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BROOKE ATHERTON
LSI PRESIDENT

Brooke Atherton is a
member of Butte County
LPA and currently serves

as LSI's President. She
has served her local
association as Governor,
Secretary, President and
various other chairman
positions. Brooke is the
office manager/paralegal at
her husband's law office in
Paradise, California.
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President’s Message

Education, Leadership,

Mentoring

BY BROOKE ATHERTON, CCLS

ats off to Butte County LPA and Sac-

ramento LSA for co-hosting our 76th

Annual Conference. It was a fantas-
tic weekend. If you did not attend our May
Annual Conference, please consider attending
our August Quarterly Conference, co-hosted
by Merced County LPA and Stanislaus County
LPA (August 13 - 15, 2010 in Modesto, CA).

Our Annual Conference began on Thursday,
May 20 with business meetings. The mem-
bers of the Executive Committee (EC) meet
the day before each conference to discuss the
business of the corporation. The Executive
Secretary prepares the Executive Commit-
tee Resume for distribution to Governors and
other conference attendees. If any member
wishes to discuss items on the Resume, they
are welcome to do so.

Also, members of the Publications Revision
Committee (PRC) meet to work on revisions
to our publications, LS/ - Legal Professional’s
Handbook and Law Office Procedures Manual,
and the Legal Specialization Section Leaders
meet to discuss upcoming speakers for our
educational workshops.

On Friday, May 21, our conference really hit
full stride with Officer Chairman Workshops.
Feedback on the workshops was very positive.
The President’'s Roundtable and Newcom-
ers workshop concluded with luncheons for
each group. The format of luncheons following
these two workshops was very well received,
and requests have been made to include the
luncheons following these workshops as part
of our 77th Annual Conference schedule. Our
Governors' Luncheon was also held on Friday
for incoming and outgoing Governors. The day
concluded with four Legal Specialization Sec-
tion Workshops.

Saturday began bright and early with our
Pre-Board of Governors’ Meeting at 8:00 a.m.,

followed by our Board of Governors' Meeting.
The CCLS Luncheon was also held on Satur-
day with a record attendance of approximately
90 members of LSI. We honored 19 of our
newest CCLSs! LS| Honorary member, Kalman
Zampleny ll, of The Rutter Group, was in atten-
dance to assist in honoring our new CCLSs. Did
you notice the silver tiaras and one top hat?
Eighteen hardworking, dedicated ladies and
one gentleman shared their stories of perse-
verance in studying and passing the California
Certified Legal Secretary (CCLS) exam. | am
personally so proud of each and every one of
them.

We were entertained at the Saturday
Night Banquet by The Spokes, an accapella
group of talented ladies from UC Davis. After
dinner winners of the Golda J. Cooper Chap-
ter Achievement Contest were announced. On
hand to present the certificates and monetary
awards in each category was Hugh Griffith of
Stuart F. Cooper. | am pleased to announce
that there were twenty two submissions to the
contest, and each local association is a winner.

Our weekend concluded with Sunday
Brunch and the Installation of Officers. Your
new Executive Committee is as follows: Presi-
dent, Brooke Atherton, CCLS, Butte County
LPA; Vice President, Sandra T. Jimenez, CCLS,
Imperial County LPA; Executive Secretary,
Mary J. Beaudrow, CCLS, Mt. Diablo LPA; Trea-
surer, Jennifer Page, CCLS, Marin County LPA;
Executive Advisor, Christa Davis, Livermore
Amador Valley LPA; and Parliamentarian, Julie
Edsill, CCLS, Butte County LPA.

The weekend was filled with excitement,
the exchange of ideas and networking. How
do we keep that momentum going until our
August Quarterly Conference? One way is
to share your conference experiences with
members who did not have the opportunity to



attend. You can also call a non-member now, before the excite-
ment of conference starts to diminish, and invite them to your
next general meeting or special event. Did you exchange con-
tact information with someone you met at conference? If you
have not followed up with that person, now is the time to do so.

Sharing our ideas and experiences will not only keep you
motivated and excited about LSI, it will motivate and excite
others as well.

My goal is to increase the membership of LSI and | need
YOUR help to do it. | firmly believe that we can reach 2,01
members by the year 2011. How can we reach this goal? By
sharing our excitement about LS| with others. Our conference
theme was "“shoes,” and we did have fun with shoe trivia
throughout the weekend. Coco Channel once said, "It does not
matter what you stand in - it's what you stand for.” At our foun-
dation, LSI stands for education. We state this in our tagline,
“LSl - Educating California's Legal Professionals” and in our
motto, “Excellence Through Education.” If each association
takes the Golda J. Cooper Chapter Achievement contest form to
use as a guide in planning their year, not only will the local asso-
ciation find that they maintain their membership, but they will
also increase their membership. The success of LSI is depen-
dent on the success of each local association. What does your
association stand for?
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Martin Dean'’s Essential Forms™ Legal Solutions Plus™
CAN | OPEN & WORK ON Yes vou can! Open and work on any Nope—you can only open one
MULTIPLE FORMS AT ONCE? combination of new or saved forms, and form at a time. That's not helpful!
use "Cut & Paste” between forms!
CAN | ADD FIELDS TO THE You ser! Add a multi-line field of any Nope—allows only a single line
FORM? size, anywhere on the form. field and no text wrap.
CAN | USE THE PROGRAM ON Yep! Install on your office, home, laptop Uhh—only if you pay extra and
MULTIPLE COMPUTERS? or networks.. .all at no extra charge! enjoy entering 30 digit install codes.
CAN | IMPORT MY LEGAL Yes vou can! We'll import your client Ok—What are you waiting for?
SOLUTIONS DATA? "Case Profile” data into our program! ...SWITCH NOw!
IS THE PROGRAM RELIABLE? AssoLutery! For 16 years, works every Hmmm—Why has Legal Solutions™
time even with Vista™ and networks. stopped selling new sets of their
No more crisis calls to Tech Support! Judicial Council Forms software???

PLUS:—53 Local County Forms modules available. ..and a 90-Day Money-back Guarantee!

(6{9 Martin Dean’s
[SS[N"A[ FURMSTM Don't be frustrated...switch now!

memmmmemcons — (Call NOW! 800-286-0111
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DIANE M. MECCA

Diane M. Mecca is a
member of Stanislaus
County LPA, and their cur-
rent Governor. She is also
an Assistant Editor on the
PRC. She has been the
Chief Paralegal and Office
Manager with Friend &
Walton, for the past 10
years. She is also the Pro-
gram Director and Instruc-
tor of the Certified Para-
legal program at Abrams
College.

STEPHANIE HARRISON

Stephanie Harrison is

a member of Merced
County LPA. She has been
a Legal Secretary since
she was 18, working for
Marvin Brown for the last
26 years. They practice

in Family Law, and she

is also a past Family Law
LSS leader. She has been
a member of LS| since
1984,
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Cruise With Us On

The LS-ISLE!!

BY DIANE M. MECCA AND STEPHANIE HARRISON — AUGUST CONFERENCE CO-CHAIRS

HOT AUGUST NIGHTS! No need to go to
Reno, join us right here in Modesto! Stanislaus
County LPA and Merced County LPA are team-
ing up, and hosting the First 2010 Quarterly
LSI Conference. The event will be held August
13, 14 and 15, 2010 at the Doubletree Hotel in
downtown Modesto. We have been working
very hard to make sure that it is going to be
a smooth sailing weekend. Although we have
no control over the weather, and I'm sure it's
going to be hot, we have enough scheduled
that you won't even have to leave the hotel
if you don't want to. But if you do decide to
brave the heat, you are in driving distance to
shopping malls, and within walking distance to
Starbucks, The George Lucas Brendan Theatre,
tons of downtown restaurants, and The Gallo
Center for the Arts.

When traveling to Modesto, we are cen-
trally located, so everyone has different options
for getting here. The hotel is located 90 miles
from the Sacramento Airport, and 90 miles
from the San Francisco Airport, and 100 miles
from the Fresno Airport. Modesto also has its
own airport, and the hotel does have a shuttle
toand fromthe airport. If you get your boarding
pass early (i.e. Scrip ticket) the cost is $99.00,
and if you decide to book after July 13th, the
cost will be $109.00. Now, on to the rooms. As
most of you may recall, when we bid on this
conference almost two years ago, we started
with the Red Lion Hotel, and then it changed to
the Executive Suites, and then changed to the
Clarion Hotel. Well, we got nervous, and with
the hotels hurting in these economic times,
we were able to work numbers and moved our
event to the Doubletree Hotel. We are happy
with the change, and the accommodations at
the hotel are fantastic! The cost of the rooms
is $91.00 for single/double, and $111.00 for a
triple (plus applicable taxes and fees). Rooms
are spacious, and include a refrigerator. Park-

ing is $4.00 a day in the parking garage.

Now on to the Ports of Call for our Cruise
(ok... it's really a conference, | know, but play
along) we want everyone to have a fun filled,
relaxing, but yet informative and productive
weekend. Who said work has to be boring?
Sure wasn’t me! After you pass customs and
board, your first port will be Cabo San Lucas
for the Friday night reception. Be festive, and
look forward to a taco bar, and Wabo Cabo
margarita bar. We have a special game lined up
that is going to be a blast! Bring your cameras
and be prepared to laugh! We are also going
to have a rubber ducky decorating contest. Be
creative, start decorating now and bring your
own, or we will have naked duckies and acces-
sories at conference for you to decorate on
site. There will be a $5.00 entry fee, (for your
pre-decorated ducky, or our ducky you deco-
rate on site) and the LS| members will vote on
the most creative ducky. The winner will spilt
the entry fee pot with the conference commit-
tee. The reason for the Rubber Duckies is one
of the next ports of call is Santa Catalina Island.
We visited Catalina Island, and it was the
same weekend they were holding their annual
“Rubber Ducky Contest.” We found it very
fun. Hmmm... wonder how many years they
have been doing that?? The Governors’ Lunch,
Membership Lunch and Presidents’ Lunch will
all be focused around Catalina Island.

