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PRESIDENT’S MESSAGE

Moving Onward and Upward in Unity
BY MARY J. BEAUDROW, CCLS 

We have returned from celebrating Legal Secretaries, Incorpo-
rated’s 81st Annual Conference at the Bahia Resort in San Diego, 
California. Thank you to our host association, San Diego Legal 
Secretaries Association, and Annual Conference Chair Michelle 
Tice, CCLS, along with her committee members for doing an out-
standing job. The Bahia Resort in San Diego provided a beautiful 
location for our conference. 

At the Saturday night banquet, I had the pleasure of presenting the Presi-
dent’s Award to our Editor-in-Chief, Maria Bishop, CCLS, for all of her years 
of service for LSI. Maria has been a member of the Public Revisions Committee 
for several years and in 2010, she was appointed to be the Editor-in-Chief. As 
I said in my speech, Maria is a quiet leader with a heart of gold.  The Editor’s 
main duty is to make sure that the committee is keeping on top of updating the 
chapters for the Legal Procedures Office Manual and the Legal Professional’s Handbook. 
Without these publications, LSI would not be as financially sound as we are at 
this time. When I made the announcement, Maria’s expression was priceless.

To me the most important topic of discussion that took place at the annual 
conference was  the selection of LSI’s new administrator. At the Post-Board of 
Governors meeting a majority of the Governors voted to adopt the following 
Executive Committee’s recommendation:

The EC recommends hiring California Advocates Management 
Services (CAMS) as the LSI Administrator and further recommends 
executing their contract for services.

California Advocates Management Services is an association management 
service that was formed in 1991. They are a full service association management 
company that provides services to numerous associations, including 501[c] (6) 
mutual benefit organizations and 501[c] (3) foundations. A team of association 
management specialists who possess over sixty combined years of diversified 
association experience manages CAMS and its current clients. CAMS is located 
at 2520 Venture Oaks Way, Suite 150, Sacramento, CA 95833. This office is 
convenient to the airport and is just five minutes from downtown Sacramento. 
The CAMS office will be the LSI’s headquarters. The office is open Monday 
through Friday, 9:00 a.m. to 5:00 p.m.

I worked closely with CAMS when I was President of California Legal Pro-
fessionals Support Services (CALSPro) from 1998 – 2000, and during my years 
of serving on the Board of Directors of CALSPro. I know CAMS to be a profes-
sional corporation that provided a personal touch to its clients. It is because 
of my previous relationship with CAMS that I asked them to submit a bid for 
the LSI Administrator position. Some of the associations that CAMS manages 
beside CALSPro are the Association of Defense Counsel of Northern California 
and Nevada; California Judges Association; and Los Angeles Chapter of the 
American Board of Trial Advocates. 

LSI is making a dramatic change in having a corporation serve as our admin-
istrator and I understand change is not easy.  Change can be a good thing. 
Please note the Executive Committee is not making a lifetime commitment 
to CAMS. We have signed a contract for one year that may be terminated by 
either side without cause on 90 calendar days prior notice. The Executive Com-

MARY J. BEAUDROW, CCLS 

is President of Legal Secretaries, 
Incorporated and a member of 
Mt. Diablo Legal Professionals 
Association. Mary has worked 
in the legal field since 1977, and 
has worked for the law firm of 
Morrison & Foerster LLP since 
2002, where she is currently a 
Senior Docket Coordinator. Mary 
is a former member and Past 
President of San Francisco Legal 
Professionals Association.
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mittee felt we need at least a year to determine if having 
CAMS as our administrator is serving the needs of LSI. 

Kim Ingersoll, who has worked for CAMS for eleven 
years and handles the other legal association accounts, has 
been assigned to be our LSI Administrator. There is going 
to be quite a learning curve for both parties as we develop 
our working relationship; however, I am confident that the 
membership will continue to receive excellent customer 
service.

 The fiscal year for Legal Specialization Sections is 
August through July, and membership renewals are just 
around the corner. Please be sure to renew your mem-
bership soon. If you are not a member of one or all of the 
Legal Specialization Sections, you are missing a wonder-
ful opportunity for quality education at an outrageously 
minimal cost.

The Legal Specialization Sections will continue to offer 
lunch time webinars. A webinar is scheduled for June 
10, 2015, from Noon – 1:00 p.m. with the topic “Immigra-
tion Consequences of a Criminal Conviction: A Review of 
Lawful Permanent Residency vs. Executive Action.” How 
convenient to receive education by sitting at your desk! If 
you are a member of the Law Office Administration section 
or the Criminal Law section, you attend for free. 

Make a change in your life, step outside of your comfort 
zone. Bring someone new in to LSI. Take it a step further 
and invite someone new to attend an LSI conference with 
you. Introduce them to the Executive Committee and 
the members of LSI. Help them to experience all that LSI 
offers. But most importantly, make them feel welcome. 
Make them realize the advantages of being a member of 
Legal Secretaries, Incorporated.

PRESIDENT’S MESSAGE

ONWARD

 UPW
ARD

LS

Jeffrey Sacramento  Reliable, quality, realtime court reporting 
 Schedule for California, U.S. or the world 
 Nationwide conference rooms 
 Allow us to make your life easier 
 

depos@behmke.com            800.335.3376       www.behmke.com 
 

 

Denise L. Paulson 

mailto:depos@behmke.com
http://www.behmke.com
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California Advocates 
Management         
Services 
2520 Venture Oaks Way 
Suite 150 
Sacramento, CA   95833 

Welcome LSI’s        
New Administrator 

(800)  281-2188 Toll Free 

(916)  239-4089  

Kim@lsi.org 
  

Kim Ingersoll 

CAMS Representative to LSI 

mailto:Kim@lsi.org
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LSI Quarterly Conference
MAY, 2015  |  SAN DIEGO
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Court Reporting   |   Record Retrieval   |   Litigation & eDiscovery Services   |   Trial Services 

Costa Mesa | Fresno  |  Los Angeles  |  Sacramento  |  San Diego  |  San Francisco  
Sherman Oaks  |  Woodland Hills  |  Inland Empire

National Presence. Local Expertise. 

  

800.993.4464

U.S. Legal Support provides court reporting, 
record retrieval, electronic discovery and 

trial support services to local and 
national law firms, major corporations and 

insurance carriers.  We stand out in a field of many 
choices by offering tailored solutions and 

exceptional personalized service.

Visit www.uslegalsupport.com for a listing of our national locations.

http://www.uslegalsupport.com
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SHARA J. BAJURIN, is employed as a legal secretary for Carr McClellan P.C. in Burlingame, 
California, supporting attorneys in the Litigation, Real Estate, Corporate and Bankruptcy Depart-
ments.  Shara has worked more than twenty-five years in the legal field.  She is a graduate of the 
University of New Mexico with a BA in Political Science, earned an AA in Paralegal Studies, and 
passed the California Certified Legal Secretary exam.  Shara is a long-time member of the San 
Mateo County Legal Secretaries Association, served as President from 2009-2011 and is currently 
Co-President, and is a member of LSI’s CCLS Certifying Board.

