adopts any motion unless it is
one of the particular motions that
requires a larger vote under parlia-
mentary law or the rules of the orga-
nization. Announcing the vote takes
several approaches depending on the
method of voting and outcome of the
vote. [RONR (10th ed.), p. 31, I. 11-23;
p. 45, 1.28-34.]

If the vote has been counted, the chair
should first give the count before
announcing the prevailing side.

1. Declaration that the motion is
adopted or lost.

2. Statement indicating the effect of
the vote or ordering its execution;
i.e., “The ayes have it. The motion is
adopted. The treasurer will issue a
check in the amount of $100 to Enter-
prise Car Rental to cover the cost of
the van rental for the trip to Charles-
ton.”
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3. Announcement of the next item of
business.

The correct wording: "The next item of
business is ..."” [RONR (10th ed.), p.
31,1.11-23; p. 46, 1. 21-32.]

A TIME AND A PLACE TO INTERRUPT
Normally, it is improper to interrupt a
business session, a speaker, debate, etc.,
but there are times when interrupting
is the right thing to do. These times are
in raising and disposing of a question of
privilege.

Questions of privilege take prece-
dence over all other motions except
Recess, Adjourn and "Fix the time to
which to adjourn.” There are questions of
privilege that have to do with the assem-
bly and there are questions of personal
privilege. Raising a question of privilege
does not require a second. It is not debat-
able. It is not amendable. It is ruled upon
by the chair and it cannot be reconsid-
ered. [RONR (10th ed.), p. 31, I. 11-23; p.
219,1. 21-25.]

1. The Privileges of the Assembly:
Questions of privilege of the assem-
bly may relate to its organization or
existence; to the comfort of its mem-
bers with respect to heating, ventila-
tion, lighting, and noise or other dis-
turbance; to the conduct of its officers
and employees, or of visitors; to the
punishment of its members, or to the
accuracy of published reports of its
proceedings; etc.

A motion to go into executive session
is a question of privilege of the assembly.
[RONR (10th ed.), p. 31, I. 11-23; p. 219, I.
26-33.]

2. Questions of Personal Privilege:
(Take precedence over Privilege affecting
the Assembly)

Questions of personal privilege -
which seldom arise in ordinary societies

and even more rarely justify interrup-
tion of pending business - may relate,
for example, to an incorrect record of
a member's participation in a meeting
contained in minutes approved in his
absence, or to charges circulated against
a member's character. [RONR (10th ed.),
p.31,1.11-23;p. 219,1.33- 35; p. 220, 1.1-4.]
In raising a question of privilege, a
member rises, addresses the chair with-
out waiting for recognition, and says, “I
rise to a question of personal privilege.”

The chair, even if he has assigned
the floor to another person, directs the
member to state his question of privilege.

Depending on the case, the member
then either describes the situation
briefly or asks that it be remedied, or if
he believes that the matter will require
formal action by the assembly, makes a
motion covering his question of privilege,
and another member seconds it.

Unless the point is simple enough to
be promptly adjusted or unless it is in the
form of a motion and is not seconded,
the chair rules whether the question is a
question of privilege, and, if so, whether
it is of sufficient urgency to warrant
interruption of the existing parliamen-
tary situation. [RONR (10th ed.), p. 31, I.
1-23; p. 220, 1. 7-26.]

To summarize, your part in a produc-
tive meeting is to educate yourself in the
work of your organization and to learn
how to conduct yourself in such a way
that your presence enhances a meeting.



Head'em Up, Move'’em Out To

The “Best In The West” In
Orange County!

BY BARBARA BARREGAR — SUBMITTED BY ORANGE COUNTY LSA

owdy, partner! Orange County LSA is

strapping on their boots and cowboy

hats to bid to host the LS| Annual Con-
ference May 16-19, 2013. Take a journey with
us to the Wild West at the Knott's Berry Farm
Resort Hotel located in Buena Park, California
with a room rate of $119 single/double. We also
negotiated a terrific scrip ticket price of only
$100, making this an affordable annual confer-
ence for all LS| members and guests.

WHAT MAKES KNOTT'S BERRY FARM RESORT
HOTEL SO SPECIAL?

It's the rootin'est, tootin'est, nicest meeting
place in the West and a great place to net-
work, educate and have fun along with your
family! Knott's Berry Farm Amusement Park
is walking distance from the hotel, and there
are complimentary shuttles to both the Dis-
neyland Resort (home of Disneyland and Dis-
ney's California Adventure) and the Anaheim
Convention Center. It is also convenient to
both John Wayne Airport, 20 miles, 25 min-
utes; and LAX, 28 miles, 32 minutes away. This
allows all Associations throughout California
the convenience of flying to conference.

WHY SHOULD I VOTE FOR ORANGE COUNTY
LSA TO HOST THE MAY 2013 CONFERENCE?
If you attended the Annual Conference in
May 2003 hosted by Orange County LSA you
know that we love to "put on a party” with
lots of extras. We've had a long rest and we're
ready to entertain and educate you in country
style. The committee is planning many sur-
prises including the world famous Mrs. Knott's
Chicken Dinner with all the trimmings, compli-
mented with a delicious slice of Boysenberry

Pie, many exhibitors; all with a fun Wild West
theme. Snoopy might sneak away from Knott's
Berry Farm to make an appearance too.

WHAT CAN I SEE AND DO WHILE ATTEND-
ING CONFERENCE?

Not only will you be enjoying everything an
annual conference has to offer (officer/chair-
men workshops, Legal Specialization Section
workshops, history book and bulletin contest
displays, the wonderful CCLS luncheon rec-
ognizing the newest CCLS"), but the Knott's
Berry Farm Resort Hotel has a wonderful pool
to enjoy. Wrangle up some friends for a trip
to Knott's Berry Farm Amusement Park, stroll
through the outdoor shops for some souvenir
shopping, or grab a bite to eat at one of the
restaurants (Pink's Famous Hot Dogs just
opened) right next door. Take in some of the
dinner-time theater at Medieval Times Dinner
and Tournament or at Pirates Dinner Adven-
ture, both of which are just down the street.
Oh, did | mention that the hotel has a shuttle
to Disneyland too?

STOP BY OUR TABLE AT “L.A. LIVE”

We look forward to seeing you at "Staying
Alive @ L.A. Live" in May, where we will have a
campaign table showing all the great things
available at the Knott's Resort Hotel, additional
information, flyers and goodies to share. Be
sure to keep Orange County LSA in mind when
placing your votes for the May 2013 confer-
ence, and cast your ballot for the "Best in the
West"!

BARBARA BARREGAR

Barbara Barregarris a
member of Orange County
LLSA and currently serv-

ing as the parliamentarian
and bulletin editor. She is

a past LS| Legal Procedure
Chairman (2008-2010) and
a transactional secretary
at Rutan & Tucker, LLP in
Costa Mesa, CA, where
she has worked for over 25

years.
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STOCKTON-SAN JOAQUIN COUNTY
LEGAL PROFESSIONALS ASSOCIATION
invites you to
“CELEBRATE THE SEASONS IN STOCKTON”
August 19-21, 2011
LSI Quarterly Conference
Stockton Hilton Hotel
Stockton, California

** CONFERENCE REGISTRATION FORM **

Name (to be used on badge):

Mailing address:

City/State/Zip:

Home Telephone:

Work Telephone:

E-mail Address:

Fax Telephone:

Local Association:

(Do not abbreviate)