Saturday, after the Board of Governors
meeting, lunches and meetings, we are out to
sea with no port of call. So, we will have our
Captains dinner (i.e. Banquet) aboard ship. We
want everyone to be relaxed and comfortable,
and the captains will be out and about meeting
and greeting everyone. We have worked very
closely with the hotel to assure our menus are

Continued on page 15



LEGAL SPECIALIZATION SECTION WORKSHOPS
1t Quarterly Conference —August 2010 — Doubletree Hotel, Modesto —
Host: Merced County LPA and Stanislaus County LPA
REGISTRATION FORM - DEADLINE IS MONDAY, August 9, 2010

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.

(Cifornse

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

Friday, August 13, 2010

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

LITIGATION/ LAW OFFICE ADMINISITRATION JOINT WORKSHOP:
Topic: Anatomy of a Wage and Hour Class Action

Speaker: Anthony Raimondo, McCormick, Barstow, et al.

O I will attend O Section Member
O Non-LSI Member

0 Non-Section Member
Q) Handout Only

LAW OFFICE ADMINISTRATION/ LITIGATION JOINT WORKSHOP:
Topic: Anatomy of a Wage and Hour Class Action
Speaker: Anthony Raimondo, McCormick, Barstow, et al.

Q I will attend O Section Member 1 Non-Section Member
O Non-LSi Member 0 Handout Only

Topic: The Advantages/Disadvantages of Different Business Entities
Speaker: Jerry Callister, Callister & Hendricks

O fwill attend O Section Member ] Non-Section Member
O Non-LSI Member 0 Handout Only

Sendto: Belinda Owens, Transactional Law Section Leader

3163 Easy Street, San Diego, CA 92105

(W) 858-410-8951 (C) 619-261-9323 (F) 858-410-8928

Email: bowens0913@aol.com

Sendto:  Denise Aguilar, CCLS, Civil Litigation Section Leader Send to: Sara Mull, CCLS, Law Office Administration Section Leader
8279 Philodendron Way, Buena Park, CA 90620-2120 c/o Harris, Sanford @ Hamman
(H) 714-670-0210 PO Box 908, Gridley, CA 95948
Email:daguilar57@att.net (P) 530-846-5691 (F) 530-846-5738
Email: Sara@sacvalleylaw.com
Saturday, August 14, 2010 — 10:30 a.m. to 12:00 p.m.
TRANSACTIONAL LAW: PROBATE & ESTATE PLANNING:

Topic: Speeding the Inventory & Appraisal Process
Speaker:  Michael Wright, California Probate Referee

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

0 Non-Section Member
Q Handout Only

Send to: Linda Moore, Probate/Estate Planning Section Leader
c/o Stutz Artiano Shinoff & Holtz, APC
2488 Historic Decatur Road, Suite 200, San Diego, CA 92106
(H) 541-324-2870; (0) 619-881-1255; FAX: 619-232-3264
Email: Imoore@stutzartiano.com

Saturday, August 14, 2010

— 4:00 p.m. to 5:30 p.m.

CRIMINAL LAW:
Topic: When Children Commit Adult Crimes
Speaker: Carlos Fuentes, Esq.

O will attend 0 Section Member
0 Non-LSI Member

O Non-Section Member
Q Handout Only

Send to: Cheryl Kent, PLS/CCLS, Criminal Law Section Leader
5534 Blackbird Drive, Pleasanton, CA 94566

(H) 925-462-3440 (0) 925-837-0585 FAX: 925-838-5985
Email: clkccls@comeast.net

FAMILY LAW:

Topic: Family Law Issues During Severe Economic Times
Speaker: Eddy Cash-Dudley, Family Law Specialist

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

Q Non-Section Member
Q) 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

Name: PLS/CCLS/CLA/Paralegal  E-maif:
Address/City/State:
Phone: (Work) (Home) Local Assn.: LSA/LPA

Method of Payment: [1Check [Credit Card Number

Expiration Date:

Name on Credit Card: Type of Card:

(Do Not Accept AmEx) Card Verification No:

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

The Legal Specialization Sections are a program of Legal Secretanes, 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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74@ ? Z 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.

7@ GW A system for training new staff and a reference source

for all existing office personnel. The Law Office Procedures Manual,
created by Legal Secretaries, Incorporated, provides everything you need to know about
the forms, rules and procedures required in a law office.

STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice.

FORMS: The Manual includes the major Judicial Council forms, plus typical attorney-
drafted forms. Sample forms are filled out to illustrate common applications.

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

CONTENTS

e Court Structure

o Civil Procedure

* Local Rules

e Discovery

¢ Unlawful Detainer
* Real Estate

e Criminal

e Family Law

» Adoptions

e Probate

e Conservatorships and Guardianships

e Corporations and Limited Liability
Companies

e Workers' Compensation

ORDER FORM

e Miscellaneous: Practice Tips; Service
and Proof of Service; Fax Filings;
Verifications; Substitution/Association
of Counsel; Notarial Acknowledgments;
Recording Laws; Forms of Address; U.S.
Postal Service Addressing Standards and
State Code Abbreviations; Transcription and
Proofreading; Alphabetic Filing Rules;
Calendars; Legal Abbreviations and Jargon;
Office Procedures; Reference Materials

® Glossary

Please send me LAW OFFICE PROCEDURES MANUAL. 1f 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. I understand this book has limited value without Updates. (Cost of 522-pg. 2009 Update #2 was $40.)
[ My payment is enclosed
0O Please bill me
Legal Secretaries, Incorporated
LAW OFFICE NAME PHONE )
PROCEDURES MANUAL | ut.oosess STTEBARNO
Over 1200 Pages FIRM
LSI Members-Only Price ...... $126.65
N ADDRESS SUITE
Nonmembers Price ............... $149
(Includes shipping) CITY. STATE zIP
[ Enclosed is my check for $ payable to THE RUTTER GROUP
Subtotal $
[ Charge $ on my OVISA [JMASTERCARD [ AMERICAN EXPRESS
Add applicable sales tax $ Credit Card Number Exp. Date
TOTAL $ Signature
- (TRG[ 40530574

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



My First Annual

Conference -

WOow!

BY SHERYL BROWN—SUBMITTED BY HUMBOLDT COUNTY LPA

expected Annual Conference to be a good

experience, as | had attended a Quarterly Con-

ference and enjoyed it, but | never envisioned
it would be this enjoyable or that the benefits of
attending would go far beyond my work life. From
my arrival on Friday morning as a first-time delegate
to my departure on Sunday, | was met with friendly
faces, helpful attitudes, and a wealth of information.

| attended two workshops, Ways and Means
and the Presidents’ Roundtable. There were so
many good ideas flying around, | could barely keep
up when trying to write everything down. | thought,
| should have brought my Stenograph machine and
taken this all down verbatim! | gleaned many ideas
to bring back to my local Association and shared a
few of my own with each group.

The Ways and Means Workshop, which was
presented by Leisel Hart and Joyce Purvis, began
with a general presentation and then progressed
to a roundtable discussion, where each attendee
shared successes and failures of different projects
their association had tried. Questions were asked
and answers given in abundance. There was stand-
ing room only and barely enough time for everyone
to have a turn. The workshop was moderated well
and moved along efficiently by the presenters.

The Presidents’ Roundtable Workshop was
presented by Past President Mary S. Rocca, CCLS,
and attended by LS| President Christa Davis, who
chimed in every now and then with her words of
wisdom. All the LSI officers came by with a brief pre-
sentation and gave us an opportunity to ask them
questions, as well. The handout Mary prepared was
comprehensive and contained A LOT of information
that we could take back to our local Associations
and use. The input from Mary, Christa, and all the
Presidents will be very useful.

Past President Mary S. Rocca, CCLS, also hosted
the Presidents’ Luncheon, another chance to give
and get ideas. At both the Presidents’ Roundtable
Workshop and the Luncheon, Mary shared inspira-

tions that really made us think. We will never see
another frog or goose the same again!

At Annual Conference, | used muscles - smile
muscles, that is, because | had so much fun!! From
the Presidents’ Luncheon to the Banquet to Don
Lee’s Hospitality Suite to the room across the hall
to lunch and dinner with fellow attendees to the
Brunch, | shared so many laughs with so many
people, all the while getting to know them better and
realizing what good friends | have made through LS|
and our local Association. I'm not saying we court
reporters are dull, but | never had this much fun at a
court reporting convention!!

| have a growing appreciation for LS| members.
The skills, knowledge, and creativity they possess
are not lost on me. Everyone leads by example. If
they tell you it won't kill you to stretch your wings
and step out of your comfort zone, it's because they
have done so already and lived to tell about it. They
share their experiences, and you learn from them.

Hosting a conference is a detail-oriented task,
and | appreciated every one of those details. The
decorations were fun, the speakers inspirational, the
entertainment uplifting, the enthusiasm contagious,
and the food was delicious. The contests made us
strive harder. The vendors were plentiful, and they
were generous. Your hard work paid off, Sacramento
and Butte County! LSl is now well-heeled and full
of sole!

| asked each attendee that made the trek from
Humboldt County, including myself, for a word that
summed up their experience at the 76th Annual LS|
Conference. Those words were:

Energizing

Intellectual

Inspirational

Surprising!

Rejuvenating!i!l

Fantabulous!!l

| couldn't agree more.

SHERYL BROWN

Sheryl Brown has been a
court reporter for over 32
years, reporting deposi-
tions, arbitrations, and hear
ings. She was co-owner of
Brooks & Ojeda in Oakland
for 20 years and has owned
Brooks & Brown Report-
ers in Eureka for the last

six years. She believes that
legal secretaries, paralegals,
and legal assistants are vital
links in providing efficient
service to her clients and
wanted to be a part of their
organization. She served as
Program Chair her first year
with HCLPA, was elected to
the position of Secretary for
2008-2009, then President
for 2009-2010 and 2010-
2011.
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KRISTI ROYSE

Kristi Royse, CEO of

KLR Consulting, partners
with clients to provide
coaching and leadership
development programs
which are direct, specific
and improve bottom line
results. Kristi ensures that
all KLR Consulting pro-
grams inspire leaders and
teams to higher levels of
performance and success.
She is a nationally recog-
nized speaker and since
1987 has coached execu-
tives to be stronger lead-
ers and has helped organi-
zations optimize their most
vital resource — people.