Seven Reasons Why Paralegals 
Should Take the CCLS Exam
BY SHARA BAJURIN, CCLS, CCLS CERTIFYING BOARD

This question comes up all the time:  What is the difference between a paralegal and a legal secre-
tary?  One might say that paralegals do what attorneys can do, and legal secretaries do what attorneys 
can’t do.  Essentially, a paralegal’s duties could include interviewing people involved in the case, pre-
paring case summaries, research and documentation of cases, and general case management.  Paralegals 
may bill their time, which makes them a valuable asset for the firm.  On the other hand, a legal secre-
tary’s duties may include essential administrative duties for the law firm, including word processing, 
filing, calendaring, and assisting the lawyers and paralegals.  In this quickly-changing industry, many 
legal secretaries have earned paralegal certifications in order to improve and broaden their skills, as 
well as allow their firms to bill their time for paralegal work.  But, why should a paralegal consider 
taking the California Certified Legal Secretaries Exam?  We have seven reasons why the CCLS exam is 
a great idea for paralegals:

• Ability to Communicate Effectively.  Paralegal programs 
are not focused on improving grammar and punctua-
tion.  It is assumed that the paralegal has advanced skills 
in that area already.  The reality is that many paralegals 
lack the basics in spelling, punctuation, and grammar.  
Studying for and taking the CCLS exam will sharpen 
those skills considerably.

• California Legal Procedures.  Acquiring a deep under-
standing of state court requirements seems like a no-
brainer, but many paralegals find themselves asking 
questions like, “How many copies do I need to provide to 
the court?” and “How do I calendar this?”  Preparing for 
the CCLS exam will make you the expert.

• Skills.  A paralegal may specialize in one area of law, but 
in today’s downsized, right-sized, topsy-turvy work-
ing world, having a broader set of skills assures greater 
marketability.  Learning to work in many different areas 
of the law provides better job security.

• Legal Computations.  Thought you left math behind in 
high school or college?  Think again!  A career in the legal 
field guarantees that you will have to calculate judg-
ments or calendar deadlines.  Whether a legal secretary 
or paralegal, you will most likely have to determine post-
judgment fees or calculate a response date.  Studying for 
the CCLS exam will prepare you for that.

• Legal Terminology.  Most paralegals have a very good 
understanding of legal terminology, so show off your 
skills!  The CCLS exam will push you hard, and will 
require that you recognize the proper citations using the 
California Style Manual.  

• Law Office Administration.  Earning a paralegal degree 
or certificate does not usually include the many aspects 
of working in a law office.  This section of the CCLS 
exam will expose the paralegal to the unique structure 
of the law office, including records control, filing proce-
dures, and notary public procedures.  

• Reasoning and Ethics.  Everyone who works in a law 
office is expected to have an understanding of profes-
sional standards of conduct.  Paralegals are required to 
complete four hours of legal ethics every two years.  This 
section of the CCLS exam will provide a deeper under-
standing of what this means, making the paralegal a 
more valuable asset to the firm.

The CCLS offers you greater recognition from your 
peers.  Hear that applause?  It’s all for you!  As a CCLS, 
you can expect recognition from your peers for taking that 
extra step in your professional development.

LS
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DARIN ADCOCK joined Dowling Aaron Incorporated in 2005 and became its Chief Informa-
tion Officer in 2007. He manages all aspects of technology from servers and PCs to telecom and 
wireless solutions. Dowling Aaron is the Central Valley’s second largest full-service law firm with 
locations in Fresno, Bakersfield, Visalia and soon Roseville, California. Darin earned his Master’s 
Degree in Digital Security from Golden Gate University and has been featured in BizTech Maga-
zine, CIO.com and USA Today informing readers about mobile device security. He is a recipient 
of the ROI award from the prestigious Nucleus Research organization. He was also nominated for 
the Information Security Executive award for the West region and has been a speaker at InterOp, 
LegalTech, and AirWatch Connect. 

Mobility with Security  
in Legal Industry
BY DARIN ADCOCK, FRESNO COUNTY LPA

Your workload is heavy, timelines are shortened and pro-
ductivity is expected to increase so how do you manage to get 
everything done? Well, it seems that a huge majority of people 
are solving these issues by working while being mobile. Smart 
phones and tablets allow us to continue to accomplish a lot 
of tasks even though we are on the go. Whether I’m sitting in the doctor’s office or sitting in bed, I 
can still communicate with staff, answer emails or do research even though I’m not sitting at my desk. 
But can I do it securely? Mobile security is just as important as being mobile but most people haven’t 
addressed the issue yet. Many law firms are allowing their employees to sync their smartphone with 
the corporate email server yet have no safeguards in place if the phone is lost or stolen. Many law firms 
don’t even require a passcode to be on the device and even if they did, they don’t have the means to 
enforce it.

Years ago when the Palm Treo became able to sync 
with Outlook, we had a few attorneys that wanted to use 
the technology. I remember those days well because the 
attorneys would always freak out when we had a power 
outage since their phone was no longer syncing until they 
were logged back in and Outlook was running. At the time, 
it was just a handful of attorneys so I could keep track of 
who was syncing and if they had a passcode on their device 
or not. I quickly learned that even though I explained the 
reasons why it’s important to have a passcode, they would 
turn it off as soon as I left their office. It apparently slowed 
them down too much to have to enter the 4-digit PIN. As 
I monitored and learned how much data they were stor-
ing on their Treo’s, I quickly realized that they are walking 
around with an electronic briefcase. They had hundreds of 
megabytes of corporate data at their fingertips, or if they 
lost it, someone else’s fingertips. It was at this moment 
I knew I had to come up with a solution that would 
allow me to manage mobile devices and set some security 
requirements. In talking with my representative at CDW, 
he suggested I give AirWatch a look. AirWatch is a Mobile 
Device Management (MDM) solution that works with all 
kinds of different devices allowing you to set and push pol-

icies to the smartphone or tablet. AirWatch could do the 
three main policies I wanted and a lot more. I wanted to 
force a password, wipe the phone after 10 failed attempts 
and also put a screen timeout for inactivity. We also use 
it to push Exchange Sync settings, Wi-Fi and a few other 
things. After the initial setup costs, it costs roughly $3 per 
month to protect a smartphone or tablet. This is a very 
inexpensive way to protect all of the data that resides on 
smartphones and tablets.

Although I met some initial resistance and inherited 
the name “Big Brother,” it only took one stolen phone for 
the attorneys to realize the need for AirWatch. They also 
learned that not only was I protecting corporate data, but 
their personal data as well. We had an attorney whose car 
was broken into while attending a funeral on a Sunday 
afternoon. It was obvious the phone was stolen and not 
misplaced so he immediately called me using his wife’s 
phone and told me to send the wipe signal. Once the phone 
was wiped, he could then go into Verizon and replace it. 
He took comfort in knowing that not only the corporate 
data was gone but so was his personal banking application, 
text messages and personal photos. Now employees come 
to me right away to get AirWatch installed.
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• Employees should “Opt-In” to the Mobile Security 
Policy with personally-owned phones.

• Only salaried employees should be allowed to sync 
except in special circumstances due to potential over-
time issues.

• Mobile Security policy should state what you have rights 
to, what security policies are in place and what you are 
not doing. For example, we don’t enable GPS tracking.

•  Send multiple emails prior to launch of the project 
explaining reasons why you are implementing a mobile 
security policy and also remind them that you can’t read 
their texts or view their pictures, etc.

• Choose only a few policies to begin with so it’s not over-
whelming or over-complicated.

• You can choose to perform a “Corporate Wipe” which 
removes just the Exchange Sync settings which is Mail, 
Calendar and Contacts or you can perform a “Device 
Wipe” and reset the phone completely which would also 
erase their personal items.