LSA/LPA

INDICATE IF YOU ARE: Title INDICATE IF YOU ARE: Title
State Officer Governor
State Chairman PLS/CCLS
SCRIP (includes Registration, Welcome Reception, Banquet & Brunch):
POSTMARKED on or before July 19, 2011 $100.00 $
POSTMARKED after July 19, 2011 (no exceptions) $110.00 $
SINGLE TICKETS:
Registration PRIOR to July 19, 2011 $15.00 $
Registration AFTER July 19, 2011 $25.00 $
Welcome Reception (Friday evening) $20.00 $
SATURDAY NIGHT BANQUET:
Circle one:
New York Steak  Salmon  Vegetarian $49.00 $
LUNCHEONS:
Circle One:
California Cobb Salad Grilled Chicken Wrap Vegetarian Wrap
Presidents Luncheon (Saturday) $24.00 $
Governors Luncheon (Saturday) $24.00 $
Membership Luncheon (Saturday) $24.00 $
SUNDAY BRUNCH: $22.00 $
TOTAL AMOUNT ENCLOSED $
SPECIAL DIETARY CONSIDERATIONS: (please list, if any, including VEGETARIAN):
NO REFUNDS AFTER AUGUST 5, 2011
MAKE CHECKS PAYABLE TO:  SSICLPA CONFERENCE FUND

MAIL TO: Debbie Burgoine, Registration Co-Chair, 222 E. El Campo Ave, Stockton, CA 95207

Home: (209) 472-9676
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Email: db_humming@yahoo.com



STOCKTON-SAN JOAQUIN COUNTY
LEGAL PROFESSIONALS ASSOCIATION
invites you to
“CELEBRATE THE SEASONS IN STOCKTON”
August 19-21, 2011
LSI Quarterly Conference
Stockton Hilton Hotel
Stockton, California

*HOTEL REGISTRATION FORM **

Name (to be used on badge):

Mailing address:
City/State/Zip:
Home Telephone: Work Telephone:
E-mail Address: Fax Telephone:
Local Association: LSA/LPA
(Do not abbreviate)
Arrival Date Departure Date
Accommodations: (Plus applicable taxes and fees)
[ ] SINGLE/DOUBLE (Standard) $129.00 per night, plus 12% tax
[ 1 KINGSTANDARD WITH SOFA BED $129.00 per night, plus 12% tax

*Charge of $10.00 additional per room for triple or quadruple occupancy. No Rollaways available
Please use “group convention: legal” when making reservations

To receive group price, rooms must be booked prior to JULY 12, 2011

ROOM PRICE INCLUDES ALL AMERICAN BREAKFAST

Check In/Out: (Late arrivals or departures MUST be arranged with hotel)
Check in Time: 3:00 p.m.
Check out Time: 11:00 a.m.

Parking: FREE to hotel guests
Airports: Sacramento International Airport (SMF) — approximately 45 miles from hotel

Please call hotel directly to book rooms: (800)-HILTONS or log on to www.stockton.hilton.com PLEASE USE
GROUP NAME (ABOVE) WHEN MAKING RESERVATIONS

GENERAL INFORMATION, CONTACT:
Jan Kuykendall, CCLS, Conference Chair
Cell: (209) 747-4781
Email: ks24fanatic@aol.com

MAY 2011 | 23



ROD CARDINALE, JR.,

Rod Cardinale, Jr., is the
President of Santa Clara
County Legal Professionals
Association. He has previ-
ously served as the Ways
and Means Chairman. Rod
is a Paralegal at Grathwoh!
Rauch, & Cohen, an Estate
Planning Firm in Redwood
Shores and can be reached
at Rod@grc-law.com

ELISE DRESSER

Elise Dresser, CCLS,

is currently serving as
Governor for Santa Clara
County LPA. Elise earned
her CCLS in 2009 and is a
member of the CCLS Cer
tifying Board. She is also
a member of the Bay Area
Legal Secretaries Forum
(BALSF). Elise has been

a civil litigation secretary
at Newton Remmel for
over 20 years and can be
reached at edresser@new-
tonremmel.com.

Santa Clara County LPA’s Race
To Bid On LSI's 2013 Annual Conference

ROD CARDINALE, JR., PRESIDENT, AND ELISE DRESSER, CCLS—SANTA CLARA COUNTY LPA

FIRST GEAR - A DREAM
Flashback to May 2010: we attend LSI's Annual
Conference in Sacramento. This is our first
conference together as President and Gover-
nor, and this was Rod’s first time attending an
LSl conference. Rod thought the conference
was put together well; it was professional, fun,
and educational. He felt like he was part of a
great team. He liked making new friends and
he was welcomed warmly despite being one of
the few men attending conference as a dele-
gate. The theme of the conference was "These
Shoes Were Made for Walking,” and Rod's only
complaint was there was not a single penny
loafer in sight! Over the weekend, Rod started
to wonder if Santa Clara County LPA could
host such a successful annual conference. The
idea was planted and the journey began.

SECOND GEAR - WHAT CAR TO BUY?

We then attended the next two quarterly con-
ferences, which were held in Modesto, hosted
by Stanislaus County LPA and Merced County
LPA, and North Hollywood, hosted by San Fer-
nando Valley LSA. We encouraged fellow board
member and Recording Secretary Maria Patter-
son, to attend her very first conference in North
Hollywood because she had expressed interest
in being a part of planning to host a conference.
At both conferences, we began networking and
talking to other LSI members who had hosted
conferences in the past. As word spread over
the weekend that we were contemplating host-
ing a conference, other LS| members encour-
aged us and offered valuable advice. With
our peers supporting and encouraging us, we
decided we wanted to bid on an LS| conference.
Elise asked Rod what conference he thought
Santa Clara County LPA should bid on. Rod's
response was, “We go big or we go home.” It
had to be the 2013 Annual Conference.

THIRD GEAR - START THOSE ENGINES!
When we got home from the November 2010
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quarterly conference, we were armed with
enough information, knowledge and advice to
start formulating our plan and strategy to bid
on the 2013 Annual Conference. We brought
our plan to our board, shared what we had
learned, and asked the board for their thoughts
and whether or not we would have the horse-
power to finish the race. Rod said he was will-
ing to embark on this adventure and was also
interested in being the Conference Chairman.
The board concurred and recommended to
the members of Santa Clara County LPA that
we bid on the 2013 Annual Conference. We
reminded our members how rewarding and
unifying a conference can be for an associa-
tion. The members approved the recommen-
dation with a resounding “yes!" QOur engine
was running like a champ.

FOURTH GEAR - THE STARTING LINE

Our race team was now armed with our trusty
Guidelines for Hosting an Annual Conference,
the knowledge we had learned from asking as
many questions as we could at the 1st and 2nd
Quarterly Conferences, the support from our
LS| peers, and the support of our association. It
was now time to find a venue that was worthy
of hosting an LS| annual conference. The first
thing we did was to determine that we wanted
to host the conference in downtown San Jose
because we felt it was the best place to show-
case our great city with its diversity, variety of
restaurants, attractions and beautiful weather
in the spring. Downtown San Jose is only three
miles from the San Jose International Airport,
and less than one mile from the Caltrain/
Amtrak Station, with access to the light rail
system so visitors can easily see all that down-
town San Jose has to offer.

After we made a list of the criteria for host-
ing a conference, Rod asked Maria and Elise
to arrange hotel tours at the Fairmont Hotel
and the San Jose Marriott, the two most rec-
ognizable hotels in downtown San Jose. They



toured the hotels, met with hotel event planners, reviewed the
menu prices and room rates, and discussed what was needed
based on the LSI guidelines. Elise and Maria were given the red
carpet treatment - treated like rock stars at both hotels. The
hotel staff showed them all the meeting rooms, banquet room,
hotel rooms, and suites and let them sample the food. Confer-
ence proposals were received from both hotels. The three of us
would now compare the two proposals and choose the best one
for the Annual Conference.

We reviewed the rules for hosting an Annual Conference, and
referred to the knowledge and notes we had taken from talking
to our peers at the quarterly conferences. We then reached out
to our visiting officer, LSI Executive Advisor Christa Davis, for
support and clarification on questions we had, and about the
rules for bidding for an Annual Conference. Confident on what
we wanted and needed, the three of us went back to both hotels.
They showed the same courtesies the second time around. We
then sat down and negotiated with the hotel staff to get the best
deal we could. The challenge was to offer an affordable room
rate and scrip ticket at one of these four-star hotels. After great
negotiations with both hotels, we decided the San Jose Marriott
was the best location to host LSI's 2013 Annual Conference. The
San Jose Marriott is a brand-new, sleek and modern hotel well-
known for its award-winning Michael Mina fine dining restau-
rant, The Arcadia. We were confident that our LS| peers would
be excited to attend the 2013 Annual Conference at a four-star
metropolitan hotel, with a room rate of $109 and a scrip ticket
price of $130.