Kristi has used her exten-
sive expertise to improve
the success of Boards

of Directors, Executives,
Managers, Salespeople
and Support Staff of many
national companies and
firms.

Kristi has a Bachelor of Sci-
ence degree from Califor-
nia Polytechnic State Uni-

versity in San Luis Obispo,
CA. For more information

on Kristi and KLR Con-
sulting, please visit the
company website at www.
klrconsulting.com.

~ Finding Your Leadership

Voice:10 Questions to Ask Yourself

BY KRISTI ROYSE—SUBMITTED BY ALAMEDA COUNTY LSA

ou have to know yourself before you can

effectively lead others. Many leadership

experts call it “finding your voice,” and
it is the best starting point when you decide
to make improving your leadership skills a pri-
ority. Over the past two decades, my work in
executive coaching and leadership develop-
ment programs always begins with assessing
and focusing on an individual's strengths and
weaknesses.

| have met many leaders who have learned how
to do everything smarter - they are focused,
passionate and committed to their life and

VALUE OF SELF

1. Do | clearly see my dream? If your core
values and vision are not clear, no strategy will
work and it will be impossible to prioritize cor-
rectly. You clearly need to see your vision and
then develop your strategy to get you there.
This will help you and your teams prioritize
how you are going to make it happen. It is vital
for today's leader to bring others along on the
journey; but you first have to know where you
are going. Clarity of values will give you the
confidence to make tough decisions, to act
with determination, and to take charge of your
life.

“They... understand the importance of self-reflection

and a regular evaluation of skills and competencies to

stay at the top of their game.”

work. They also understand the importance
of self-reflection and a regular evaluation of
skills and competencies to stay at the top of
their game. | offer up the following questions
which were developed based on my experi-
ence coaching these successful leaders and
are meant to help you create more opportuni-
ties in your life. They will help bring focus and
spur innovative action in your search to see
new ways of making life better, not just for you
but for the people around you.

When you are ready to improve your leader-
ship abilities, start by asking yourself these
questions. They are divided into three vital
areas that are mastered by all successful lead-
ers.
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2. How do | spend my time? After setting your
priorities, evaluate how you spend your time.
John Maxwell said, "Nothing separates suc-
cessful people from unsuccessful people more
than how they use their time.” Successful
people understand that time is the most pre-
cious commodity on earth.

3. Are you clear on what you bring to the
table? You need to truly understand your
strengths and weaknesses, be comfortable
with them, and help everyone around you
understand their assets. Using a tool like the
DiSC assessment can help you and your team
better understand one another. The leader has
to take the lead on this self-evaluation. When
you can be vulnerable and open yourself up,
you can create uncommon levels of trust.
Focus on exploring and enhancing what you



do well and reap the benefits of simplicity, standardization, and
deep experience.

PEOPLE: YOUR MOST VALUABLE ASSET

1. Do you have the right people on the bus, the right people off
the bus and the right people in the right seats? One bad apple
can easily sabotage the morale and success of an entire team.
How can you find the “right” people? Determine the knowledge,
skills and abilities each job requires to support the business
strategy and culture, and design an interview process to find
them. "The toughest decisions in organizations are people deci-
sions - hiring, firing, promotions, etc. These are the decisions
that receive the least attention and are the hardest to unmake,”
advises Peter Drucker, management expert. There is no reason
why your team should not be a dream team.

2. Do | invest in training and employee development? Do |
give people timely and direct feedback they can act on? Your
employees must have the tools to do their best work and this
investment also strengthens their commitment to the company.
What does developing people mean? According to John Max-
well, leadership expert, developing people means:

a. |l value them

b. | commit time to them
¢. I mentor them

d. Iequip them

e. | empower them

3. Are you willing to listen? This is your most powerful tool you
have to get your organization to accomplish more. Do you know
what it takes to be a good listener? Listening is not passively
hearing words. Listening is the act of receiving, attending to,
interpreting, and responding to verbal and non-verbal messages
in ways appropriate to a situation. Real listening takes time and
patience, and the payoff is definitely worth the effort. The flow
of communication within an organization can improve greatly
just by making people aware of how important it is to listen.
Luckily, listening is a skill that can be learned. Remember, with
two ears and one mouth we have twice the chance to listen
before we speak. Who can you effectively listen to today?

BUSINESS PRACTICES AND PROCESS IMPROVEMENTS

1. Do you set and clearly articulate your goals? Unless you write
your goals down they are often lost in the shuffle and excite-
ment of new problems, challenges and decisions. The function
of goals is, first of all, to get you into action. Goals also keep
you on track. At any moment, you can ask yourself “Will this
action or decision move me closer to my goals?"” Finally, having
goals give you a way to measure your effectiveness. If you are
moving toward your goals, your actions are effective; if you are

not moving toward them, they are ineffective or not effective
enough. Setting and then reconnecting with your goals on a
regular basis is a powerful success discipline.

2. Do you cultivate good managers? It is widely known in the
HR consulting world that the biggest reason for an employee’s
departure is a poor manager. Managers are the grass-roots
implementers of the company culture. Successful leaders pro-
vide training and coaching to help their managers, especially
those who over- or under-delegate. Many leaders have aban-
doned management development for fear that the investment
will be lost if they leave. My question to those leaders is what if
you don't invest in your management and they stay?

3. Do you encourage productive conflict? if harmony comes
only as a result of people holding back their opinions and honest
concerns, then it's a bad thing. Many believe that it is better for
people to agree and get along than disagree and conflict with
one another. I'd trade that false kind of harmony any day for a
team’s willingness to argue effectively about an issue and then
walk away with an action plan and no collateral damage. There
needs to be constructive conflict and a leader must be willing
to start a difficult dialogue and show vulnerability to encourage
others to join the discussion.

4. Are you willing to make the hard decisions? The willingness
to go against the majority, to do what's right and make the tough
calls is an important leadership trait that takes discipline and
courage. This is not a character trait, it is a learned practice that
can be developed and help separate you from the pack.

Success does not depend upon the brilliance of your plan but upon
the consistency of your actions. It is time to identify possibilities, so
chose a few tips, get started and adapt. With just a few small steps,
you will start to see results and others will take note; which both
inspires you to go further and builds support among the ranks. No
matter how effective you are as a leader today, you can be a better
leader and have a richer life in the near future; if you are willing to
rise to the challenge and ask yourself some tough questions.

To become a great leader, one must first become a great person.
You cannot lead others until you have learned to lead yourself. o
quote Jim Rolm: "Don’t wish it were easier, wish you were better.
Don’t wish for less problems; wish for more skills. Don't wish for
less challenges, wish for more wisdom.”
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GINA M. EMERY

Gina M. Emery is a member
of Humboldt County Legal
Professionals Association
and is its Governor. Gina
has an AA degree in Legal
Secretary Science from
Mt. San Antonio Jr. College
in Walnut, California, her
paralegal certificate, and
notary public commission.
Gina has been employed in
the legal field in California
for over 30 years. She is
currently employed as a
paralegal with the law firm
Mathews, Kluck, Walsh &
Whykle, LLP in Eureka, Cali-
fornia.

Membership In LSI And
Its Effect On Leadership
In The Law Office

BY GINA M. EMERY, CCLS— SUBMITTED BY HUMBOLDT COUNTY LPA

ost of us employed in the iegal fieid have

bosses, managers, supervisors, etc.

However, how many of us have a leader,
or leaders, at the workplace? A leader does
not necessarily have to be a boss, manager,
or supervisor--a leader can be you, regardless
of your position in the law firm. A leader is a
model of behavior which can be work ethic,
appearance, professionalism, or anything that
exemplifies conduct of someone who others
want to emulate.

One of the best ways to exemplify leader-
ship conduct is to join LSI, either through a
local association or as a member-at-large of
LSI.

My affiliation with LS| over the past 20+
years has given me the opportunity to hold
positions as secretary, president, and governor
of local associations. My membership in LSI
led to my becoming a CCLS, an achievement
that, for me, far exceeds even my obtaining a
college degree. Attending an LSI conference
where accolades are being given to individu-
als who have attained CCLS status is truly a
rewarding occasion for them and for me. Even
if the people at the law firm where you are
employed do not recognize your achievement
in becoming a CCLS, believe me, your peers
with LSI certainly do!

Becoming a member of LSI and attaining
your CCLS status are building blocks in the
process of becoming a leader at your office.
Whether or not your bosses, managers, super-
visors, and co-workers appreciate your accom-
plishments, you should still do these things for
yourself. Leadership comes from within. If you
feel like a leader, you will be a leader.

Another step to becoming an effective
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leader is through training and education,
which are easily attainable through member-
ship in LSI. Some legal support staff believe
that if they have been on the job for many,
many years doing the same thing, additional
training and education are not necessary.
However, maintaining your training and educa-
tion shows your commitment to professional
development.

The legal field is constantly changing
whether it be the laws, rules, procedures, tech-
nology, etc. Even the way employers have to
deal with staff is much more diverse than it
was years ago. When | began my career in the
legal field some 30 years ago, work hours were
set, i.e., Monday through Friday, 8:00 a.m. to
5:00 p.m. However, today's law firm must be
much more flexible with staff. Some employ-
ees might have young children and need flex-
ible hours that allow them to take them to day-
care or school and pick them up during "regu-
lar” business hours, or some may be attending
school. These employees are still productive
team members of the office; they just require
flexible schedules to allow them to function
efficiently inside and outside of the office.