• If you have resistance getting the project approved, 
remind them that attorneys have an express duty “to 
maintain inviolate, the confidence, and at every peril to 
himself or herself to preserve the secrets, of his or her 
client.” Bus. & Prof. Code section 6068, subd. (e)(1).

MOBILITY WITH SECURITY IN THE LEGAL INDUSTRY

LS

Things to Consider:

INSTRUCTIONS:  CHOOSE THE CORRECT WORD IN EACH SENTENCE BELOW.

1. Neither the plaintiff nor the defendant [A] have [B] has the tentative ruling.

2. The board [A] is [B] are driving their own cars to the meeting.

3. He is the kind of attorney [A] that [B] which all plaintiffs would like to hire.

4. The plaintiff must assert all of [A] it’s [B] its claims at the outset of the case.

5. [A] Who [B] Whom is the person in charge of this project?

6. You and [A] me [B] I are the designated signors.

7. I wish she [A] were [B] was present for the hearing.

8. A number of accidents on the freeway [A] have [B] has tied up traffic.

9. The opposition to the motions [A] are [B] is due today.

10. We [A] can not [B] cannot do anything, or we can fix the problem.the amount of 
support to be awarded.

CCLS QUIZ:  
Ability to Communicate Effectively – Grammar
BY TERRIE QUINTON, CCLS, CALIFORNIA CERTIFIED LEGAL SECRETARY CHAIRMAN

SEE ANSWER KEY ON PAGE 29
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KELLY BORGES is a member of Humboldt County Legal Professionals Association, cur-
rently serving as its Governor/Parliamentarian, previously as its Vice President, Treasurer and 
Secretary. She is a Paralegal for David J. Crane, Attorney at Law, whose focus has been state and 
federal litigation for over forty years. Kelly earned her AS degree in Legal Assistancy/Paralegal 
Studies over twenty-five years ago.

How Unemployment Really Feels
BY KELLY BORGES, HUMBOLDT COUNTY LPA

I’ve worked since I was thirteen years old and never thought I would be collecting unemployment. 
I had heard the stories of many in our area struggling to find placement, both in the legal field and 
others, but could only empathize, having no personal experience.

In the past if I found myself interested in an open posi-
tion, I submitted my application and resume and confi-
dently awaited the interview I knew was coming. If the 
offer was attractive enough I took it and never stayed less 
than two years. One position lasted fourteen. Then 2012 
changed everything I knew.

I not only lost my position of almost three years, I lost 
my self-esteem, professional image, and identity. It was 
a blow for which I was unprepared, and the emotional 
roller-coaster that accompanied this new place in my life 
was equally devastating. I was depressed, unable to sleep, 
nauseous, and at times desperate enough to consider my 
previous career in the medical field. This was a constant 
struggle over an eighteen month period. I actually received 
unemployment benefits through the first extension, before 
that program ceased.

After applying for multiple positions, interviewing, and 
not being hired, I had to wonder what I was missing. What 
was wrong with me?  For the first time in my life I felt 
unwanted and underappreciated, not a great place. 

I brushed up on my Spanish, kept up my MCLE’s, and 
actually sought assistance through the programs offered by 
Employment Development Department. That was another 
first.

I had to attend a seminar on what employers are seeking, 
the questions to expect and the most appropriate answers 
(What animal would you be?  Were they serious?  I failed 
that one, by refusing to relinquish my human standing). 
EDD reviewed and critiqued my resume, evaluated my 
interview style through seven mock interviews, each offering 
new insight and suggestions. They also offered a variety of 
self-improvement courses. It hit them all. It was a revelation.

I registered with two different employment agencies 
and notified our local association’s Employment Chair of 
my position requesting I be placed on her list. I applied 

everywhere, tested, interviewed and accepted temporary 
positions as they came. I lost my previous confidence, but 
learned instead the reality of humility and accepted all 
offered constructive criticism. I found the true value of 
teamwork within our local association. Their continual 
support and suggestions kept me going. My fellow mem-
bers directed me to helpful websites, evaluated my resume 
for different elements than the general items EDD had 
done. I actually joined a website for legal professionals, 
something I had always viewed as a waste of time. I learned 
otherwise, with their Blogs, articles, networking, and one 
continual flow of information.

In addition, our members kept in touch, aside from the 
monthly meetings, and kept me buoyant. I learned a lot 
about strength, determination, resourcefulness and myself. 
Mostly, I believe, I learned that reaching out does not 
define one as weak, but instead, as open.

One of those temporary positions eventually let to my 
current, permanent job, for which I am eternally grateful. 
Litigation is an area in which I was always interested, but 
never pursued. I am so glad to have been given the opportu-
nity to do so.

Litigation is different every single day. The hours pass 
quickly. I come home exhausted and commonly go to bed 
without dinner. I’m just too tired to eat, but it is a good 
tired. My brain is constantly challenged in different ways 
than before, and the time I used to spend in recreational 
reading or puzzles I now use to relearn those things I 
haven’t addressed since acquiring my degree.

My employer is patient, believes and practices mutual 
respect and loves to teach. This is my cup of tea and I 
wouldn’t change places with anyone.

Thank you all for everything. I don’t look forward to 
unemployment, but will handle it with a much more open 
mind than I have in my past, should the need arise.

LS
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OVERVIEW OF CALIFORNIA 
 STATE COURT DISCOVERY 
 
 

 
LSI will be offering an online class on an Overview of California State Court Discovery.  This 
class will be a six-week, work-at-your-own-pace online session commencing November 2 and 
ending December 14, 2015.  During the classes, the following topics will be covered: 
 
Interrogatories 
Demand for Production of Documents 
Requests for Admissions 
Depositions 

Demand for Physical Examinations 
Deposition Subpoenas 
Discovery Timelines and Service 
Verifications 

 
CLASS SESSION OPENS MONDAY, NOVEMBER 2, 2015 

 
Classes will take place online utilizing video lectures, discussion boards, email, whiteboard 
sessions, chat rooms, and quizzes.  Login information will be provided upon enrollment in the 
class. 
 
The content of this class is designed for legal secretaries and those studying for the 
California Certified Legal Secretary examination. 
 
The cost of the class is $30 for LSI members/$50 for non-LSI members. Each individual must 
register separately. Upon completion of the class, students will receive a certificate of 
completion from LSI. 

 

 
OVERVIEW OF CALIFORNIA STATE COURT DISCOVERY CLASS REGISTRATION 

(Please type or print clearly) 
 
Name:  Email:  
Address:                            City/Zip: ____________________ 
Telephone:  Association: LSA/LPA    
 
                                    $30 LSI Member______        $50 Non-LSI Member_______ 
 
Payment: Check #_________  

Visa/MC Credit Card #      _   __ ________ 
  Exp. Date:    3-digit CVV No.:    Zip Code: _________ 
 
Email registration form NO LATER THAN October 26, 2015, to Shaylene Cortez, CCLS, LSI Legal 
Secretarial Training/Seminar Chair, training@lsi.org or mail to LSI (see website for mailing address). 
Checks should be made payable to LSI (Note: checks must clear before access will be released). 
Registration will also be offered online at www.lsi.org with PayPal. For further information or inquiries, 
email training@lsi.org.  No refunds after November 2, 2015. 

LSI – Educating California’s Legal Professionals 

mailto:training@lsi.org
http://www.lsi.org
mailto:training@lsi.org
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KATHLEEN GORHAM is a Southern California native and Palm Springs resident since 1990, 
and has served in the legal profession for 28 years. Kathleen is a past member of the San Fernando 
Valley Legal Secretaries Association and current member of the Desert Palm Legal Professionals 
Association. Kathleen is a certified paralegal with the law firm of Slovak Baron Empey Murphy & 
Pinkney LLP in Palm Springs. Kahtleen can be reached at gorham@sbemp.com.