With the click of a button, Rod emailed our bid to LS| Presi-
dent, Brooke Atherton, CCLS. It was then off to our first pit stop:
waiting for the bids to be announced at LSI's February 2011
Quarterly Conference in Oroville.

IN PIT ROW -~

While in pit row at the February 2011 conference, hosted by
Southern Butte County LPA, along with our Education/Schol-
arship Chair Patty Russell and fellow member lJill Gardella, we
blew an engine. President Brooke announced that another asso-
ciation had also submitted a bid for the 2013 Annual Confer-
ence! We now had a decision to make. Do we concede and bid
on another conference or do we rebuild the engine, get back
on the track, and continue racing? This was a no-brainer. We
rebuilt our engine, got back on the track and continued on with
the race.

THE LAST 100 LAPS - HEADING TOWARD THE FINISH LINE

There's one last stop before we get to the finish line and check-
ered flag: Santa Clara County LPA will have a campaign table
at the Friday Night Reception at the May 2011 Annual Confer-
ence in Los Angeles, hosted by Los Angeles LSA. Our members
will be there to promote the great City of San Jose and Santa

Clara County LPA. Come visit our table and vote for us! Who
will cross the finish line first? How will our race end? Only you
can decide...

San Jose breaks the mold with a vibrant, walkable downtown
area that is right outside the door of the San Jose Marriott and
a mere five minutes from the San Jose Airport. You'll find great
dining, unique venues, a thriving arts scene that includes the-
aters and live music, museums and wine tastings within an easy
walk of the San Jose Marriott. Parks and walking paths abound
in Silicon Valley's biggest city so you can enjoy plentiful sun-
shine and mild temperatures in outdoor spaces like the inviting
Plaza de Cesar Chavez Park. It all combines to make San Jose
the perfect place to meet!

LOCATION, LOCATION, LOCATION! THINGS TO SEE IN
SAN JOSE:

* Winchester Mystery House (www.winchestermysteryhouse.
com): Group rates are available for this 1880’s California
landmark. This famous mansion features oddities such as
staircases leading to nowhere, which arose from Sarah Win-
chester’s blueprint-free designs.

= San Pedro Square (www.sanpedrosquare.com): A short walk
from the Marriott, it's a great place for dining, free outdoor
movies and exploring historical buildings such as Peralta
Adobe, one of the last remaining structures of one of Span-
ish California’s oldest settlements. Take advantage of San
Jose's famous Friday Farmers Market where the freshest
local produce and arts & crafts are on display.

* Santana Row (www.santanarow.com): A short drive from
downtown San Jose, take a leisurely stroll around San Jose's
premier destination for upscale shopping, dining, and night-
life.

The Tech Museum of Innovation (www.thetech.org): Directly
across the street from the Marriott, this unique museum
offers exhibits featuring exhibits about the internet, renew-
able energy, and more, and also features Northern Califor-
nia's only domed IMAX theater.

Children’s Discovery Museum of San Jose (www.cdm.org):
This museum has been ranked as one of the top 10 children’s
museums in the country and ranked as one of the top five
science centers in the world.

* San Jose Center for the Performing Arts: A block away from the
Marriott, this theater is the home to Ballet San Jose and Broad-
way San Jose and offers performances of traveling Broadway
productions such as Grease, Mamma Mia, and Hair.

San Jose is less than an hour's drive from the roaring Pacific
coast, majestic mountain ranges, towering coastal redwoods,

...Continues on page 33
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SANDRAT. JIMENEZ
LSIVICE-PRESIDENT

SandraT. Jimenez is
employed as a paralegal by
the Law Office of Suther-
land & Gerber in El Centro.
California. Certified Legal
Secretary, since October

17, 1992. Certified Legal
Assistant since June 10,
1988. California Notary
Public, commission expires
October 20, 2014. Associate
of Arts degree in Business
from Imperial Valley College.
Member, Imperial County
Legal Professionals
Association. Member,
California Legal Secretaries,
Incorporated. Positions held:
Day.in Court Chair 1994
1996 and 2002 2004; Trans-
actional Law Section Leader
1996 1999, received LSI's
President's Award for Out-
standing Service in 1999,
CCLS Chair 2004 20086, LSI
Treasurer 2006 2008, and
current position LS| Vice
President 2010-2012.

Strength In Numbers

BY SANDRAT. JIMENEZ, CCLS—LSI VICE-PRESIDENT

ince 1936 when Legal Secretaries, Incor-
porated (LSI) first formed, it has been
recognized as a strong organization with
strong ties with the legal community. But
what makes it a strong and vital organization?
Members -- the key to an excelient organiza-
tion is excellent members. Because of this, LS|
is constantly striving to retain current mem-
bers and recruit new members.
LSI is working diligently to market LSI
by hosting quarterly legal conferences with

Due to the decrease in membership in
recent years, this year LS| launched a mem-
bership drive campaign: LS| Experience It! to
motivate local associations to plan member-
ship drives and increase membership at the
local levels. The membership drive campaign
period ran from September 1, 2010, through
January 30, 2011. The three winning associa-
tions were: San Diego LSA with 34 new mem-
bers during the campaign period, Sacramento
LSA with 32 new members, and Imperial

“LSl'is working diligently to market LS| by hosting
quarterly legal conferences with exceptional legal
seminars by keeping the LS| website updated... *

exceptional legal seminars, by keeping the LSI
website updated, by exhibiting at the State Bar
Annual Conference, the California Alliance of
Paralegals Associations (CAPA) Annual Con-
ference, the Los Angeles County Forum and
the Bay Area Legal Secretaries Forum (BALSF),
and soon the California Association of Legal
Document Assistants (CALPA) mainly for the
purpose of increasing membership.  Local
associations are also actively doing their part
to retain members and recruit new members
by hosting membership drives and marketing
their associations locally. However, LSI's mem-
bership continues to dwindle - why?

At the end of the 2009-2010 fiscal year our
total membership reached 1,685. Our current
membership at the end of the third quarter,
January 31, 2011, was 1,652. Is it likely that
we will obtain 33 members in the final quarter
before our fiscal year ends on April 30, 2011?
The total Members-at-large for the 2009-
2010 fiscal year was 28; at the end of the third
quarter in 2011, the total was 36. One can see
a trend in the increase in this category. Is it
because they can join online?
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County with 9 new members. Each winning
association received a certificate and money
award of $75 at the February 2011 Conference
in Oroville. However, are we meeting our goal
to increase membership?

In the 2011-2012 fiscal year, LS| will again
launch the LSI Experience It! membership drive
campaign. The campaign will run from August
1, 201 through October 31, 2011. In the coming
year, we hope to place first, second and third
winners. The winners will be announced at the
November Conference in Sacramento. Local
associations with the most “new” members
during that period will be eligible to win. Does
your local association plan to participate in
this worthwhile cause? We hope you answer
is yes!

In order for LSI to remain a strong and vital
organization, we must continuously retain and
recruit new members. LSl is our organization
- yours and mine. Let us all do our part to keep
our "strength in numbers.”
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Chellette Christovale
Velasquez is a member of
Santa Maria Legal Profes-

sionals Association and
current Bulletin Editor.
She joined what was then
Santa Maria Legal Secre-
taries Association over 19
years ago as a student.
After graduating, Chellette
worked in the Santa Maria
Public Library until being
employed with Henbury
and Rigali, a Santa Maria
law firm. In March 1977
she became employed
with the Santa Barbara
County Public Defender's
Office and her current
assignment is the Juve-
nile Division of the Santa
Maria Public Defender’s
Office. Chellette has held
many positions in Santa

Maria LPA: Treasurer,
Vice President, President,
Governor, Ways & Means

Chair, MCLE Chair, Bulletin
Editor and Benefits Chair.