A good leader is able to recognize talented
individuals and make the best use of their skiils,
knowledge, and experience, and to be able to
coordinate those attributes with their office
and outside obligations. This particular leader
may not be your boss, manager, or supervisor.
This leader may be you. You, being the person
who enables your co-workers to maintain
flexible work hours by offering to assist them
by stepping up when they are away from the
office and working together as a team to get
tasks accomplished. In other words, an effec-



tive leader is considerate and a team player.
The education and camaraderie of member- DON’T FOHGET To BUY A
ship in LSI should be shared with our co-workers
and employers. This will help LSI prosper and
become more of a presence in our legal com- c Ls MocK EXAM
munity, the state, and beyond. Take back what c
you gain from attending conference and/or legal .
education programs and share that experience (HBVISEd fm’ 2009)
with your co-workers and employers. If you keep
your experiences to yourself, the world outside

LSI will never learn of the advantages of mem- Sample questions and answers to assist in
bership.

Let's all get out there and spread the word of prepa I’ing for a” SectionS Of the CC LS Exam.
the advantages of membership in LSI. Lead your
co-workers and others who you are in contact
with in your legal community into membership

FOR JUST $25.00

F ONTA

STUART F. COOPER

PROFESSIONAL BUSINESS PRINTERS & ENGRAVERS

products and services | self-publishing | request samples | social store | holiday cards | online services ]

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 . . .

Service You Can Trust.

1824 Briarwood Industrial Ct. Atlanta, Georgia, 30329
1565 East 23rd Street Los Angeles, California 90011
800.421.8703
info@sfcooper.com
www.sfcooper.com
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JOYCE PURVIS

Joyce Purvis is happy to
write about this event
for Conejo Valley their

Sister Association in Ven-
tura County. She attends
many of their dinners and
events and enjoys shar
ing the work load with all
the ladies of Conejo. She
is Governor of Ventura
County and presently
mediates dissolutions to
help them go smoothly
and calmly.

Courtroom Drama Or Fun
Raising Event

BY JOYCE PURVIS—SUBMITTED BY VENTURA COUNTY LPA

re you looking for a different kind of fund-
raiser? Do you want to add some drama
to your association? Are you ready to let
your friendly attorneys take center stage? Then
sit back for a moment and ponder the basic
legal issues central to some of your favorite

with no problem. A few paralegals looking
to add to their education attended for MCLE
credits. The attorneys actually had the easiest
time of it, playing the judge and attorneys. A
prosecuting attorney had to bow out and was
replaced the night before the presentation.

"I mean, when you think about it, shouldn't
Goldilocks be put on trial for breaking and
entering when she went, uninvited, into the
home of the Three Bears?”

fairy tales. | mean, when you think about it,
shouldn’t Goldilocks be put on trial for break-
ing and entering when she went, uninvited, into
the home of the Three Bears? And the Wolf -
shouldn’t he be put on trial for his unwelcome
advances toward Little Red Riding Hood - or is
she really as innocent as she claims?

Stage a mock trial and find out. | was lucky
enough to watch as Conejo Valley Legal Profes-
sionals Association did just that. Matter of fact,
| even took part as a juror in both productions.

The family-friendly events were simpler
to stage than you might expect. Flyers were
handed out and notices were printed in both
the Association’s bulletin and Citations (legal
newspaper) and sent through an attorney ser-
vice to publicize the event. The mock trial was
held in the meeting room of the Elks Hall outfit-
ted with just tables and chairs. Video recording
equipment was brought in, adding to the pro-
duction value.

Association members did have to convince
their friends, bosses and family members to
act in the stories, but those who participated
had a great time with little or almost no prepa-
ration. A child filled the role of the court clerk
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But the stand-in did a wonderful job despite
coming on board just hours before show time.
In fact, her biggest problem was trying not to
laugh out loud while cross examining the wit-
nesses. She seemed to have as much fun as
the audience.

The costumes were kept simple. The attor-
neys wore their work clothes and the judge
wore a black robe. Wearing their own clothes,
the leading ladies added to their costumes as
they chose, in keeping with the flavor and spirit
of the day. Make-up was just as simple. The
Association provided fun wigs, noses and ears
for the characters.

Conejo Valley charged a ticket price of
$15.00 for adults; $5.00 for seniors/students
and provided a variety of refreshments. The
mock trial began at 9:00 am and ended at 1:00
pm.

Speaking from my own experience, | had a
lot of fun, watching the actors in the costumes
and character makeup delivering their lines
with a little twist for humor. When an actor
hesitated, it only added to the humor. As a
prospective juror, | answered honestly that |
was not biased against wolves. We listened



intently to all the witnesses but the judge had to poll us indi-
vidually before making a ruling on his own due to a time con-
straint. We had trouble deciding the fate of Goldilocks because
we overanalyzed the evidence. We were told to make a decision
based solely on the evidence presented in court and we thought
the prosecutor should have presented a stronger case. Then
too, we wanted the three bears to accept some responsibility
for leaving their home unlocked and... Wait a minute. I'm getting
caught up again.

The event succeeds for a few reasons. First, it's great fun.
Second, it doesn't look like other fund-raisers. Third, prepara-
tions are simple and depending on possible printing, food and
facilities donations, it can bring in some needed funds. You show
your audience a new side to their favorite fairy tales. People go
home thinking about what could have happened or how the
case might have been tried differently. I'm ready for the next
one. | am definitely looking forward to laughing and enjoying a
Saturday morning in mock trial.

Cruise With Us... Continued from page 6

of cruise quality.

Sunday morning, we will be heading home, always the sad
part of any cruise. We will be debarking in San Francisco. There
are so many things that you look at, or eat that just remind you
of “The City." You'll be left with a little bit of San Francisco when
you leave, and at this point we hope you had a fun filled and
relaxing weekend, but yet met your educational requirements or
got your “LSI Fix" as my Patti says. If you should have any ques-
tions about the conference, or special needs, please do not hes-
itate to contact either of the chairmen for assistance. Diane
Mecca (209) 918-0796 diane@friendandwalton.com or Steph-
anie Harrison (209) 761-4490 stephmjb@sbcglobal.net See
you all in August!

LEGAL SECRETARIES, INCORPORATED
CALIFORNIA CERTIFIED LEGAL SECRETARY

WORKSHOP REGISTRATION FORM

“Studying for the CCLS Exam: Tips for Forming a Study
Group or for Independent Study”

First Quarterly Conference, August 13-15, 2010
Doubletree Hotel, Modesto, CA
Saturday, August 14, 2010, 10:30 a.m. — noon
Speaker: Kathy Nelson, CCLS
Cost: $5.00 for LSI members/$10.00 for non LSI members

This workshop will include information for forming a study group or for independent study in the areas of
legal procedures, reasoning & ethics, legal computation, legal terminology, skills, law office administration,
and ability to communicate effectively, including resources and materials available through LSI.

REGISTRATION DEADLINE: August 9, 2010

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

Please make check payable to LSI. Mail registration to Kathy Nelson, CCLS, 5 Bencaime Drive, Oroville,
CA 95966 and email registration to: Kathy@sacvalleylaw.com
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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.

Mailto:  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 a y \ a
O

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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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

e Statutes of Limitation/Jurisdiction

¢ Attachment/Other Provisional Remedies
* Commencement of Civil Actions

¢ Discovery in Civil Actions

¢ Pretrial and Judgment in Civil Actions

¢ Postjudgment Proceedings

o Civil Appeals and Writs

¢ ADR

[0 My payment is enclosed
[ Please bill me

¢ Foreclosures: Mortgages and Trust Deeds;

Mechanic's Lien
¢ Unlawful Detainer
e Federal Civil Procedure and Appeals
® Bankruptcy
® Family Law
¢ Adoptions
¢ Criminal Law and Procedure

ORDER FORM

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

¢ Workers’ Compensation
¢ California Commercial Code

¢ Corporations
¢ Limited Partnerships

e Intellectual Property Law: Copyrights;
Trademarks; Patents

® Miscellaneous General Information

Please send me LEGAL PROFESSIONAL'S HANDBOOK. I 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. I understand this book has limited value without Updates. (Cost of 1,074-pg. 2009 Update was $115.)

Legal Secretaries, Incorporated

THE RUTTER GROUP”

A DIVISION OF WEST, A THOMSON REUTERS BUSINESS

LEGAL PROFESSIONAL'S NAME PHONE ( )
HANDBOOK E-MAIL ADDRESS STATE BAR NO.
2 Volumes ® Over 2550 Pages FIRM
LSI Members-Only Price .......... $233.75
Nonmembers Price...........u........ $275 S e
(Includes shipping) CITY STATE 7IP
[J Enclosed is my check for $ payable to THE RUTTER GROUP
Subtotal $
[ Charge $ onmy [JVISA [IMASTERCARD  [JAMERICAN EXPRESS
Add applicable sales tax $ Credit Card Number Exp. Date
TOTAL $ Signature
] 12 [————— 40272000

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




San Fernando Valley Legal Secretaries Association

Invites You'to

el letUsEnterainYoy

In"1he Entertainnient.Capital of the World”

oLLYWOO

LSl 2™ Quarterly Conference
November 12 — 14, 2010

Beverly Garland Holiday Inn
North Hollywood, California

HOTEL RESERVATION FORM

HOTEL INFORMATION: ROOM RATES:

Beverly Garland Holiday inn $119.00 King Bed

4222 Vineland Avenue $119.00 Two Queen Beds

North Hollywood, CA 91602 Plus 14% Room Tax Per Night and
(818) 980-8000 / (818) 766-0112 Fax $0.15 Tourism Tax Per Night
ROOM RESERVATIONS: GROUP BOOKING CODE: LSI

Please contact the hotel directly at 818-980-8000 ext. 7271 or book online at

http://events.ichotelsgroup.com/DPRD -7ZY2GM/LAXBG/website/
b

CHECK IN/OUT:
Check-In Time: 3:00 p.m.
Check-Out Time: 12:00 p.m.