Estate Planning is for Everyone
BY KATHLEEN GORHAM, DESERT PALM LPA

When it comes to our own personal estate plan-
ning it’s “Ugghhh!” No matter how many times 
many of us help other people go through it, when 
it comes to thinking about our own end it is dif-
ficult to deal with. I feel the same way about going 
to the dentist. Great for you but not for me!

I have watched many families fall apart and away from 
one another because of battles over a loved one’s “stuff.”  I 
was sure this would never happen in my own family until 
my father passed away. So now I am even more an advocate 
for estate planning which can be completed with an attor-
ney for somewhere between $1,200 up to around $3,500 for 
couples depending on each family’s complexities.

Start with the basics – Power of Attorney and Medical 
Directive. Not having these in place could cost your loved 
ones tens of thousands of dollars. First, you want a Power 
of Attorney and Medical Directive in place so that someone 
can make the decisions you want for you if you cannot. 
Second, you want to protect your money and your assets 
so that your spouse, children or other relatives will be able 
to continue without your income or monetary aid when 
you’re gone. Next is your Will which allows you to desig-
nate in succession your assets and personal property. You 
may want to include a Trust which can offer protection of 
assets and allocation of taxes. Another consideration is to 
leave assets like IRAs and life insurance policies outside 
of your Trust so they can be paid out immediately to your 
designated beneficiary to help pay for immediate costs. 
Another very important piece to consider if you have a 
special needs child is a Special Needs Trust so that assets, 
including assets that will build up over time, or insurance 
policies can be set aside for the care and well-being of that 
special needs person and protect any means-tested pro-
grams they are enrolled in while relieving your family of 
much stress or pressure on an abled sibling. 

Life is full of ups and downs, but no experience is more 
difficult than a loved one’s illness, incapacitation or death. 
On top of that, even the closest and most well-behaved 
families fight over inheritance or what to do with a sick or 
incapacitated parent. You can relieve much of this stress 
and pain for your own family and relatives by preparing 
your estate plan now, while you can. Then make a note 
each new year to review your plan and make any desired 
changes. 

Perhaps you feel that you do not own enough valuables 
to bequeath to someone after you’re gone, but even the 
smallest, personal item like a bracelet, a book or even an 
old car to someone you love will mean the world to that 
person that you thought of them.  Most people designate 
their spouse first, but if you are not married, think very 
carefully about who you designate as the executor of your 
estate or successor trustee. If you have any doubts in any 
one person, designate two together or consider designating 
your attorney. If you are willing your estate equally among 
your children, then designate the child living nearest to 
you. Give it some thought, but try not to delay. Remember 
the tip of calendaring a review every new year so that you 
can make changes if you want to.

LS

mailto:gorham@sbemp.com
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LEGAL SPECIALIZATION SECTIONS 

2015-2016 MEMBERSHIP APPLICATION 
AND ANNUAL RENEWAL FORM 

August 1, 2015 – July 31, 2016 
 

Membership includes access to free quarterly workshops at LSI conferences for those sections you are a 
member of; quarterly newsletters that include changes to the law and forms; discounted LSS webinars; 

statewide roster of all LSS members in each section for easy access to local procedural information in other 
counties; and networking opportunities. 

  LSI Member 
New/Renewal 

Non-LSI Member 
New/Renewal 

I would like to join all six sections!  $75 $150 
Civil Litigation  $20 $40 
Criminal Law  $20 $40 
Family Law  $20 $40 
Law Office Administration  $20 $40 
Probate/Estate Planning  $20 $40 
Transactional Law  $20 $40 

Total:   
 

Name:   CCLS  PLS  CLA  Paralegal 

E-Mail Address:   
[Please note that newsletters, rosters, and other communications will be sent via email unless regular mail is requested.] 

This information will be listed in the roster that is distributed to all LSS members. 

Firm/Business Name:  

Address:   

Local Association or Member at Large:   

Phone: ___________________________ I prefer communication via USPS  

Method of Payment:   Check payable to “LSI” enclosed   Pay Online at www.lsi.org via credit card or PayPal 
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, $25 PENALTY, AND THE ACTUAL COST CHARGED TO LSI BY THE FINANCIAL INSTITUTION FOR PROCESSING THE ORIGINAL CHECK. 

Send to:  Dawn R. Forgeur, CCLS, Legal Specialization Sections Coordinator 
c/o Stoel Rives LLP 

500 Capitol Mall, Ste. 1600, Sacramento, CA 95814 
dawn.forgeur@stoel.com 

YEARS OF LEGAL EXPERIENCE:   

SPECIALTY:    

FAMILIAR WITH THE COUNTIES OF (Please indicate each County, not area): 

  
  

http://www.lsi.org
mailto:dawn.forgeur@stoel.com
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LYNN KAPPELMAN is a partner in Seyfarth Shaw LLP’s Boston office and is the Chair of the 
Boston L&E Department. Her practice focuses in the area of labor and employment litigation, includ-
ing issues arising under ADEA, Title VII, ERISA, ADA, and all other state and governmental laws 
affecting employers.  

DAWN SOLOWEY is Senior Counsel in the Labor & Employment Department in the Boston 
office of Seyfarth Shaw LLP.  Ms. Solowey is an experienced litigator who represents manage-
ment clients in labor and employment litigation in federal and state courts, in arbitration, and in 
the Equal Employment Opportunity Commission and equivalent state agencies

7 Key Moments to Preserve  
Objections at Jury Trials
BY DAWN R. SOLOWEY, ESQ. AND LYNN A. KAPPELMAN, ESQ., SAN GABRIEL VALLEY LSA

During trial, there are certain key moments when it is critical to preserve your objections for appeal. 
Every trial lawyer, from junior associates who are just learning the trade to experienced trial counsel, 
should review those crucial moments to ensure they do not waive their right to appeal. Here is a cheat 
sheet for keeping track of the key points during trial when it is critical to preserve your objections.

First Day of Trial
On the first day of trial, before opening statements, 

there are several key moments when you must preserve the 
record for appeal.

Before jury selection begins, request voir dire ques-
tions that will help you eliminate biased jurors. Resist the 
temptation to ask for too many questions; instead, focus 
on those few that get to the heart of whether the potential 
juror is biased against your client. If you do so, the court 
will be more likely to accept your questions, and you 
will have an easier time creating a clear record for appeal. 
Object on the record to any important voir dire questions 
the court refuses to ask. It is also important to object to 
improper or prejudicial voir dire questions which opposing 
counsel or the court propose.

As jury selection proceeds, exercise peremptory chal-
lenges and, if applicable, consider a Batson challenge to any 
improper exercise of peremptory challenges by opposing 
counsel on the basis of protected classifications. In addi-
tion, prepare your defense to your opponent’s Batson chal-
lenge where unwarranted.

On the first day of trial, before opening statements, 
also consider objecting if the court has denied any of your 
motions in limine or granted any motions in limine which 
you opposed. But remember that objecting to the ruling is 

not sufficient to preserve the objection; the objection must 
be renewed as the offending evidence comes in.

At this stage, it may also be helpful to seek clarifica-
tion from the court about the parameters for opening 
statements. For example, if the court has not yet ruled on 
a pending motion in limine, you should seek to prevent 
opposing counsel from referencing a subject at issue in the 
pending motion.