What It Means To Be A

LSI Member

BY CHELLETTE CHRISTOVALE VELASQUEZ, CCLS—-SUBMITTED BY SANTA MARIA LPA

have been a member of LS| for over 19

years. | first joined as a student member of

the Santa Maria Legal Secretaries Associa-
tion while | was enrolled in the Legal Admin-
istration Program at the Santa Barbara Busi-
ness College in Santa Maria, California. Once
| became employed in a law firm, | became a
full-fledged member. Once a member, | was
just an observer. | attended all the meetings
but never chaired a committee or sat on the
Board. That all changed once | attended my
first conference. | met so many people who
were willing to share their experiences; who
encouraged me to become more active in my
local association; and who welcomed me as
one of them. | knew then that | belonged to
an elite group of people. | came back home
with a renewed sense of purpose. Since then,
| have chaired different committees and sat on
the Board several times. In these capacities,
the one question | always received from pro-
spective members is "Why should | become
a member?” | usually give my run down of
the benefits being a member offers and so on.
However, today | really sat down and pondered
the question. Why should someone become a
member?

Well, there are two main reasons | could
think of. The first is the educational benefits.
As a member of LS, you have the opportunity
to gain a lot of information that relates to our
area of work - law. | work for the County of
Santa Barbara. The County offers its employee
opportunities to attend classes to upgrade their
skills but these classes are general in nature as
they need to have the ability to include all the
employees in the County. With LSI, you will
be able to attend workshops that deal directly
with your legal field. If you want to know about
the changes in family law practices, LSI will
offer it in one of their workshops. If you want to
know shortcuts in preparing 1538.5 motions,
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LSl is more likely to offer that subject in one
of their workshops. Being a member of LSI
will afford you the opportunity to expand your
skills and knowledge because it is made up of
members who are in the same profession as
you. You will not be able to get this information
anywhere else. I'm not just talking about the
workshops either; I'm also talking about the
interaction with people who perform the same
job as you do. I'm talking about that personal
experience shared by other LS| members; the
experience that tells you that | understand
what you're going through; that I've been there
myself. There is no better way to be educated
than by talking amongst your peers.

The second reason is the camaraderie. As
a LSI member you will belong to a prestigious
group. | say prestigious because we are a
group of people in a profession that affect peo-
ple’s lives. Just like doctors, what we do has an
effect on our community. You are in a profes-
sion that is looked highly upon in the commu-
nity. Your family, friends, and friends of friends,
come to you for advice about their problems,
whether legal or not. They know that you have
to have a certain amount of knowledge and
skill to be in this profession. | am often asked
what the initials CCLS after my name stand for.
When | tell them that it stands for California
Certified Legal Secretary, they are impressed.
They are more impressed when | tell them how
difficult the exam was and how | have to con-
tinue to take classes to retain those initials. As
a member of LS|, you will belong to a group of
people that are of an ethical and moral nature.
Being a LS| member proves to yourself and
others that you take what you do seriously. It
shows that you are willing to keep working to
improve your skills to make you a better pro-
fessional, not just by attending the workshops,
but by learning to conduct yourseif in a profes-
sional manner.



So now when someone asks me why they should be a
member of LS, | ask, “Why Not?” Why would you not want to
belong to a group that would help you become more efficient
and knowledgeable in your profession? Why would you not
want to advance your career? As a member of LS| you benefit
not just professionally, but personally. LSl is an elite group of
individuals who are bound to their profession by a code that is
taken seriously [It shall be the duty of each member of Legal
Secretaries, Incorporated, to observe all laws, rules and regula-
tions now or hereafter in effect relating to confidentiality and
privileged communication, acting with loyalty, integrity, compe-
tence and diplomacy, in accordance with the highest standards
of professional conduct.] This code dictates how we conduct
ourselves. | am in awe of this group. | see members put together
programs that advance my knowledge of the legal profession in
such a professional manner and with such ease. | see members
conduct themselves in a business manner at the Governors'
Meeting in such a way that resembles being at a United Nations
meeting. Every time | attend a conference, | come back refreshed
and proud to be a member. Every time | attend a conference, |
want to do more as a member. | want other people in the legal
profession to become members so they too can experience this
feeling; this sense of pride for what they do. | am a better person
and continue to grow being a member of LSI.

LSI EXPERIENCE IT!
MEMBERSHIP
CAMPAIGN

Promote your local Association
and invite potential members
to experience LSI
For more information, contact:
Sandra T. Jimenez

sjimenez52@yahoo.com
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BEATRICE BALLANCE

Lia¥

Beatrice Ballance has been
working in the fitness
industry for more than 20
years. As a Personal Fitness
Trainer, she is certified with
the American Council on
Exercise, Aerobics and Fit-
ness Association of Amer-
ica, American Red Cross,
CPR. She is also

a Certified Nutritionist with
American Health Science
University, and a Certified
Nutrition Specialist with
Lifestyle Management
Association.

Beatrice is recognized as

a "Master Level” Personal
Fitness Trainer with Interna-
tional Association of Fitness
Professionals. She writes

a monthly newsletter, Skin
& Tone and writes about
health and fitness for the
award winning California
State Bar magazine, Big
News. Her heaith and fit-
ness columns appear in the
California State Bar yearly
conference magazine. Bea-
trice teaches jazz dance,
body sculpt and advanced
cardio/jam aerobics classes.
She can be reached at
ballancebodyworks.com

How You Care For Your Health
Today Will Profoundly Affect
Your Well Being Tomorrow

BY BEATRICE BALLANCE

recovered from a hip replacement surgery

last year with unexpected speed. Over

the past months, | questioned this with
amazement. How did | do that? Was it genet-
ics? Luck? | am not some young athlete, so
how did this fast recovery happen?

This experience revealed some valuable
observations that | would like to share with you.

Two days after hip replacement surgery due
to osteoarthritis, | was transferred to a small,
local nursing home for recuperation and reha-
bilitation to learn to walk up and down stairs,
use the bathroom, get in and out of bed and
dress myself before going directly home. On
day two, as | was standing by my “walker,”
looking out to the hot, summer afternoon sun-
filled patio, | heard a loud shout, "Who wants
to come join me in the community room for
exercise!” | looked out into the hallway to see
where the spirited voice was coming from. To
my surprise, the customary crowded hallway
became completely silent. Curious, | scooted
myself around and out to the community
room. | peeped in and saw exactly six people
of advanced age perched in their wheelchairs
half smiling at the exercise instructor who was
passing out rubber balls the size of a small
tennis ball. They were instructed to squeeze
and release the ball in each hand 8 times to
build strength. Then, they were coached to do
some leg lifts and arm raises.

| stuck around a few more minutes to watch
their next exercise, pointing and flexing their
feet before | ambled on down the corridor to
my afternoon rehab session. Entering the rehab
room to meet my physical therapist, | couldn’t
help thinking about the men and women living
in this facility making a conscious decision or
else a rather indifferent one to decline partici-
pation in any of the free exercise programs.
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However, when it came to the 4 PM daily
bingo games, the room was packed! No indif-
ference in choice here! Every Tuesday morn-
ing at 7 AM, when "Country breakfast in the
community room!” was announced, the tables
were filled. There were plenty of stacked pan-
cakes, ham and fried eggs for everyone! Who
decided this daily menu? Why isn't there a pro-
fessional nutritional adviser there to instruct
these men and women about proper nutrition
and healthy living? | thought. Later one of the
nurses informed me that if there was a special
diet the doctor requested for a resident, they
provide it. But if not, then this is the menu for
the general population. Personally | found the
food to be high in sodium and fat.