SELF PARKING:
$6.00 per day / $14.00 per night for overnight guests

AIRPORTS:
Burbank (Bob Hope) Airport 5 miles from hotel
Los Angeles International Airport (LAX) 17 miles from hotel

SHUTTLE SERVICE:
SuperShuttle 1-800-BLUE -VAN (1-800-258-3826) or book online at www.supershuttle.com

QUESTIONS/GENERAL INFORMATION:
Annette Johnson, Registration Chair

Annettejohnson8@aol.com

Lisa De La O, Conference Chair

(818) 784-8700 or lisad@ssmiaw.com

www.sfvlsa.com
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San Fernando Valley Legal Secretaries Association
« Invites You'to

let Us Entertain YU

"The Fidertainment.Capital of the World®

oLLYWOOD

LSI 2™ Quarterly Conference
November 12 — 14, 2010

Beverly Garland Holiday Inn
North Hollywood, California

CONFERENCE REGISTRATION FORM

Name (as it will appear on badge):
Mailing Address:

City/State/Zip:
Home Telephone:
Work Telephone:
Email Address:
Local Association (please spell out): LSA/LPA
PLEASE INDICATE IF YOU ARE:
Title
—__ State Officer —— Governor
- State Chairman _ __ CCLS ____ PLS
SCRIP (Includes Registration, Welcome Reception, Banquet, and Brunch)
POSTMARKED ON OR BEFORE OCTOBER 12, 2010 $ 93.00 $
POSTMARKED OCTOBER 13, 2010 OR LATER $ 103.00 $
INDIVIDUAL TICKETS
——— Registration PRIOR to October 12, 2010 $ 15.00 $
— Registration AFTER October 13, 2010 $ 25.00 $
— WELCOME RECEPTION (Friday) $ 20.00 $
LUNCHEONS Vegetarian Meal
———  Presidents’ Luncheon (Saturday $ 24.00 $
- Governors’ Luncheon (Saturday) $ 24.00 $
- Membership Luncheon (Saturday) $ 24.00 $
— BANQUET (Saturday Evening) $ 42.00 $
—— BRUNCH (Sunday) $ 22.00 $
TOTAL AMOUNT ENCLOSED $
Please Indicate Dinner Choice: Prime Rib Stuffed Eggplant (Vegetarian)

Filet of Salmon
Special Dietary Restrictions:

Please make checks payable to: SFVLSA November 2010 Conference Fund
Mail to: SFVLSA, c/o Annette Johnson, 1838 Amargosa Drive, Palmdale, CA 93551

For Questions/General Information Contact: Annette Johnson, Registration Chair - Annettejohnson8@aol.com OR
Lisa De La O, Conference Chair - (818) 784-8700 / lisad@ssmlaw.com / www.sfvisa.com
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ELECTED OFFICERS

Brooke Atherton,
CCLS

President

Mary J. Beaudrow,

Sandra T. Jimenez,
CCLS

Vice President

Jennifer L. Page,

CCLS CCLS

Executive Secretary Treasurer
SPECIAL LSI
LIAISONTO CORPORATE
THE STATE OFFICE

BAR OF

CALIFORNIA

Heather Edwards
Liaison to Law Practice
Management and Tech-
nology Section of the
State Bar of California

Catherine Culver,
CCLS
LSt Administrator
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2010 — 2011 LSI Offi

LEGAL SPECIALIZATION

APPOINTED OFFICERS

Christa Davis
Executive Advisor {CEC)

Julie Edsill, CCLS

Parliamentarian

Lugene Borba, CCLS
Editor-In-Chief (CEC)

b [T WA
Doro Nesbitt, CCLS

Educational Program
Coordinator {CEC)

Leslie Ames, CCLS
Legal Specialization
Sections Coordinator
{CEC)
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SPECIAL OFFER

o 10% OFF ANY LONG TERM CARE PRODUCT

v FREE FINANCIAL CONSULTATION OR REVIEW

CONTACT CHRIS DORAZIO OR JORY WOLF
AT 619-684-6244

Chris Dorazio Jory Wolf
Partner President

3111 Camino Del Rio North, 3111 Camino Del Rio North,
Ste 1150 Ste 1150
San Diego, CA 92108 San Diego, CA 92108
Office (619) 684-6244 Office(619) 684-6244
Cell (858) 342-1672 Cell (510) 919-9062
Fax (866) 572-0421 Fax (866) 572-0421
CA Lic. # 0G38392 CA Lic. # OE88330
Chris_Dorazio@glic.com Jory_Wolf@glic.com

***OFFERS APPLY TO ALL LSA MEMBERS, AS WELL AS THEIR FAMILIES AND COWORKERS
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Social Media Savvy

You Are What You Tweet...

And That Could Mean
“You're Fired”

BY KRISTINE M. CUSTODIO, ACP®—SUBMITTED BY SAN DIEGO COUNTY LSA

ocial media is not a new concept for many
of us. In fact, it has become part of our
daily routines, sometimes even at work.

A recent article published on June 8 on
the 10News website <www.1Onews.com>, 5
Nurses To Be Fired Over Facebook Postings, dis-
cussed a breach of patient privacy on a social
networking site. Although no patient names
were disclosed, other details regarding their
cases were, definitely a blunder of good judg-
ment by the nurses involved. But how could
this situation possibly relate to the legal com-
munity? We are all employees with personal
lives. If we do not exercise good judgment and
are not cautious about our daily posts and/or
rants that we tweet so freely about or post on
our Facebook walls and Twitter accounts, we
may find ourselves in deep trouble and expose
our employers to potential litigation for such
ethical breaches.

As trained professionals we understand the
strictest of confidences are ours to keep with
regard to our clients and cases. As paralegals
we know that the same Rules of Professional
Conduct our attorneys abide by extend to us
as their staff. Oftentimes, our employers even
provide ethics training and implement policies
and guidelines to spell out appropriate and
inappropriate employee conduct. However,
not all employers address social media.

As social media integrates into societal
norms and mishaps such as the disclosure of
patient information by those nurses, expect
this area of law to boom by way of the creation
and implementation of social media policies.

In fact, a social media policy database found on
www.compliancebuilding.com is a compilation
of various policies from different sectors of the
workforce compiled by Doug Cornelius: http:/
www.compliancebuilding.com/about/publica-
tions/social-media-policies/. As all employers
differ in management style, various company
policies include a wide spectrum in terms of
comprehensiveness, length and detail from
employer to employer.

Perhaps your employer has not adopted a
social media policy. Does that give you license
to spout facts of your case or client on your
personal profile on a public social network-
ing site? Remember, we as paralegals, are
bound by the same ethical obligations as the
attorneys that we support. Further, the two
main national professional associations, the
National Federation of Paralegal Associations
and the National Association of Legal Assis-
tants both have adopted a model code of
ethics. Even if you are a veteran paralegal, it is
a good practice to revisit these guidelines from
time to time.

Although our personal social networking
websites are just that, personal, we can see
from the situation of the nixed nurses that the
mixing of our personal and professional lives
can lead to big trouble ahead. Be sure to protect
yourself and your employer. So the next time
you update your Facebook page or tweet about
your latest gripe, exercise good judgment. And
if all else fails, a lesson from mom might serve
as the best advice: if you don’t have anything
nice to say, don't say anything at all.

KRISTINE M. CUSTODIO

Kristine M. Custodio is the
NALA Liaison and Market-
ing Committee Chair for the
San Diego Paralegal Asso-
ciation and is a paralegal
for Butterfield Schechter
LLP specializing in ERISA/
employee benefits law,
business law and civil
litigation. Kristine may be
reached at marketing@
sdparalegals.org.

{ACP) ® is a service mark
of the National Association
of Legal Assistants (NALA).
Its use is permitted only by
those who have met and
maintained natjonal certifi-
cation standards.
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BROOKE ATHERTON
LSI PRESIDENT

Brooke Atherton is a
member of Butte County
LPA and currently serves

as LSI's President. She
has served her local
association as Governor,
Secretary, President and
various other chairman
positions. Brooke is the
office manager/paralegal at
her husband'’s law office in
Paradise, California.

You Are All Winners In

My Book!

BY BROOKE ATHERTON, CCLS

President the past two years. One of my

favorite duties as your Vice President was
the Golda J. Cooper Chapter Achievement
Contest and the Membership Gain Con-
test. There is always something extra special
about our Annual Conferences, perhaps it is
the anticipation of a year's worth of efforts

I t was a pleasure to serve as your LSi Vice

Cooper Company attended the Saturday Night
Banquet and personally presented the checks
and certificates.

There were 22 entries this year. Each and
every association who entered is a winner!
| am so proud of each and every one of you.
Your entry into the contest shows your deter-
mination and enthusiasm for LSI!

“There is always something extra special
about our Annual Conferences, perhaps it is
the anticipation of a year's worth of efforts

being realized.”

being realized. History Books, Scrapbooks
and Bulietins are entered into competition,
new California Certified Legal Secretaries are
acknowledged for their hard work, and iocal
associations compete for the highest score
in the Golda J. Cooper Chapter Achievement
contest!

The Golda J. Cooper Chapter Achievement
Contest is designed to encourage local asso-
ciations to participate in the various programs
offered by Legal Secretaries, Incorporated and
was named for one of our honorary members,
Golda J. Cooper of Stuart F. Cooper Company,
who has been a staunch supporter of LSI for
many years. The Stuart F. Cooper Company
prints our tri fold brochures, roster, member-
ship cards and note pads that we distribute
with our information packets.