After Plaintiff Rests
Defense counsel should be ready to move for directed 

verdict, now known as judgment as a matter of law in 
federal court, after the plaintiff rests. Ideally, you should 
prepare a written motion in advance, and have it ready to 
file in addition to making a verbal record of the motion 
for directed verdict. A written motion is more likely to 
carefully preserve all arguments and to guard against any 
inadvertent waiver, than a hastily prepared verbal motion. 
Include all relevant directed verdict arguments, not only 
as to liability, but damages too. Given the time pressure of 
trial, it is usually most effective to draft this written motion 
before trial even begins and revise it to reflect the evidence 
as it comes in. Make sure the written motion is filed on the 
docket, in addition to being handed up to the judge or clerk 
in the courtroom. Ask for a ruling on the motion on the 
record.
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7 KEY MOMENTS TO PRESERVE OBJECTIONS AT JURY TRIALS

In those instances where you do not file a written 
motion for directed verdict, at least outline your oral argu-
ments and the case citations relevant to your claims and 
defenses to ensure you do not miss one.

After Defense Rests
Defense counsel must renew the motion for directed ver-

dict after the defense has rested. This is a critical step that 
must not be overlooked, even as the trial team is preparing 
for closing arguments and a charge conference. In essence, 
the directed verdict motion argues there is insufficient 
evidence to reach a jury.

Insist on renewing the directed verdict motion on the 
record. Refer back to the original directed verdict motion, 
renew the arguments made in that prior motion and then 
layer in additional arguments based on the evidence that 
defendant presented in its case. While your directed ver-
dict motion may echo the summary judgment motion filed 
earlier in the case in some respects, make sure the directed 
verdict motion specifically cites to the trial testimony and 
exhibits as they have come in during trial. Ask the court to 
make an on-the-record ruling on the renewed direct verdict 
motion as well.

Charge Conference
The charge conference is a critical junction for preserv-

ing objections for appeal. During the conference, on the 
record, preserve all arguments as to your proposed instruc-
tions and verdict form, Offer written proposed instruc-
tions and a written proposed verdict form, with detailed 
citations to authority and ensure those pleadings are filed 
and docketed. Object on the record to any erroneous or 
prejudicial instructions or verdict form opposing coun-
sel proposes, or the court proposes, and consider making 
those objections in writing as well. When arguing at the 
charge conference, be ready with citations to relevant legal 
authority. Consider preparing a binder of all of the cases 
and statutes cited in your proposed instructions and those 
opposing counsel cites so you can readily access any you 
need during the charge conference and even hand a copy up 
to the court as needed.

Before the Jury Charge
Just before the court charges the jury, consider renewing 

objections to any adverse jury instructions. Each court’s 
process is different. With some judges, you will be seeing 
a written charge for the first time just before it is given. 
With others, you may be given a written copy that is a 
revision of the ones the court provided at the initial charge 
conference. Make the most of whatever time is available to 

carefully review the charge and make objections on the 
record or renew those made at the charge conference. At 
this stage, the court may be impatient to get the charge 
to the jury, but you must respectfully insist on making 
a record, at least as to the most pressing matters. Most 
judges will allow you to preserve your record if you frame it 
in those terms and do so efficiently.

After the Jury Charge
Another important preservation moment occurs just 

after the court gives the jury its charge, but before the jury 
begins to deliberate. Listen very carefully to the charge 
the judge gives the jury and ask for a sidebar and object 
on the record to any erroneous, prejudicial or otherwise 
objectionable instructions. Ask for a clarifying or supple-
mental instruction if appropriate. Even if you have already 
objected to a particular instruction at the charge confer-
ence or before the charge, renew critical objections before 
the jury deliberates.

After An (Adverse) Verdict
In the unfortunate event of an adverse verdict, it is 

important to keep a clear head, because several preserva-
tion steps arise immediately.

First, before the jury is dismissed, review the verdict 
carefully and in detail and immediately raise any inconsis-
tency in the verdict to the court at sidebar. In many juris-
dictions, an objection to an inconsistent verdict must be 
raised immediately, when the judge can still send the jury 
back to fix the error, or it is waived.

Second, ask the court to poll the jury, to ensure the 
verdict meets the requirements of the rule, such as a 
requirement for unanimity. Finally, while it may be a 
belt-and-suspenders approach to do so, put on the record 
that you renew the motion for directed verdict and intend 
to move for judgment as a matter of law and a new trial. 
Request a briefing schedule right then and there,

At trial, there are so many moving parts at any given 
moment that it can be difficult to keep a firm eye on 
preservation for a later appeal. For new and seasoned trial 
lawyers alike, we suggest you bring to court a cheat sheet 
of all of the key moments when you must preserve your 
objections, to ensure that nothing is waived for appeal.

This article was originally published by Law360 on May 
11, 2015.

LS
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JAN KUYKENDALL, CCLS, has been a legal secretary for over 34 years. She attained her 
CCLS certification in 1994 and she has been a member of Stockton-San Joaquin County Legal 
Professionals Association (SSJCLPA) and LSI since 1984. She is currently serving as SSJCLPA’s 
President for a 7th term.

A Visit to the Emerald Isle
BY JAN KUYKENDALL, AUGUST 2015 CONFERENCE CHAIR

Stockton-San Joaquin County LPA cordially 
invites you to “A Visit to the Emerald Isle” in 
Stockton on August 21-23, 2015. We are excited 
to host LSI’s First Quarterly Conference again at 
the Stockton Hilton, a beautifully remodeled hotel 
which is located close to I-5 and is within walking 
or a short driving distance from restaurants (Red 
Lobster, El Torito, Applebee’s and Olive Garden, 
to name a few) and other local attractions. There 
is shopping within one block of the hotel and the 
malls are just a short drive away. If you have some 
extra time, Stockton is located in the heart of San 
Joaquin County which has rich soil and growing 
conditions that make it perfect for farmer’s market produce and is minutes away from over 85 wineries 
offering tasting options. If you are driving, be sure to stop at one of the many fruit stands and pick up 
some peaches, plums, tomatoes and grapes for your trip home. Yum, and they smell good too.

Flying into Sacramento International Airport is a breeze 
and approximately a 45 minute drive to the hotel which is 
just a minute or two off of I-5.

There will be vendors and opportunity prizes galore! 
The “Host with the Most,” Honorary Member Don Lee will 
again be hosting a Hospitality party on both Friday and 
Saturday afternoon. Come and join us for some Margari-
tas, snacks and great conversation. Friday night we will 
welcome you poolside once again for the Reception, and 
we are planning something yummy with an Irish twist to 
tempt you before sending you off to an LSS seminar, dinner 
on the town or just to relax in or by the pool. 

On Saturday, visit the Starbucks located in the hotel 
lobby for your early morning coffee prior to attending the 
CEC workshop and then on to the Board of Governors 
meeting. Attendees will have the chance to visit the ven-
dors and buy opportunity tickets. We have some exciting 
opportunity prizes, including baskets, gift cards, tablets 
and Irish themed prizes. A coffee break will be provided, 
and we will stuff your boodle bags with snack bags of muf-

fins/pastries and fresh local fruit to enjoy with your coffee 
or tea.

There will be LSS seminars on Friday night and Saturday 
to further your educational experience. Our members are 
working hard to help the LSS chairs find top-notch speak-
ers to entertain and educate those who attend. 