It is true that today we have far more access
to information about health and fitness than
most of the people here had in their youth.
However, as a personal fitness trainer and
nutritionist | have serious objections to that
popular high fat “country breakfast” they were
offering. What were they thinking? The sed-
entary, overweight or underweight residents
could benefit from an entertaining yet infor-
mative seminar on how they have the power to
understand how to meet their own nutritional
needs and be in command of their health.

Here | was, living among a population of
the ill or dying watching with dismay how few
chose to take an active part in their own “reha-
bilitation.” | observed the tolerant, uncom-
plaining, overworked nurses and physical
therapists encourage and urge the patients
to pull with all their might just to lift them-
selves up and out of bed to go meet each day.
There were moments when | truly wished |
could contribute my knowledge to the exercise
classes or offer nutritional advice. But this was
not my place.



All of us need to remember that the
choices we make today, predict our
future health. For me, staying a few days
in that environment was truly a humbling
experience. Recovering from my surgery
was not so much a physical demand as it
was a mental and emotional one. | didn't
suffer much physical pain. Rather, this
was a tough mental exercise in deter-
mination to improve and hold steadfast
faith that each day will bring progress.

Being an active person, | found there
were days during my recovery that |
would become despondent because |
really missed my active life. | knew some
of the blues was from all the changes
taking place inside my body, adjusting

-
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to the shock of having gone through this
major operation. But | was also depressed
because | felt stuck, wanting to speed up
my rehabilitation and go home. Then
there came the extra hindrance of having
to make do with lack of nursing support.
There were occasions early on in my
recovery when | couldn't get a nurse's
aide come help me off the bed to my
feet, no matter how many times | rang.
Therefore, it would take me a longer time
to slowly navigate from the bedroom to
the hallway to practice walking, or to try
and stand long enough to adjust the meal
tray on the bed stand because it wasn't
positioned correctly for me to reach it
when delivered. So | was challenged to
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adapt and strategize to accomplish these
and other simple tasks without letting
it get me down. And | gradually did get
stronger. | told myself over and over, “Just
be patient.”

Within 6 weeks from surgery | was
well enough to return to my regular
schedule of teaching dance and training
my clients. Hip replacement surgery has
now become a pretty common procedure
allowing you to get up and move and walk
and run and dance without pain. | real-
ize without a doubt that my fast recov-
ery was a result of many years of regular
physical exercise, making healthy dietary
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CINDY SPIES

Cindy Spies is a Parale-
gal for Mark R. Weiner &
Associates, in-house legal
counsel for State Farm
Insurance. She specializes
in auto accidents. Cindy
has worked in the legal
field since 1983 and has
worked at Mark R. Weiner
& Associates since 1992.

Recognition And Awards

BY CINDY SPIES—SUBMITTED BY MT. DIABLO LPA

he smell of coffee filled the air in the early

morning hours at the Glendale CLC. It

had been a long week for Mary. She is the
secretary for a busy trial attorney, who once
again, was engaged in trial. Mary knew she had
to stay close to her desk in case her attorney
needed anything while he was in court. Mary
saw the paralegal for her attorney enter the
office and turn on her computer. Mary went
over to her to greet her with a warm helio. “So
did you want to take early lunch or late lunch
today?” the paralegal asked Mary. "I'll take iate
today, so you can go early,” Mary chirped back
with a smile.

This is just a typical situation in our law
office, but how often are people recognized
for the little extra things they do and/or even
changing their lunch hours to accommodate
an attorney in trial? Not often enough. That
is what our Goals and Recognition Commit-
tee concluded. So we initiated a new program
to acknowledge and reward people who have
gone above and beyond what is expected from
their normal work duties.

HOW IT WORKS

We asked everyone in our office to let our
committee know whenever someone does
something that was simply outstanding. They
merely send an email to one of the commit-
tee members and tell them the nominated
person’s name and what they did to earn the
nomination. The committee reviews all entries
for the month and decides the most impres-
sive three nominations to reward. We usually
receive several nominations and choosing just
3 winners is sometimes very challenging! In
fact, in an effort to make sure no good deed
goes without recognition, we have started
doing "Honorable Mentions” for the people
who were nominated, but did not win the
actual gift card. This way, the people who
nominate their co-workers feel validated, as
well as the people who were nominated. It is
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quite an honor to have anyone write that you
went above and beyond what was expected,
and as such, we want to acknowledge that.

THE REWARD

The committee decided to make the gift
simple, rewarding and desired. As such, we
chose a Target Gift Card to be the reward
because Target offers so many items to choose
from. We also put a value of $10.00 on the
card, (instead of the usual $5.00), to make it
more attractive.

PRESENTATION

We have a tradition of celebrating birthdays
in our office. Once a month, our supervisor
calls out the birthdays for that month and we
applaud each person and celebrate with cake,
cookies or even breakfast bagels! It's a very fun
get-together, but we noticed that sometimes
people could not find time in their day to come
celebrate with us. So we added the "Above and
Beyond” award to our birthday celebrations
and the attendance to these functions has
drastically increased! People seem to not oniy
want to see if they won a gift card this month,
but they also want to applaud the people who
did win!

CONCLUSION

I thought our nominations would drop off after
the first month, but as long as we send out a
monthly reminder, people are still sending in
the nominations. Which is great! Our birthday
celebrations are much more lively and ani-
mated and a hush falls over the room when
they start announcing the winners of the
“Above and Beyond” reward. | can't help but
think this award makes people (if nothing else)
be more aware of their co-workers actions, as
well as their own actions. Maybe instead of
people thinking "what can the company do for
me?” we are hoping they are thinking, “what
can | do for the company”...(to win that gift
card!).



iPad as a Legal Tool
Continued from page 12

dar program also works very well with Outlook by synchronizing
through iTunes.

The newest program | have is TrialPad, which was just released
in December of 2010. This program allows you to create different
folders for each trial and store a portable data format (pdf) file for
presentation at trial. This is a new program with no reviews and is
the most expensive program | have at $89.00. The program con-
nects directly from your iPad to the standard projection software
available in Sarpy County and Lancaster County Courtrooms, and
hopefully in the future, the remaining Nebraska counties, enabling
you to review, annotate, and scroll through your documents in
front of the jury. It is a great tool if you are tech-savvy in the court-
room.

A more active and daily useful option is iAnnotate PDF, which
allows you to annotate your pdf with notes, highlights, and book-
marks, which can be added or removed at will. This is a very good
program at $9.99, and very helpful for preparing for depositions or
client meetings.

There are a number of other programs | use frequently, such as
Index Card and iCardSort, which have been very useful for brain-
storming on cases and organizing facts. Medscape is useful for

Innovative Job Searching
Continued from page 11

1. Their bio;

2. Their “Follower/Following” ratio (Have they been around a
while? Do they follow people back?;

3. Their website; and

4. Ask others in your network whether they can recommend the
recruiter as a credible source.

Santa Clara County LPA’s Race....
Continued from page 25

dozens of wineries and a hop, skip, and a jump to Santa Cruz,
Monterey, Carmel, and San Francisco. San Jose is consistently
ranked as one of the top ten cities in the state because it's a

checking drug interactions or looking up medical procedures |
am not familiar with. DocstoGo is a great program to transfer
Word, Excel and PowerPoint documents from your land com-
puter to your iPad, at a very affordable price of approximately
$15.00.

Finally, iMeeting Pad is a very useful program for meetings
and is fairly self-explanatory. The program allows you to take
notes at Meetings, which you can later organize into meeting
minutes and e-mail to meeting attendees. The program has an
option allowing you to Tweet from Twitter, for convenient "meet-
ing tweeting.” This is useful if all of your meeting attendees are
on your Twitter list and you want to tweet a new meeting date
and time. This, of course, leaves issues of confidentiality, as well.