Stuart F. Cooper Company generously
donated cash awards and elegant certificates
that were presented to the winning associa-
tions. Hugh Griffith, Vice President of Stuart F.
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The entries were as follows:

GROUP A (MEMBERSHIP 5 - 30)

Southern Butte County LPA, 5,580 points
Conejo Valley LPA, 8,850 points

Butte County LPA, 9,675 points

Placer County LPA, 10,690 points

El Dorado County LPA, 11,080 points

Imperial County LPA, 11,445 points
Congratulations to San Gabriel Valley LSA
with 16, 850 points

GROUP B (MEMBERSHIP 31 - 50)

Los Angeles LSA, 8,000 points

Alameda County LSA, 12, 390 points

San Francisco LPA, 15,225 points

Beverly Hiils/Century City LSA, 16,890 points
Merced County LPA, 19,400 points

Stockton San Joaquin County LPA, 24,805
points

Congratulations to Stanislaus County LPA with
31,270 points



GROUP C (MEMBERSHIP 51 - 75)

Santa Clara LPA, 11,050 points

Mt. Diablo LPA, 17,375 points

San Fernando Valley LSA, 18,535 points
Congratulations to Long Beach LPA with 40,940 points

GROUP D (MEMBERSHIP 76 - 95)

Orange County LSA, 30,025 points

Congratulations to San Mateo County LSA with 35,900
points

GROUP E (MEMBERSHIP OVER 96)
Sacramento LSA, 49,125 points
Congratulations to San Diego LSA with 58,345 points

The winners of the Membership Gain Contest were
announced on Saturday, May 22, 2010, during the Board
of Governors' Meeting. The Membership Gain Contest is
based on the percentage gain of members from the previ-
ous fiscal year through the end of this fiscal year. There are
five categories of membership. Five associations with the
top percentage gain each receive a $25 monetary prize as
well as a ribbon. The associations that had the highest per-
centage gain for the 2009 - 2010 fiscal year are as follows:

Group A (membership 5 - 30) Placer County LPA, 23%
Group B (membership 31 - 50) Fresno County LPA, 13%
Group C (membership 51 - 75) San Fernando Valley LSA,
30%

Group D (membership 76 - 95) San Mateo County LSA,
18%

Group E (membership 96 and over) Sacramento LSA, 1%

Congratulations to everyone. The new fiscal year provides a
new opportunity for all associations to win the Membership
Gain contest. Take an active roll in your professional devel-
opment and encourage your fellow legal professionals to do
the same.

Ready to Retire?

Concerned that you may outlive your money?
Looking to reduce risk in your investments?

VISErs

877-270-9342
562-420-9009

www.ciadvisers.com

: CAPITALINVE%EMENT

. Call today for a complimentary
Portfolio Analysis!

Emerson J. Fersch
CFP®, ChFC, CLU

. Working with LSA Members Since 1997 .
. Comprehensive Retirement Planning .
« Investment Management and Analysis »

« 401k and Pension Rollover Services .
Securities and advisory services offered through SIl lvestments, Inc., member
FINRA/SIPC and a Registered Investment Advisor. SII Investments Inc.,

and Capital Investment Advisers are separate and unrelated companies.
Californla Insurance lincense 0738568

5000 E. Spring St, Suite 200 o Long Beach, CA 90815

WE'RE THE GALM
DURING THE STO

M

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

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

» Realtime reporting » Interpreters
» 24/7 availability

» Free conference rooms

» Online repository » Training & support

PHONE: 800.949.0080

RRAM

COURT REPORTING

\\’Il.n: W\\’W.kl'illﬂ m.coim
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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 9. Information about our publications: LS| Legal Professional’s

1. Legal procedures Handbook; Law Office Procedures Manual; The Legal Secre-

2. Law office management procedures tary magazine

3. Word processing/computer hints/technology/internet/ 10. Any Specialization area (Civil Litigation; Criminal Law;
world wide web Family Law; Law Office Management; Probate/Estate Plan-

4, Office equipment/environment ning; Transactional Law) and appellate articles as well

5. Personal safety 1. Photographs and/or articles regarding the success of

6. Career promotion association(s) event(s) (how, when and why successful)

7. Keynote cases 12. Other topics of general interest to the legal community

8. CCLSs are encouraged to submit articles about their experi-
ence as a CCLS and/or pursuit for certification - e.g., CCLS
mock exam (with answers)

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
“ASCIIl” 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. Atrticles 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@lw.com
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Contest Winners

At LS!'s 76th Annual Conference held May 20-23, 2010, in Sacramento, California, the winners of the annual contests were
announced. They are as follows:

MEMBERSHIP CONTEST BULLETIN CONTEST
CLASS A (5-30 members)
GROUP A (5 to 30 members) Placer County LPA, 23% increase First Place: El Dorado County LPA, Dana Carlson,
GROUP B (31 to 50 members) Fresno County LPA, 13% increase editor
GROUP C (51to 75 members) San Fernando Valley LSA, 30% increase Second Place: Conejo Valley LPA, Barbara Haussmann, CCLS,
GROUP D (76 to 95 members) San Mateo County LSA, 18% increase editor
GROUP E (95+ members) Sacramento LSA, 1% increase Third Place: Desert Palm LPA, Donna Lozano, editor
CLASS B (31-50 members)
First Place: San Gabriel Vailey LSA, Corinne Patera, editor
Second Place: Livermore-Amador Valley LPA, Cheryl L. Kent,
PLS, editor
Third Place: Los Angeles LSA, Patricia V. Banks, PLS, editor
HISTORY BOOK CONTEST
CLASS C (51-75 members)
CLASS A (5-30 members) No entries First Place: Mt Diablo LPA, Maria Bishop, CCLS, editor
CLASS B (31 - 50 members) No entries Second Place: Beverly Hills/Century City LSA, Mimi Wong
CLASS C (51 - 75 members) No entries Titus, CCLS, editor
CLASS D (76-95 members) Third Place: Humboldt County LPA, Kathy Parker, editor
First Place: Orange County LSA - Historian: Cindy Pellicano
CLASS E (over 95 members) CLASS D (76 -95 members)
First Place: San Diego LSA - Historian: Melody Garry First Place: Orange County LSA, Dee Johnson, editor
Second Place: Sacramento LSA - Historian: Elicia Allen, CCLS
CLASS E (over 95 members)
First Place; Sacramento LSA, Cyrene Farrell, CCLS, editor
Second Place: San Diego LSA, Linda L. Moore, editor
SCHOLARSHIP WINNERS
PLAN A - COLLEGE STUDENT
First Place: Los Angeles LSA Sheila Dharod SCRAPBOOK COMPETITION
Second Place: Mt. Diablo LPA Deise E. Anderson First Place: Mt. Diablo LPA - Historians:
Third Place: San Francisco LPA Nancy Krieg Amanda Kurzadkowski and Annette Hayes
First Alternate: San Diego LSA Crystal Cho Second Place: San Gabriel Valley LSA - Historian:
Second Alternate: Orange County LSA Aharon Moallen Darlene Martinez
Third Alternate: Sacramento LSA Alex Zavala Third Place: San Gabriel Valley LSA - Historian: Darlene
Martinez
PLAN B - HIGH SCHOOL SENIOR Fourth Place: Conejo Valley LPA - Historian: Jack Lynn Sawyer
First Place; Independent Liliana Leon
Second Place: San Diego LSA Alexis Rooney MEMBERS' CHOICE AWARD
First Alternate: Los Angeles LSA Zaira Zambrano History Book San Diego LSA - Historian: Melody Garry
Second Alternate: Independent Taylor Maroney
Scrapbook: Mt. Diablo LPA - Historians Amanda
PLAN C - RE-ENTRY LEVEL Kurzadkowski and Annette Hayes
First Place; Sonoma County LSA Mervana Foremski
Second Place: Orange County LSA Michelle O'Toole
Third Place: Los Angeles LSA Jessica Guardado
First Alternate: Independent Melissa Solis
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PAULA E. DELP

Paula E. Delp, is a member
of Long Beach Legal Pro-
fessionals Association and
earned her CCLS certifica-
tion in October 2002. She
has been a member of the
CCLS Certifying Board since
February 2008.

How To Expedite Your
Application For Recertification

BY PAULA E. DELP, CCLS—MEMBER CCLS CERTIFYING BOARD

hen | receive an Application for Recer-

tification, the first thing | look for is

your check. Since taking over recer-
tifications, | have received at least four pack-
ets without checks. | then verify the address
of the CCLS. Often times a CCLS will submit
their Application with a different address than
what is on file, having not submitted a formal
change of address to the Board. Remember,
when you relocate in your employment and/or
your residence, it is important to provide both
LSI and the CCLS Certifying Board with your
updated contact information. If we cannot find
you, we cannot recertify you!

Next, | check to see what types of
certificates the CCLS has submitted. In a per-
fect world the only certificates | would receive
is the appropriate CCLS Certificate of Atten-
dance, but | get a wide variety of certificates
printed on forms provided by the providers,
such as The Rutter Group, State Bar of Califor-
nia, California Applicant Attorneys' Associa-
tion; or they will provide MCLE forms.

| am a paralegal, as are many of you,
and, therefore, we are required to collect MCLE
hours in addition to CCLS hours. Therefore,
whenever | attend a class or program, | make
sure to collect both certificates, especially if it
is a program sponsored by Legal Secretaries,
Inc.; Legal Specialization Sections; or my local
association.

Section 4 of the Standards for Recer-
tification state in relevant part that "It is the
responsibility of the individual CCLS to com-
plete a Certificate of Attendance and submit it
to the sponsor of the educational program for
signature verifying the CCLS's attendance at
the program.” Therefore, when you attend any
program, whether it is sponsored by LS|, your
local association, your employer, or the local
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bar association, the CCLS should complete the
CCLS Certificate of Attendance and present it
to the provider for signature. If | get a packet
containing MCLE certificates, when | feel CCLS
certificates were likely available, you may get
a letter requesting appropriate certificates. In
rare instances, the provider may not honor our
Certificate of Attendance, in which case the
Board would accept the MCLE certificate, but
we would recommend that you complete the
appropriate CCLS Certificate of Attendance
and attach it to the MCLE certificate. In any
case, make sure the certificates you are sub-
mitting are originals.

Section 1f allows credit for instruct-
ing a program, but if you are requesting such
credit, then you must submit the appropri-
ate form, that is "Certification for Instruction
Credit Hours."” This form must be signed under
penalty of perjury.