At the banquet on Saturday evening you will be enter-
tained by Master of Ceremonies Don Lee. The banquet 
menu is scrumptious, with your choice of New York Steak 
or Salmon, and dessert will again be the petite Boston 
Cream Pies which were raved about at our last conference 
in 2011. Entertainment will be “The Mighty Murphys,” an 
Irish band who will entertain us during the evening with 
traditional Celtic music.

On Sunday, you will enjoy a breakfast buffet which will 
please any palate. Then we will send you off homeward 
with good memories and, hopefully, lots of booty!

Come and join us in Stockton for “A Visit to the Emerald 
Isle.”

LS
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California Certified Legal Secretary
A Program of LSI®

APPLICATION TO TAKE CCLS® EXAM
Mail Application, copy of LSI Membership Card (if applicable), and fees to:
CCLS Certifying Board, 14403 Leibacher Avenue, Norwalk, CA  90650

(Select one) (Select one)
Northern California Saturday, October 17, 2015
Southern California Saturday, March 19, 2016

• Deadline:  Applications must be received 60 days prior to the examination date.
• Late Application: Late Fees apply when Applications are received less than 60 days (but not less than 

30 days) prior to the examination date, and accepted only if space is available.
• Deferral: Requests to defer to the next exam must be received at least 14 days prior to the exam date.

EXAMINATION FEES PAYABLE TO “LSI”
LSI Members Non-LSI Members

On Time Registration Fee $ 25.00 On Time Registration Fee $ 75.00
Examination Fee* 100.00 Examination Fee* 100.00

Late Fee (if applicable) 30.00 Late Fee (if applicable) 30.00
TOTAL DUE w/o Late Fee $125.00 TOTAL DUE w/o Late Fee $175.00

Personal Information

Name:
Mailing Address:
Last 4 digits of SSN: Email:
Phone (Day): Phone (Evening):
LSI Member: Yes (enclose copy of LSI Membership Card) No

Name of Local LSI Association:

Employment Information
Provide your legal secretarial employment information beginning with your most recent (or current) 
employment in order to confirm that you have at least two years’ experience. Attach a supplemental page 
if you have not been in your current position for two years.

Position: Dates of Employment:

Employer:
(name and address)

Supervisor: Supervisor’s Phone:
Supervisor’s Email:

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

Date:  __________________ _________________________________________
Applicant Signature

*Fees subject to change without notice.
Rev. March 2015
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Elected Officers Appointed Officers

Legal Specialization

Vice President
JENNIFER L. PAGE, CCLS

Marketing Committee CCLS Certifying Board

President
MARY J. BEAUDROW, CCLS

Executive Secretary
HEATHER EDWARDS

Treasurer
LYNNE PRESCOTT, CCLS

Executive Advisor (CEC)
SANDRA T. JIMENEZ, CCLS

Parliamentarian
ASTRID B. WATTERSON, CCLS

Editor-In-Chief, Publications  
Revision Committee (CEC)
MARIA BISHOP, CCLS

Editor, The Legal Secretary
DEBORAH SCHMIDT, CCLS

Educational Program Coordinator 
(CEC/Marketing)
J. CORI MANDY, CCLS

Historian
DENISE LOPES, CCLS

Legal Specialization  
Sections Coordinator (CEC/Marketing)
DAWN R. FORGEUR, CCLS

Coordinator
DAWN R. FORGEUR, CCLS

Civil Litigation
ANNIE S. PARRISH, CCLS

Criminal Law
JILL GARDELLA, CCLS

Family Law
TANYA TATE

Law Office Administration
TAMMY L. HUNT, CCLS

Probate/Estate Planning
SUSIE FAGALDE

Transactional Law
BARBARA BARREGAR 

Editor-in-Chief (CEC)
MARIA BISHOP, CCLS

Editor, LSI Legal Professional’s 
Handbook (Marketing)
ANN BOCCIA ROSADO

Coordinator/EC Liaison
JENNIFER L. PAGE, CCLS

Educational Program Coordinator
J. CORI MANDY, CCLS

Editor, The Legal  
Professional’s Handbook (PRC)
ANN BOCCIA ROSADO

Advertising (Marketing)
LARRY MCGREW

California Certified Legal Secretary
TERRIE QUINTON, CCLS

Social Media
ROD CARDINALE, JR.

Vice Chair
CINDY FRAZIER, CCLS

Member (Chair)
ELISE DRESSER, CCLS

Member
LeQUITA HODGE, CCLS

Attorney Members
EMILY JILL LYNCH MORISSETTE, ESQ.

Publications Revision Committee

Assistant Editor
LINDA LANE

Assistant Editor
LINDA MOORE, CCLS

Member
HOLLY S. WONG, CCLS

Legal Specialization  
Sections Coordinator  
DAWN R. FORGEUR, CCLS
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Member
SHARA J. BAJURIN, CCLS

Attorney Member
LAUREN E. DODGE, ESQ.

Chairmen

Continuing Education Council

Liaison to 
Law Practice 
Mgt.  and 
Tech. Section 
of the State 
Bar of CA

Corporate 
Office

2016 Annual Conference Co-Chair
KRISTIE EDWARDS, CCLS

Advertising (Marketing)
LARRY MCGREW

California Certified Legal Secretary 
(CEC/Marketing)
TERRIE QUINTON, CCLS

Career Promotion/Scholarship
SYLVIA MARSH

Editor, LSI Legal Professional’s 
Handbook (PRC/Marketing)
ANN BOCCIA ROSADO

Editor, Law Office Procedures 
Manual (PRC)
KAREN J. JONES

Legal Procedure (CEC)
BECKY J. NEIDHARDT

 Legal Secretary Training/Seminar 
(CEC)
SHAYLENE CORTEZ, CCLS

Professional Liaison/Day in Court
ANNA M. BROWNSON, CLA, CCLS

Social Media (Marketing)
ROD CARDINALE, JR.

Editor, Law Office  
Procedures Manual
KAREN J. JONES

Assistant Editor
CHRISTINE FLORES, CBA

Educational Program Coordinator
J. CORI MANDY, CCLS

EC Liaison/Executive Advisor
SANDRA T. JIMENEZ, CCLS

Editor-in-Chief
MARIA BISHOP, CCLS

California Certified Legal Secretary
TERRIE QUINTON, CCLS

Legal Secretary Training/Seminar
SHAYLENE CORTEZ, CCLS

Legal Procedure
BECKY J. NEIDHARDT

Legal Specializations  
Section Leader
DAWN FORGEUR, CCLS

Liaison
MARY S. ROCCA, CCLS

Administrator
KIM INGERSOLL

2015 - 2016
LSI OFFICERS

&
C H A I R M E N

Assistant Editor
LISA DE LAO

Assistant Editor
MICHELLE CHAVEZ, CCLS

PHOTO  
NOT  

AVAILABLE

2016 Annual Conference Co-Chair
CRISTINA FLORES, CBA
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RIVERSIDE LEGAL PROFESSIONALS ASSOCIATION 
summons all of you as 

 
	  
 
 

   
	  

Come	  be	  awesome	  and	  powerful! 
 

LSI 2ND QUARTERLY CONFERENCE 
 

NOVEMBER 13-15, 2015 
 

HOTEL REGISTRATION FORM 
 

         RIVERSIDE MARRIOTT 
   AT THE CONVENTION CENTER 
              3400 Market Street 

                      Riverside, CA 
                    (951) 784-8000 

 
 

               LSI ROOM RATE: 
               $109 single/double 

 
 
 

• Parking $8 per day 
• Free Wi-Fi in rooms 
• Airport Shuttle may be available by conference date; 

contact Conference Chairs for more information 
• Many great eateries within walking distance 
• Starbucks across the street! 