The iPad comes with a built-in keyboard which is very easy to
use; however, | have found that with the amount of time | spend
on my iPad that purchasing an external keyboard was helpful.
The keyboard connects through Bluetooth and makes work on
the iPad as convenient as working on a netbook or laptop. Over-
all, the iPad has become a very useful legal tool for both attor-
neys and paralegals.

Personally, | haven't used Twitter for a job search - or for
much else. In fact, | had hardly used my Twitter account at all -
mostly because | was a bit shy about tweeting. But while | was
researching this article, | found some very useful and informa-
tional websites through Twitter. What |'ve discovered is that
using social media online is just another way of networking. And
networking is the way to find a job.

perfect destination to visit, have fun and enjoy the perfect
weather! Come visit us now!
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GUIDELINES FOR SUBMISSION OF
ARTICLES TO THE LEGAL SECRETARY

DEADLINES FOR RECEIPT OF ARTICLES BY EDITOR

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

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

SUGGESTED TOPICS FOR ARTICLES

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

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

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

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

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

6. Career promotion 11. Photographs and/or articles regarding the success of

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

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

SUBMISSION GUIDELINES

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

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

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

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

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

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

PHOTOGRAPHS

1.

Digital photography is required and must be a resolution high enough to guarantee at least 300 dpi at 100% scale. When
sending email with photo attached, include in subject line: "[Name of Officer/Chairman] Photo,” i.e., Jane Smith - Photo.

Deborah Rickert, CCLS = Editor, The Legal Secretary
LATHAM & WATKINS LLP
650 Town Center Drive, Suite 2000, Costa Mesa, CA 92626-1925 * 714.755.8132 * email: deborah.rickert@Iw.com
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How You Care For Your Health
Continued from page 31

choices and maintaining a lifestyle that includes friendships, a
loving family and a positive outlook.

Living a healthy lifestyle, which includes exercise does not
guarantee that one day you might not need surgery such as this,
but how well you recover from the surgery certainly will depend
on your lifestyle choices.

Fitness is about functionality. We want to be able to move
efficiently from head to toe and have the strength and energy
to maintain a high quality physical and mental engagement in
our daily life.

Beware the attention-grabbing quick-fix health and exercise
gimmicks advertised. What the info-gimmicks and 10-minute
workouts say to me and other fitness professionals is that too
many people just don't want to face the fact that fitness requires
good, old-fashioned effort. Douglas Brooks, an exercise physi-
ologist in Mammoth Lakes, California says, “You can blame the
infomercials, but people really want to believe them. And it's
not just Americans; if you go to any industrialized country, you'll
observe the same behavior. Believe it or not, the Thigh Master is

hugely popular in Japan these days.”

| truly believe that everyone can expect to achieve a healthy
fitness level in about six months to a year, depending on age,
motivation, diet and the amount of time you wish to devote to
your program.

While you work on your fitness program remember that our
immune system plays an essential part in our overall health. The
immune system is our body's natural defense network; when it
is weakened or compromised, you are more susceptible to dis-
ease and infection. Fortunately we can encourage our natural
healing response with exercise and proper diet. | believe in the
80%-20% rule. If you eat well 80% of the time, your body will
take care of the other 20%.

Though you've heard it before, | want to reiterate:

Maintaining a consistent exercise program and proper nutri-
tion is crucial to our health as we grow older. The good news is:
even if you have never had a formal fitness regimen, you can
begin today and expect to make outstanding improvements in
just a matter of months.

4 STUART F. COOPER

PROFESSIONAL BUSINESS PRINTERS & ENGRAVERS
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products and services | self-publishing | request samples | social store | holiday cards | online services |

Service You Can Trust.

1824 Briarwood Industrial Ct.
1565 East 23rd Street

The Stuart F. Cooper Company, based in Los Angeles since 1929, provides engraving, digital
printing, traditional printing, foil stamping and embossing from nationwide plants.
Meeting every communication need from professional business card and stationery programs,
brochures and presentation folders to manuals, reports, directories, catalogs and books, we
specialize in serving law firms, accounting/consulting firms, corporations, self-publishers,
manufacturers and organizations with global offices.

In today’s world of hasty and indifferent desktop images, we're dedicated to serving those who
recognize the value of communicating professionally, effectively and more efficiently using
environmentally friendly papers and processes.

Providing convenient e-commerce, state-of-the-art pre-press technology and everything from
award-winning art and design services to expert identity system/brand management programs
which require engraving, letterpress, litho and digital printing, foil stamping, embossing, die-
cutting, bindery and distribution services. Enjoy unmatched craftsmanship and . . .

e

800.421.8703
info@sfcooper.com
www.sfcooper.com

Atlanta, Georgia, 30329
Los Angeles, California 90011
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Merrill’s got you covered.

Every day, Merrill Corporation, the largest global provider of professional deposition services, provides
high-quality deposition services to clients all over the world. Working with our global network of reliable,
first-class court reporters is easy!

Simply call Merrill or visit the Web for easy "one-click” scheduling:

® A global network of professional court reporters " Realtime

® U.S. and international deposition locations = Deposition videography

® State-of-the-art conference rooms ® Streaming realtime and video

® Videoconferencing = A Web-based, online transcript repository

That’s all it takes! Tell us what you need and we'll take care of all the details.
Call 800.826.0277 to schedule your deposition(s) today.

Schedule a deposition with Merrill in a new case by July 31, 2011 and receive a
$25 Visa® gift card. Simply mention promo code LSI at the time of scheduling.
Schedule online via http://scheduling.merrillcorp.com/Isi/ or via phone at
800.826.0277. Your scheduled deposition(s) must be completed and billed to
be eligibie to receive the gift card(s).* : '

»

* Limit one gift card award per valid deposition scheduled by July 31, 2011. Offer valid for first deposition in a new
case scheduled with Merrill Corporation. Redeemable once scheduled deposition has been completed and billed.
Offer cannot be combined with any other court reporting promotional reward offers from Merrill Corporation.
Please allow two to four weeks for delivery of gift card. Offer may be limited by National, State,or Local rules and/or
void where prohibited. Merrill Corporation reserves the right to alter, change or cancel this promotion at any time.

MERRILL CORPORATION
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Dates To Remember In 2011

May 16, 2011 Deadline to sign up for Legal Specialization Section Workshops

LS1 77th Annual Conference
Hosted by Los Angeles LSA. JW Marriott @ L.A. Live

May 19-22, 2011

June 1, 20M JDeadline for submission of articles for August issue of The Legal Secretary
July 12, 201 Deadline to make hotel reservations for August conference

July 19, 2011 Deadline to postmark August conference registration to receive discount
August 16, 2011 Last day to submit CCLS Exam Application to the CCLS Certifying Board

August 19-21, 2011 LSt First Quarterly Conference

Hosted by Stockton-San Joaquin County LPA. Stockton Hilton Hotel
September 1, 2011 Deadline for submission of articles for November issue of The Legal Secretary

Last day to submit CCLS Exam Application to the CCLS Certifying Board with
payment of late fee

September 15, 2011

Helpful Websites

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

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

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

California Assn. of Photocopiers and Process Servers

www.capps.org

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

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

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

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

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

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

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

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

California Secretary of State

WWW.505.Ca.gov

National Court Reporters Association

http://www.ncraonline.org
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LEGAL PROFESSIONALS HANDBOOK

Y]

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: Included are official Judicial Council forms, 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.