After checking the address and the
forms, | check to see that the programs and
the hours for which the CCLS is requesting
credit are valid. The Standards for Recertifica-
tion are clear and specific with regard to the
number of hours permitted for certain types
of programs. As everyone knows, a CCLS is
required to complete fifteen (15) hours of
continuing education in a three-year period.
(Standards, Sec. 4) Of that fifteen (15) hours,
no more than five (5) credit hours for self-study
programs (Standards, Sec. 1e), and a maximum
of three (3) credit hours for teaching a CCLS
Study Group. (Standards, Sec. 1g). In addition,
no more than six (6) credit hours will be allowed
for secretarial science functions performed by
legal support staff, and of those six hours, no
more than two (2) credit hours are permitted for
programs where the topics are not unique to
legal work (i.e., word processing, excel, proof-



reading, notary public). (Standards, Sec. 4). It is always best to
submit more hours than what is required just in case a prob-
lem arises with one or more of the programs for which you are
requesting credit.

| receive many questions about whether or not webi-
nars are acceptable for CCLS credit. The answer is yes, so long
as the provider is an approved provider for MCLE credit. How-
ever, | still need the appropriate Certificate of Attendance. The
best way to get credit for these types of programs is to print the
documentation provided by the sponsor showing that the pro-
gram was completed and attach a completed CCLS Certificate
of Attendance to that documentation. So your next question is,
“How do | find out if the provider is an MCLE provider?” Well,
visit the website for the State Bar of California at Calbar.ca.gov
and search for MCLE providers within the site. This will lead you
to an alphabetized listing of all MCLE providers and non-law
firm MCLE approved providers.

Finally, section 1d of the Standards states in relevant
part "To qualify for recertification credit, any program, course
of study, or class of an hour or more duration must have a sub-
stantive handout.” Most of the time, | will not request a copy
of the handout if the program is an hour or two and the title is
clear about the subject matter. However, if the title raises ques-
tions as to what the subject matter is, | will most likely request

a copy of the handout. If the program is three or four hours, |
am likely to request a copy of the handout. If the program is five
hours or more (such as those presented by the Bay Area Legal
Secretaries Forum (BALSF), | will request a copy of the handout.
If the provider is your employer, | am likely to request a copy
of the handout just to make sure it qualifies as “substantive.” If
the handout is a large binder, | will accept a copy of the Table of
Contents as evidence that the handout is “substantive.”

In conclusion, to ensure your Application for Recertifi-
cation is processed in the most expeditious manner possible, be
sure to: (1) Enclose your check for $20 payable to LSI; (2) submit
the appropriate original Certificates of Attendance, or attach a
completed Certificate of Attendance to your MCLE certificate;
(3) verify you have completed the correct number of hours; and
(4) include a copy of the handout, if available, for any program
an hour or more in duration. Remember, you are a CCLS and
reading instructions and following those instructions is how you
got to be where you are today. It is your job to make sure that
you are submitting the correct paper, and especially following
proper procedures for the hours allowed. If everyone follows
these procedures, the processing of your Application for Recer-
tification will go much smoother, and you will be recertified in a
timely manner.

You should expect accurate
transcripts delivered when
you want them.

From your first contact with

us, you will experience the fast,
friendly, and professional service
we are known for.

We’'re fast at answering your
calls; fast at getting you a court
reporter — anywhere, anytime;
fast at getting you an accurate
transcript, and so much more.

To top if off, we do all this at
great rates.

Call now to schedule
a court reporter:

800-288-3376

or visit us online at:
www.depo.com

ATKINSON-BAKER

DEPO.COM

NATIONWIDE COURT REPORTERS
HIGHER STANDARDS FOR BETTER SERVICE™
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MICHELLETICE

Michelle Tice has been

a legal secretary since
1977 and currently works
for Baker & McKenzie,
assisting Chair of the
North American Litigation
Practice Group, Senior

of Counsel to the North
American Region and a
partner in the transactional
field. She is Immediate
Past President of San
Diego Legal Secretar

ies Association and also
served SDLSA as a Direc-
tor, chaired the Publicity
and Charitable Projects
Committees and was Sec-
retary and Historian.

Netiquette

BY MICHELLETICE, CCLS—SUBMITTED BY SAN DIEGO LSA

MIND YOUR MANNERS
What three words have a total of only 14 letters
yet carry a great deal of meaning? People may
not notice these words when they're there, but
if you forget to use them, you'll come across
looking disrespectful and ungrateful. Give up?
These very powerful words are “Please” and
“Thank You.” Please take my advice. You'll
thank me later.

There are others who are very sensitive to
being addressed by their first names. When
in doubt, use Mr., Mrs., or Dr. (if appropriate).

what these are, emoticons are little faces
made up by arranging parentheses, colons,
and semi-colons. Use good judgment here. If
you write to someone frequently and you have
a less formal relationship, then emoticons are
okay. If, however, you're writing to a prospec-
tive employer, stick to words only.

Avoid writing your message using all upper
case letters. It looks like you're shouting. Don't
use all lower case letters either. Some people
say it will make it seem like you're mumbling.

“There is no need to dilute your message with
flowery verbiage, long winded diatribes and most

especially, hearsay.”

When you are replying to an email and the
sender of the original message has used his
or her first name only, then you could safely
assume it's okay to use that person's first
name as well.

DON'T USE THAT TONE WITH ME

Tone is a difficult thing to explain. Remember
when your parents would say “Don’t use that
tone of voice with me, young lady (or young
man)?” Your feelings come across by the way
you say something. It is easy to change your
tone when you're speaking. When you're writ-
ing it's very hard to do. Whenever | write an
email, | read my message over several times
before | hit send. | want to make sure | come
across as respectful, friendly, and approach-
able. | don't want to sound curt or demanding.
Sometimes just rearranging your paragraphs
will help.

If you're writing to someone you've com-
municated with before, you might want to
begin by saying “l hope you are well.” Email
writers often use emoticons to convey a cer-
tain tone. For those of you who don't know
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TOO MUCH PUNCTUATION!!!
Don't get caught up in grammar and punctua-
tion, especially excessive punctuation. You'll
see lots of email messages where people put a
dozen exclamation points at the end of a sen-
tence for added emphasis. Exclamation points
(called "bangs” in computer circles) are just
another form of ending a sentence.

If something is important it should be
reflected in your text, not in your punctuation.

FLAME EMAILS:

Never has the principle of communication
been more evident than in today’s society of
email. Since over 90 percent of communica-
tions are done this way, consider how the
person on the other end will feel once they
receive your email. It is very difficult to express
tone in writing and you want to come across as
respectful, friendly, and approachable. When
writing, practice “short but sweet” communi-
cations, rather than editorializing every mes-
sage. When composing email, state the facts
and move on. There is no need to dilute your
message with flowery verbiage, long winded



diatribes and most especially, hearsay. Be particularly mindful of
“flame” emails: know when flame mail crosses the line. Emails
that are sent from one person to another that are designed to
hurt, can be insulting, threatening or humiliating, and can cause
hard feelings, irritation and workplace problems, especially
if they're rampant, be it email that uses profanity, email that
threatens, or email that in some fashion is designed to attack
or humiliate another person. A systematic, continued stream of
bile and threats can move into the realm of harassment.

If you flamed someone, say you're sorry. As high intentioned
as many of us can be with so many life issues, we all too often
trip up on the caveats we preach to others. Put another way, we
can all hate flame mail, but we can all end up sending one as
well. If you've put match to mail, never forget the final option
of going to the person to whom you sent it and apologizing.
That can be particularly critical if you need to work effectively
together in the future. You can never take or erase the words you
wrote (not to mention that they become a written record), but
you can always apologize. Sit back, re-read your message, and
be absolutely sure that this is the message you want to convey,
before you hit the send button.

TELLING THE TRUTH

Funny how every so often the topic about the acceptability of
fibbing concerning the receipt of an e-mail comes up. Some
feel it is okay to act as though they haven't received an e-mail

thereby giving them an excuse to not respond. Can't respond to
what you haven't received, right? Wrong!

Unless there is a typo in an e-mail address or someone’s
computer crashes - rare are the e-mails that do not get deliv-
ered. Fibbing of any kind is an indication as to what type of
person you are, your character and integrity. Even the smallest
fib can lead to larger lies when justified in such a way as to help
you avoid doing something unpleasant. Like telling the truth.

If you receive an e-mail that requires an uncomfortable
honest response - don't take the stance that if you pretend you
didn't receive the e-mail that then justifies your lack of honesty.
Sometimes the right thing to do simply isn't the easiest thing to
do ...

If you are offered a job you are not interested in, made an
offer you don't want to entertain, asked a guestion that you
don't want to answer, use our wonderful language to choose the
verbiage that kindly refiects your honest reply.

Just because an e-mail warrants you respond in a way that
may decline an offer or refuse to answer a question doesn't
mean you don't reply at all. Show that you are a reliable respon-
sible onliner and respond honestly and in such a way as to not
be terse, abrasive or insulting.

Adjectives are a wonderful thing - choose the ones that hon-
estly reflect your position and you'll keep the door open to future
opportunities and correspondence while still being able to look
yourself in the mirror.

L

*

v

v

24-Hour Scheduling v
800-697-3210 v
www.hutchings.com j
hutchcal@hutchings.com Y
v

HUTCHINGS
COURT REPORTERS

Local | Statewide | National | International

Court Reporters - Conference Rooms
Video - Interpreters - Videoconferencing

Online Scheduling & Calendar Review
Online Transcript & Exhibit Access
Realtime & Remote Access Services
Digital Transcript Delivery

Imaging & Online Document Depositories
Video & Text Streaming over the Internet
Corporate Administration Programs

CLE Presentations and Training

Setting the Course for Excellence Since 1953
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Yesterday your case had two parties...today there are more than 20. Technologies change.
Rules change. Schedules change. How can you streamline the coordination of depositions
to be more organized, cost-effective and efficient — even though you're working in an ever-
changing environment?