 
 
GROUP CODE:     LEGLEGA 
 
HOTEL LINK:  Go to www.riversidelpa.org 
 
Check-in Time:     3 p.m. 
Check-out Time:  12 noon   
 
AIRPORT:  Ontario International Airport (approx. 20 miles) 

 
LAST DAY TO RESERVE ROOMS IS 10/23/15 
 

For Information Contact Conference Co-Chairs:  
Shaylene Cortez, CCLS, (951) 682-5550 – ccls4me@ca.rr.com 

Anna Brownson, CLA, CCLS - 2006ccls@gmail.com 

http://www.riversidelpa.org
mailto:ccls4me@ca.rr.com
mailto:2006ccls@gmail.com
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RIVERSIDE LEGAL PROFESSIONALS ASSOCIATION 
summons all of you as	  

 
 
 
 
 

Come	  be	  awesome	  and	  powerful! 

LSI 2ND QUARTERLY CONFERENCE 
 
 NOVEMBER 13-15, 2015 
 
          RIVERSIDE MARRIOTT 
   AT THE CONVENTION CENTER 
     3400 Market Street 
         Riverside, CA 

   

CONFERENCE REGISTRATION FORM 
Name (on Badge):            
Mailing Address:            
City/State/Zip:             
Contact Phone:   _______     E-mail:       
Local Association:        LSA/LPA (Full Name) 
 
Please Check If Applicable and Include Title:  Please Check if You Are: 
¨  State Officer     ______      ¨  Governor ¨  CCLS   ¨  PLS 
¨  State Chairman    ______________      
 
SCRIP (Includes Registration, Welcome Reception, Banquet and Brunch) 
        By Check* By PayPal* 
Postmarked on or Before October 13, 2015    $116.00 $120.00 $___________ 
Postmarked October 14, 2015, or later    $126.00 $130.00 $___________ 
 
INDIVIDUAL TICKETS 
Registration by October 13, 2015 ____  @ $20.00 $24.00  $___________ 
Registration October 14, 2015, or later___  @ $30.00 $34.00  $___________ 
Welcome Reception (Friday)  ____  @ $25.00 $29.00  $___________ 
Governor’s Luncheon (Saturday) ____  @ $30.00 $34.00  $___________ 
President’s Luncheon (Saturday)  ____  @ $30.00 $34.00  $___________ 
Open Luncheon (Saturday)  ____  @ $30.00 $34.00  $___________ 
Saturday Night Banquet  ____  @ $40.00 $44.00  $___________ 
          (Indicate Choice:  ____/Tri-Tip ____/Chicken  ____/Vegetarian 
Sunday Brunch   ____  @ $31.00 $35.00  $___________ 
                                                                   TOTAL AMOUNT PAID  $___________ 
Special Dietary Restrictions:  ________________________________________________ 
 
* To pay by PayPal, visit www.RiversideLPA.org, and follow the link to “PayPal.”  A convenience 
fee is applied to PayPal transactions.  A discount is given for payment by check. 
  

PLEASE MAKE CHECKS PAYABLE TO:  “RLPA 2015 Conference Fund” 
 

RETURN THIS FORM WITH PAYMENT TO: 
Shaylene Cortez, CCLS, c/o Thompson & Colegate, P. O. Box 1299, Riverside, CA 92502-1299 

 
For Information Contact Conference Co-Chairs: 

Shaylene Cortez, CCLS, (951) 682-5550 – ccls4me@ca.rr.com 
Anna Brownson, CLA, CCLS - 2006ccls@gmail.com 

 
NO REFUNDS AFTER OCTOBER 23, 2015 

http://www.RiversideLPA.org
mailto:ccls4me@ca.rr.com
mailto:2006ccls@gmail.com
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Your favorite real estate broker indicates to you in a 
phone conversation that Mr. Reyes owns a home in Cali-
fornia and that he will be opening a refinance escrow with 
you and your company. How exciting!  A new client, a new 
escrow, and a new loan for you to handle as the escrow 
holder. Do you want to meet with him? What would you 
suggest to your client if he or she were to call?

Your new escrow client speaks Spanish but very little 
of the English language. You never meet him in person and 
you have no idea that he does not read or write English. 
You have never even spoken to him. Does he even exist? Do 
you suggest to your client that she have a Spanish transla-
tor interpret?

The loan funds and escrow closes. You record the 
appropriate reconveyances, pay off the taxes that were 
owing, and cause to be recorded the new lender’s Deed of 
Trust. The title policy comes in and you send it off to your 
favorite real estate broker for delivery to Mr. Reyes. Your 
job is done, but have you fulfilled your duties as an escrow 
holder? Does your client have anything to worry about?

Nobody informed you that Mr. Reyes had never dealt 
with your favorite broker before, but the broker tells you 
that the details of the refinance were explained to Mr. 
Reyes in Spanish. The broker told Mr. Reyes that his 
monthly payments would not increase and that the new 
loan would be in an amount equal to or less than the origi-
nal loan. Did you have to tell Mr. Reyes anything about the 
amount of the new loan? What is up here? Does your client 
have a problem?

Prior to the close of escrow, Mr. Reyes appears to have 
signed the escrow instructions you prepared, among 
other documents – all of which were in English. One of 
the documents that Mr. Reyes signed was a note that you 
did not prepare – a Promissory Note for $15,000 in favor 
of a company that your favorite broker controlled. At the 
close of escrow, from the new loan proceeds you disbursed 
to the company the $15,000.00 per the instruction appar-
ently signed by Mr. Reyes. Did you follow the instructions 
of your principals, Mr. Reyes and the new lender? Isn’t an 
escrow officer only required to follow the directions of his/
her client?

After the loan funded and you closed your file and 
packed it away in storage, Mr. Reyes’ loan payments 
substantially increased. Mr. Reyes contacted an attorney 
known to sue escrow companies in the past. The attorney 
advised Mr. Reyes that the new loan did not just pay off his 
old loan as Mr. Reyes had been promised, but financed 100 
percent of the equity Mr. Reyes had in his property, actu-
ally resulting in the new loan being about $150,000 more 
than the original loan. What did you do wrong? What do 
you tell your client to do?

You, your company, the real estate broker, the notary, 
and the new lender are served with a lawsuit filed by the 
attorney for Mr. Reyes. The complaint alleges that YOU 
breached a fiduciary duty to Mr. Reyes because you:

Did not meet or communicate directly with Mr. Reyes;

Did not send a copy of the escrow instructions to Mr. Reyes; 
and

The practice of RICHARD D. MARKS Professional Corporation consists primarily of a variety 
of real estate related matters, property damage claims, mechanic’s lien rights, landlord-tenant 
disputes, probate litigation and the representation of the financial service and lending industries. 
Priority of liens, and escrow practice and procedure rounds out the firm’s focus on real estate, 
title insurance, and escrow matters. 

Escrow Duties Real Estate  
Professionals Need to Know 
BY RICHARD D. MARKS, ESQ., CONEJO VALLEY LPA

For those of you legal professionals whose firms are involved in real estate 
and escrow matters, the story and discussion that follow are true and can be 
of assistance in your day to day dealings with your clients who are escrow 
officers and escrow companies. Pretend, for the moment, that you are an 
escrow officer working for a very busy escrow company in Ventura County. 
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Closed the escrow and distributed funds without ascertain-
ing that Mr. Reyes’ signature had been forged on some 
documents.