¢ California Court System o Foreclosures: Mortgages and Trust Deeds; e Probate Proceedings: Decedents' Estates;

* Statutes of Limitation/Jurisdiction Mechanic's Lien Guardianships/Conservatorships; Trust Law
o Attachment/Other Provisional Remedies ¢ Unlawful Detainer e Workers’ Compensation

¢ Commencement of Civil Actions e Federal Civil Procedure and Appeals ¢ California Commercial Code

¢ Corporations
e Limited Partnerships

¢ Discovery in Civil Actions
¢ Pretrial and Judgment in Civil Actions

¢ Bankruptcy

. : e Family Law .
¢ Postjudgment Proceedings dooti ¢ Intellectual Property Law: Copyrights;
e Civil Appeals and Writs * Adoptions Trademarks; Patents
¢ ADR * Criminal Law and Procedure ¢ Miscellaneous General Information

ORDER FORM

Please send me LEGAL PROFESSIONAL'S HANDBOOK. If 1 decide not to keep the book, I will return it within 45 days at my expense.
Also, please enter my subscription to future Updates, which I may cancel at any time.
[0 Do NOT send future Updates. I understand this book has limited value without Updates. (Cost of 1,074-pg. 2009 Update was $115.)
O My payment is enclosed
[ Please bill me
Legal Secretaries, Incorporated
LEGAL PROFESSIONAL'S | MME PHONE ( )
HANDBOOK E-MAIL ADDRESS STATE BAR NO.
2 Volumes ® Over 2550 Pages FIRM
LSI Members-Only Price .......... $233.75
. ADDRE:! SUITE
Nonmembers Price.........c.ccueunn. $275 S
(Includes shipping) CITY STATE ZIP
- [J Enclosed is my check for $ payable to THE RUTTER GROUP
Subtotal $
g f O Charge $ on my [visa [0 MASTERCARD [JAMERICAN EXPRESS
Add applicable sales tax § Credit Card Number Exp. Date
TOTAL $ Signature
RERY 112 | [—— 40272000

THE RUTTER GROUP”

A DIVISION OF WEST, A THOMSON REUTERS BUSINESS

THE RUTTER GROUP e 15760 Ventura Blvd., Suite 630, Encino, CA 91436 e (800) 747-3161 (EXT. 2) ® www.RutterGroup.com™



LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL

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

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

Nochargefor PDF[ ]  Send hard copy[ ]

CAREER PROMOTION/SCHOLARSHIP NOT JUST A SECRETARY

BOOKLET Currently under revision and not available at this time

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

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

CCLS MOCK EXAM (Revised 2010) Sample questions and answers to assist in 25.00

preparing for all sections of the CCLS Exam.

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

CCLS STUDY KIT Contains Mock Exam (see above), Gregg Reference Manual 180.00

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

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

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

LSI Conference. (Rev. 12/09)

GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL 5.00

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

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

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND 5.00

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

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

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

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

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

LAW OFFICE PROCEDURES MANUAL FLYER An 8 '4” x 11” advertisement N/C

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

LAW OFFICE PROCEDURES MANUAL INSTRUCTOR’S GUIDES  To assist

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

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

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

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

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

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

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

Governors.

TOTAL THIS PAGE

*Item available to LSI members only.
1 of2

(Prices effective 02/01/2011)
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL
LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An8 4" x 117 $ N/C
advertisement of the LPH. Includes listing of contents and Order Form. (Rev. 1/2010)
LSI LEGAL SPECIALIZATION SECTIONS BROCHURE Lists Sections offered N/C
and reasons for joining. Includes Section Membership Application. (Rev. 2/08)
LSI MEMBERSHIP BROCHURE  Tri-fold brochure, extolling the advantages of N/C
LSI membership and programs. Contains request for membership application. (Rev.
2/08)
LSI MEMBERSHIP PIN* (Magnetic) A % high oval gold-tone pin with blue and 5.00

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

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

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

governors.

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

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

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

-or-

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

MAILING/SHIPPING AND HANDLING (15% OF TOTAL ORDER) +
SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING =
CALIFORNIA SALES TAX (8.25% OF SUB-TOTAL ABOVE) +
TOTAL DUE =

LR R |n|en|en

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

*[tem available to LSI members only. (Prices effective 02/01/2011)
20f2
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California Certified Legal Secretary
A Program of
@ s a

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
5726 Lorelei Avenue
Lakewood, CA 90712

ICalifornia
g;g;g fed
Se

Qal
Ty

D Northern California [:I Saturday, October 15, 2011
[ southem California ([ saturday, March 17, 2012

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

listed below, if space is available.

EXAMINATION FEES*

LS| MEMBERS** Non-LSI| MEMBERS
Registration fee: $15.00 Registration fee: $ 55.00
Examination fee: $ 95.00 Examination fee: $ 95.00
Total $110.00 Total $150.00

Enclosed is a check in the sum of $ *** payable to LSI.

K Fees subject to change without notice.

2% LS| members: Name of local association: LSA/LPA.

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

***  Include $25 late fee if applicable.

Name Last 4 Digits of SSN

Mailing Address:

City/State/Zip:

Day Phone: Evening Phone:

E-mail(s):

Rev. 3/15/2011 Please Complete Reverse Side This form may be reproduced.



Highest level of formal education completed: ; Highest Degree:

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

Dates Position

Employer
Address
City/State/Zip

Supervisor Phone

Summary of Duties

Dates Position

Employer
Address
City/State/Zip
Supervisor Phone

Summary of Duties

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

Signature of
Applicant Date
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LEGAL SECRETARIES INCORPORATED (LSI) BENEFITS
RS D

FINAN SERVI LUDING H O CE;
/D! ISCO! LONG TERM C INS! E

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 inquive about benefits. Please use this as a starting point; ask for information, compare policy
coverage and prices. LSI wants its members to find the BEST coverage for each member's individual needs and location. For

information call these representatives directly.

DISCOUNT THROUGH
CEB
Members of Legal Secretaries, Incorporated are
offered a reduced cost for certain educational
benefits (seminars, publications) through
Continuing Education of the Bar. For more
information, refer to http://ceb.com/LST/

DWORKIN INSURANCE SERVICES
EARL DWORKIN

467 Hamilton Avenue, Suite #1

Palo Alto, California 94301
Phone: (650) 329-1330(800) 332-4313 — Fax (650)
329-9957
Individual and Family Medical
Insurance; Travel Medical; Medicare

Supplements; Dental Plans

STEVEN C. DANNENBERG, AFLAC Agent
11091 Rhyolite Drive, Suite 4
Redding, California 96003
Direct: (530) 339-5889 — Office (530) 243-9879
Fax: (530) 243-9880
Portfolio: Accident, Sickness, Cancer, Dental,
Hospital Indemnity & Heart Attack/Stroke
- Firms with 3 or more W-2 employees qualify for
§125 / Cafeteria Plans & additional policies.

CAPITAL INVESTMENT ADVISERS
EMERSON J. FERSCH, CFP, ChFC, CLU,
CASL
5000 E. Spring Avenue, Suite 200
Long Beach, California 90815
Phone: (562) 420-9009 (877) 270-9342
Fax (562) 420-9955
Retirement Planning/Investment Management
Pension and 401K Rollover consulting
Comprehensive Financial Planning

WORKING ADVANTAGE
Toll Free: 1 (800) 565-3712
www.workingadvantage.com
Discount on event tickets
Movie tickets; Theme parks; Broadway theatre;
sporting events; Ski tickets; Hotel certificates;
Family events; Gift cards & more
Member ID: call Corporate Office or LSI Vice
President

FINANCIAL NETWORK INVESTMENT
DANIEL R. HENDERSON, MBA, CFP
3478 Buskirk Avenue, Suite 300
Pleasant Hill, California 94523
Phone: (925) 944-9644 Ext. 153
(800) 3394353 Ext. 153
Fax (925) 944-5675
Discounted JOHN HANCOCK Long Term Care
Insurance/Life Insurance, annuities, retirement,
Investment/estate planning, mutual funds, 401k

DAVID WHITE & ASSOCIATES
Wealth Accumulation & Preservation
Ryan Gonzales ext. 2682 or Matt Kay ext 2628
3150 Crow Canyon Place, Suite 2000
San Ramon, California 94583
Phone: (800) 548-2671
Investments, Retirement Plans, Education Savings
Accounts, Medical Insurance, Life Insurance,
Disability Insurance, Long Term Care Insurance