Merrill Corporation understands the challenges of managing all the parties, orchestrating
the attorneys, tracking discovery and organizing case information. Whether it's scheduling
high-quality deposition services, reliable court reporters and videographers, or finding a
knowledgeable electronic data discovery service provider, Merrill can be wherever you need
us to be, for a single deposition or for the entire life cycle of your case.

Our comprehensive suite of litigation support services helps legal professionals coordinate
the growing number of multiple parties and volumes of case-related information — from
discovery to deposition to trial.

To make your case management as organized and AN O ADTT
efficient as possible, contact Merrill Corporation today. Cal_l 8(_)08260277 !

Change. Streamlined.

www.merrillcorp.com/law

M E R R I L L C O RP OMRATI ON
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nrormation

Dates To Remember In 2010

Hosted by Merced County LPA and Stanislaus County LPA

for CCLS October 16th exam without a late fee

for articles for November issue of The Legal Secretary

August 13 - 15, 2010 LS! 1st Quarterly Conference

Doubletree Hotel, Modesto CA
August 17, 2010 Last day to register
September 1, 2010 Deadline for Submission
October 12, 2010 Last day to register

for November conference to avoid a late fee
October 16, 2010 CCLS Exam

Northern and Southern California locations
October 18, 2010 Last day to reserve a room

for November conference and receive group rate

November 12 - 14, 2010

LS| 2nd Quarterly Conference

Hosted by San Fernando Valley LSA
Beverly Garland Holiday Inn, North Hollywood, CA

Helpful Websites

Supreme Court of the United States

http://www.supremecourt.us

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

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

California Assn. of Photocopiers and Process Servers

www.capps.org

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

California State Bar
http://www.caIbar.ca.gov/state/caIbar/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.S0S.Ca.80V

National Court Reporters Association

http://www.ncraonline.org
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DEBORAH RICKERT

Deborah Rickert is editor of
The Legal Secretary
magazine. She has served
LSl as LSS Civil Litigation
Leader, PRC Assistant
Editor, Registrar, and Editor
of The Legal Secretary
2004-2006 and 2008-2010.
Deborah has been a legal
secretary for over 25 years,
and works at Latham and
Watkins LLP in Orange
County, California.

In This Issue

BY DEBORAH RICKERT, CCLS

ne of the big topics at Annual Confer-

ence was the continued discussion of

associations changing their name from
"Legal Secretaries Association” to “Legal Pro-
fessionals Association.” How does this affect
the title of our magazine “The Legal Secre-
tary?” Should the magazine title be changed
or are we ready for discussion? Please let us
know your thoughts and comments on this
hot topic.

This issue of The Legal Secretary includes
results of contests held and announced at the
2010 Annual conference, along with confer-
ence photographs. | would like to congratu-
late and recognize the LS| incoming Officers
President - Brooke Atherton, CCLS, Vice Pres-
ident - Sandra Jimenez, CCLS, Executive Sec-

Editor's Message

ogy, Kristine Custodio writes about Social
Media Savvy. The article title “You Are What
You Tweet . . . and That Could Mean “You're
Fired” gives a brief summary and the contents
are educational and thought provoking.

There is information about the upcoming
conference “cruise” on the LS-ISLE scheduled
August 13 - 15, in downtown Modesto in an
article written by Diane Mecca and Stephanie
Harrison. When you travel to Modesto, don't
forget to bring your pre-decorated ducky, or
purchase one and decorate on site for the
“Rubber Ducky Contest.”

Rounding out this issue are articles on
leadership, membership, fundraising and
expediting your application for CCLS recerti-
fication.

“...our goal to provide educational and interest-

ing articles, and we welcome your comments

(or complaints).”

retary - Mary Beaudrow, CCLS and Treasurer
- Jennifer Page, CCLS. Their photographs are
included in the LS! Conference Scrapbook on
page 4, along with a group photo of incoming
LSI Chairmen for the 2010-2011 fiscal year.

President, Brooke Atherton, CCLS starts
this issue with her article "Education, Lead-
ership, Mentoring” and asks for our help to
increase the membership of LSI. She believes
that we can reach 2,011 members by the year
20M1. How will your association help Brooke
reach this goal?

We are introducing a new column on Neti-
quette written by Michelle Tice, CCLS. Thanks
Michelle! With all the technology out there,
she will keep us updated on proper business
use of sending e-mails. Speaking of technol-
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Those associations assigned to submit
articles for the November 2010 issue and
those assigned who were unable to submit for
the August issue are due soon. Your contribu-
tions for the November issue should reach me
by September 1, 2010.

As always, it is our goal to provide educa-
tional and interesting articles, and we wel-
come your comments (or complaints). Please
let your views be known and give us some
feedback on what you would like to see in
future editions of The Legal Secretary. Feel free
to contact the Editor at any time by phone or
email, either at home or at the office.



LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE QUANTITY TOTAL

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

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

No charge for PDF[ ]  Send hard copy [ ]

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 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
MISCELLANEQUS 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.
10f2

(Prices effective 06/01/2010)
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL
LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An8 %" x 11" $ 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.
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.

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

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

governors.

MEMBERSHIP APPLICATION FORM* An 8 2" 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. O Printed
NEW MEMBER PACKET* A 2-pocket folder containing letter from LSI President, N/C
LSI membership information, Specialization Sections Membership Application, list of
benefits and providers, CCLS information, Legal Professional’s and Law Office
Procedures Manual flyer and Code of Ethics. Local associations may insert additional
material. For new local association members only.

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

-0r-

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 =

YO |en R |0 ||

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 “LSL,” enclosed |:] VISA I:I MASTERCARD |:]
Credit Card Information: Number Expiration Date: Month Year
Name on Credit Card: Card Verification Number

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

*Item available to LSI members only. (Prices effective 06/01/2010)
2 of 2
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California Certified Legal Secretary

A Program of
Legal Secretaries, Incorporated

APPLICATION

Please complete and mail this form to the following address with your check to reserve your place
at one of the examination venues:

fgélfi _‘?igndia
L

d
Se tax:%

(%

CCLS Certifying Board
5726 Lorelei Avenue
Lakewood, CA 90712

Northern California Saturday, October 16, 2010

Southern California Saturday, March 19, 2011

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

EXAMINATION FEES*

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

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

% Fees subject to change without notice.

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.

*k%k

Name Last 4 Digits of SSN

Mailing Address:

City/State/Zip:

Day Phone: Evening Phone:

E-mail(s):

Rev. 04/10 Please Complete Reverse Side This form may be reproduced.



Highest level of formal education completed: ; Highest Degree:

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

Dates Position

Employer
Address
City/State/Zip

Supervisor Phone

Summary of Duties

Dates Position

Employer
Address
City/State/Zip

Supervisor Phone

Summary of Duties

| certify that | have completed this application truthfully. | understand that a false statement may
result in the 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
NCE & FINANCIAL SERVI LUDING A H RS DISCOUNTED INSURANCE:
/DENTAL PLANS/DISCOUNTED LONG TERM CE

NOTE: This list is maintained for use by members of Legal Secretaries, Inc. Agents for insurance and financial providers are
available as resources when members inquire about benefits. Please use this as a starting point; ask for information, compare policy
coverage and prices. LSI wants its members to find the BEST coverage for each member’s individual needs and location. For

information call these representatives directly.

DISCOUNT THROUGH
CEB
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 hitp://ceb.com/LSV/

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) 339-4353 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
Phone: (800) 894-1200

Redwood City, California 94603-0907
Phone: (800) 6324699 — (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

Editar, The Legal Secretary

DEBORAH RICKERT, CCLS

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

Educational Program Coardinatar (CEC)
DORO NESBITT, CCLS

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

E-mail: dnesbitt@comcast.net

Histarian

CARRIE HUGHES, CCLS

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

Legal Specializatian Sectians 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: d1anal1@yahoo.com

Editar, 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 Secretarial Training/Seminar (CEC)
COLLEEN YOUNG

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

Professional Liaison/Day in Court
LEANNA PIERCE

Office: (619) 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 Litigatian

DENISE AGUILAR, CCLS
Home: (714) 670-0215
E-mail: daguilarS7@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; clkccls@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

Transactianal Law

BELINDA OWENS

Home: (619) 229-9323; Office; (619) 233-9004
Fax: (619) 544-1246

E-mail: bowens@maxhamfirm.com

PUBLICATIONS REVISION COMMITTEE

Editar, The Legal Professianal’s Handbook
MARIA BISHOP, CCLS

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

E-mail: mbishopccls@perezmiller.com

Editar, 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

LISA DELA O

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

E-mail: lisad@ssmlaw.com

Assistant Editor

KAREN ). JONES

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

Fax: (310) 557-2193

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

Assistant Editar

CAROL KARWATT

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

Pt 2he Power of the Network
Zo work for you Zoday...

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

PDF/Fax/e—Hling

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
I i I Unlike publicly accessible records, liquid assets and other non—public
record information are considered to be protected under the
Sy, Gramm-—Leach-Bliley Act. Generally, if you have a judgment or a
documented debt, and are acting under court order or investigating a
business transaction initiated by the subject, you may order such
investigations.

Civil & Criminal Investigations

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

ﬁ Subpoena Photocopy

First Reprographics provides a total service package. We can prepare
the subpoena, notice the appropriate parties, serve the custodian of

\ ) records, copy the records and disseminate copies to the requesting
parties. First Reprographics can act as your deposition officer. We
can serve the custodian and if they prefer we will arrange to copy the
records on site.

ZLs your 4Z‘Z‘ori7ey

Service 2his easy

Litigation Copying
g g B2 1 Whether you have one box or several hundred, First Reprographics
£.7.5 1 can duplicate the records and give you an exact replica of the
p/QCe yOdl‘ 0/‘0/8/‘, Ch&d YOL(I‘ /,I Originals.
Statws ) Keceive YVoulr
Document's..all online!
www firstiegalnetwork.com

Support Services © Investigations © Reprographics
* First Legal Investigations Licenses: CA Pt 24171, AZ Pt 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
un Inland Empire
gZS 'ﬁfegﬁgh S{Yeet 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