CREDIT UNIONS
LA FINANCIAL PROVIDENT CENTRAL CREDIT UNION
FEDERAL CREDIT UNION 303 Twin Dolphin Drive
Post Office Box 6015 Post Office Box 8007
Pasadena, California 91102-6015 Redwood City, California 94603-0907
Phone: (800) 894-1200 Phone: (800) 632-4699 — (650) 508-0300
ADDITIONAL PROVIDERS
HERTZ CORPORATION

Effective Date: June 1, 1996

CDP Card #447698
Phone (800) 654-3131

Or your travel Agent

QUESTIONS AND CONCERNS CONTACT
Sandra T. Jimenez, CCLS, LSI® Marketing Committee Coordinator
PO Box 58, Seeley, CA 92273
Cell — (760) 604-3057
siimenez52@yahoo.com
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ELECTED OFFICERS

President

BROOKE ATHERTON, CCLS

Cell: (530) 519-1541; Office: (530) 877-6332
Fax: (530) 877-7054

E-mail: baaccls@gmail.com

Vice President

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

E-mail: sjimenez52@yahoo.com

Executive Secretary

MARY J. BEAUDROW, CCLS

Cell: (415) 717-5675; Office: (415) 268-7281
Fax: (415) 268-6412

E-mail: marybeau@comcast.net

Treasurer

JENNIFER PAGE, CCLS

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

APPOINTED OFFICERS

Executive Advisor (CEC)

CHRISTA DAVIS

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

E-mail: cdavis@staleyjobson.com

Parliamentarian

JULIE EDSILL, CCLS

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

Editor-In-Chief (CEC)
LUGENE BORBA, CCLS

Home: (209) 852-2790; Office: (209) 554-5295

Fax: (209) 522-2980
E-mail: luccls@hughes.net

Editor, The Legal Secretary

DEBORAH RICKERT, CCLS

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

Educational Program Coordinator (CEC)
DORO NESBITT, CCLS

Cell: (916) 835-2416; Office: (916) 920-5286
Fax: (916) 920-8608

E-mail: dnesbitt@comcast.net

Historian

CARRIE HUGHES, CCLS

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

Legal Specialization Sections Coordinator (CEC)
LESLIE AMES, CCLS

Office: (707) 442-2927,; Fax: (707) 443-2747
E-mail: amestranscription@suddenlink.net

CHAIRMEN

2011 Annual Conference

MARGARET TOVAR, CCLS

Cell: (562) 556-4790; Office: (213) 452-0115
Fax: (213) 625-0931

E-mail: mtovar@kbblaw.com

Advertising

MICHELLE TICE, CCLS

Cell: (619) 820-9525; Office: (858) 523-6260
E-mail: mdtice@cox.net

California Certified Legal Secretary (CEC)
KATHY NELSON, CCLS

Home: (530) 589-8122; Cell: (530) 403-6833
E-mail: kathy@sacvalleylaw.com
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2010-2011 LSI Roster

Career Promotion/Scholarship

DIANA DEMPSEY, CCLS

Office: (925) 930-9090; Fax: (925) 930-9035
E-mail: dlanali@yahoo.com

Editor, The Legal Professional’s Handbook
MARIA BISHOP, CCLS

Home: (925) 283-5226; Office: (925) 284-7788
Fax: (925) 284-7789

E-mail: mbishopccls@perezmiller.com

Editor, Law Office Procedures Manual
ANN BOCCIA ROSADO

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

Fax: (562) 435-8304
E-mail: arosado@skes-law.com

Legal Procedure (CEC)

J. CORI MANDY

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

Legal Secretariai Training/Seminar (CEC)
COLLEEN YOUNG

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

Professional Liaison/Day in Court
LEANNA PIERCE

Office: (619) 239-1211; Fax: (619) 239-1719
E-mail: Ipierce@hplawsd.com

LEGAL SPECIALIZATION SECTIONS

Coordinator

LESLIE AMES, CCLS

Office: (707) 442-2927; Fax: (707) 443-2747
E-mail: amestranscription@suddenlink.net

Civil Litigation

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

Criminal Law

CHERYL L. KENT, PLS, CCLS

Home: (925) 463-3440; Office: (925) 837-0585
Fax: (925) 838-5985

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

Family Law

JUDITH WILLIAMS

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

E-mail: pwplgl2@yahoo.com

Law Office Administration

SARA E. MULL, CCLS

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

Probate/Estate Planning

LINDA MOORE

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

Transactional Law

BELINDA OWENS

Home: (619) 229-9323; Office: (858) 410-8951
Fax: (858) 410-7878

E-mail: bowens0913@aol.com

PUBLICATIONS REVISION COMMITTEE

Editor, The Legal Professlonal’s Handbook
MARIA BISHOP, CCLS

Home: (925) 283-5226; Office: (925) 284-7788
Fax: (925) 284-7789

E-mail: mbishopccls@perezmiller.com

Editor, Law Office Procedures Manual

ANN BOCCIA ROSADO

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

E-mail: arosado@skes-law.com

Assistant Editor

LISADELAO

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

E-mail: lisad@ssmlaw.com

Assistant Editor

KAREN J. JONES

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

Fax: (310) 557-2193

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

Assistant Editor

CAROL KARWATT

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

Assistant Editor

DIANE M. MECCA

Home: (209) 529-3101; Office: (209) 238-0946 ext. 210
Fax: (209) 238-0953

E-mail: diane@friendandwalton.com; ks24fanatic@aol.com

Assistant Editor

ANNIE PARRISH, CCLS

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

Fax: (619) 230-0987

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

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

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

CCLS CERTIFYING BOARD

Chairman
MICHELLE RODGERS, CCLS

Members

PAULA DELP, CCLS

DEBBIE FRIAS, CCLS

KARI L. KALISTA, CCLS
MICHELLE RODGERS, CCLS
ROBYNNE YOUNG, CCLS

Attorneys

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

LSI CORPORATE OFFICE

Editor-in-Chief
LUGENE BORBA, CCLS
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First Legal l Network

Put the Power of the Network
Zo work for you today...

- 3 Court Fling

/ | A network of experienced supervisors manage filing and research
- work at the central courts: Superior, District and Bankruptcy.
\ ) Confirmations of ail filings are electronically submitted to our
operations center where you are personally updated by phone or
email once the filing is complete and per your instructions. Conformed
copies may be returned to you either via email or the next day at your

office, it's your choice.

PDF/Fax/e—Filing

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

Asset investigations
ﬁ Uniike publicly accessible records, liquid assets and other non—public

record information are considered to be protected under the

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

Civil & Criminal Investigations

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

Subpoena Photocopy

First Reprographics provides a total service package. We can prepare

_A| the subpoena, notice the appropriate parties, serve the custodian of
) records, copy the records and disseminate copies to the requesting

parties. First Reprographics can act as your deposition officer. We

can serve the custodian and if they prefer we will arrange to copy the

records on site.

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

L]
\ ) originals.

Place your Order, Check Your
Status, Keceive your
Documents..all online!

www.firstiegalnetwork.com

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



Janney & Janney

attorney service, inc.

Court Services

Process Serving
Fax & E-Filings
Court Research

Skip Tracing

Writs, Levies & Attachments
Photocopy Service

Statewide &
Nationwide Services

Los Angeles
1545 Wilshire Blvd., Ste. 311
Los Angeles,CA 90017
(213) 628-6338 Fax:(213) 413-8024
ran unt Inland Empire
240 r\? egﬁgh St‘r,eet 455 W. La Cadena, Ste. 17
Santa Ana, CA 92701 Riverside, CA 92501
(714) 953-9451 Fax:(714) 953-2840 (951) 369-8369 Fax:(951) 369-4931
Ventura San Diego
801 S. Victoria Ave., Ste. 304 4891 Pacific Hwy, Ste. 102
Ventura, CA 93003 San Diego, CA 92110
(805) 650-9077 Fax:(805) 650-9091 (619) 231-9811 Fax:(619) 231-9421

Excellent Service * Fast Turnaround * Great Prices

www.janneyandjanney.com