Did you breach a fiduciary duty to Mr. Reyes? You didn’t do 
anything wrong, or did you?

Fortunately, the trial court and the appellate court agreed 
that the charged acts and omissions claimed by Mr. Reyes 
against you did not qualify as a breach of your fiduciary 
duties. You won.

Did you give your client good advice? Did you, as a legal 
professional, do your job?

Probably.  But why?

We all know that an escrow company and its escrow 
officer have fiduciary duties. But those duties are limited to 
strict compliance with the instructions of the parties. The 
escrow holder has no general duty to police the affairs of 
the parties to the escrow. If you strictly comply with the 
parties’ instructions, you have fulfilled your duty.

Even oral instructions that are given to you, although 
other escrow instructions are in writing, are to be strictly 
complied with by you during the escrow. Some escrow 
instructions may even be implicit in other express instruc-
tions. For example, when you prepare instructions that 
state “that any amendments be given in writing by all par-
ties affected thereby,” you have a duty to verify the signa-
ture of the parties on amendments because of the express 
instruction that instructions be in writing.

“But,” you say, “an escrow holder has no liability for 
failing to do something not required by the terms of the 
escrow!”  However, not every possible detailed action of 
an escrow holder could possibly be set forth in escrow 
instructions. That is where Mr. Reyes’ attorney tried to 
convince the court that when one party to the escrow is 
ripping off the other party, the escrow holder has a duty 
to notify the other party or parties of suspicious facts that 
might indicate that they are being defrauded. Fortunately, 
the courts have held that as long as you are not in collu-
sion with the party committing the fraud, you have no such 
obligation. Keep your mouth shut or contact your com-
pany’s legal counsel to discuss.

If such a duty were required, once an escrow holder 
received information, he would be forced to decide to 
believe the information and inform the affected party, or 
to disbelieve it and not tell anyone. If you do not disclose 
the information, you risk liability, but if you do disclose 
and are wrong, you have just interfered with a contract 
between your principals and may have breached a fiduciary 
duty to either or both of them. It is a Catch-22 situation, 
and fortunately, one you don’t have to be concerned with 
because the duty to disclose suspicious facts probably does 
not exist.

Also, you don’t have to physically meet with a party to 
an escrow – unless the escrow instructions specifically 
require such a meeting. Just as you don’t need to send the 
escrow instructions directly to the borrower in a refinance 
escrow unless the instructions provide that you do so. 

If Mr. Reyes and the new lender had instructed you, in 
writing, that the parties were required to appear before 
you to sign documents, required that the parties’ signatures 
had to be notarized, or even required you to obtain picture 
identification of the parties to the escrow – you would have 
the duty to comply with those express written instruc-
tions.

As an escrow holder, when you handle an escrow, you 
must exercise ordinary skill and diligence in your job. You 
only have to use that skill and diligence to ascertain, one 
way or another, that your principal signed the instructions. 
Although, if you do not meet with your principal, then you 
are not familiar with his signature, and if you do not mail 
the instructions directly to your principal, there is no way 
you can determine if your principal did, or did not, sign the 
instructions.

But no such general duty, absent an express instruction 
from which it can be inferred, requires that you do any-
thing other than obtain the signature. If there was such a 
duty, it would be not only impractical, but almost impos-
sible, for you to fulfill such a duty; for example, where your 
principals are not in the same city as you are located, you 
have no duty to fly out of town, meet with your principal 
and confirm they signed the escrow instructions – unless 
instructed to do so by your principals.

There are many things that can be learned 
from your experience with Mr. Reyes:
1. An escrow agent is a limited or special agent for the 

parties. It is a special agent because its duties only 
extend to the strict and faithful performance of the 
escrow instructions of the principals and within the 
course and scope of this limited employment, the 
escrow agent is a fiduciary to all parties to the escrow.

2. The escrow agent must at all times exercise the utmost 
loyalty and good faith toward the parties to the escrow 
and must use reasonable skill and diligence in perform-
ing the duties provided in the instructions. You must 
strictly comply with each and every term and condi-
tion of the instructions.

3. The instructions that you prepare and the principals 
sign govern escrow’s rights and those of the parties. 
The principals are only entitled to the performance 
that is provided in their instructions and you, as the 
escrow holder, are only obligated to perform in accor-
dance with those instructions.

Continued on page 29

ESCROW DUTIES REAL ESTATE PROFESSIONALS NEED TO KNOW
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Counterfeit Deeds Create Counterfeit 
Debt - Wrongly Recorded Mortgage  
Documents Can Double Your Debt 
BY VICKI GARDINER TAYLOR AND DENNIS HAY, ESQ.

What a shock when I went to the County Recorder’s Office recently. As a paralegal and a realtor, I 
had visited the Recorder’s Office to double check the recorded document history on our personal resi-
dence and also on the home of a close family member, with their permission, of course. It was 2013, and 
I had hoped it would be a routine review of the mortgage records, ensuring that all loan documents had 
been recorded correctly on our homes. It turned out to be anything but routine. The paperwork on our 
home looked fine. But the paperwork on our relative’s home didn’t look right. I knew something was 
wrong, but what? After obtaining certified copies of the suspicious home loan documents (deeds) from 
the Recorder’s Office, I took the documents home to study them more carefully. 

On close examination and comparison to the home-
owner’s real estate records, which included copies of all 
2010 loan documents, it became clear that the lenders 
had recorded our relative’s home mortgages twice!  I was 
stunned. One Deed had been altered with the addition of 
new first and last pages so that it almost looked like a new 
document, and then the lender recorded it - again. The 
other Deed was an outdated draft document that should 
have been shredded years ago, as soon as it was superseded 
by the newest signed Deed. But instead, the lender held 
on to the old draft, and then recorded both the final Deed 
– and the old draft. Seeing the signed deeds after they had 
been photocopied, altered, and wrongfully recorded against 
the homeowner reminded me of seeing signed checks 
after they had been intercepted and altered for wrongful 
cashing. Because by the erroneous recording of these two 
counterfeit deeds, our relative’s mortgage debt had more 
than doubled. The errors (in the lender’s favor) amount to 
several hundred thousand dollars!  

Counterfeit deeds and mortgage loan documents may 
not show up on credit reports. Like hidden financial 
landmines, counterfeit deeds may remain unknown to 
unsuspecting homeowners for years, ready to blow up in 
their faces whenever they go to refinance, sell their home, 
or want to retire on a modest income.  (The word “counter-

feit” here is used to describe invalid deeds which may have 
been mis-recorded or created either negligently or inten-
tionally.)  What a shock to homeowners when counterfeit 
deeds are suddenly unearthed on their property and they 
find themselves burdened with unanticipated counterfeit 
mortgage debt that they have to deal with before they can 
refinance, sell, or pay off their mortgage and retire with 
some financial security.  

In some cases mortgage loan documents may be held for 
years and recorded later without notice to the homeown-
ers and showing up on their credit reports. The burden 
appears to be on the homeowners to discover any errors in 
the recorded document history. In this bureaucratic world, 
even after errors are discovered, it appears that homeown-
ers are assumed guilty (of any questionable debt) until they 
are proven innocent (of the debt). Yet homeowners are not 
empowered to make corrections to loan documents that 
other people or institutions have recorded on their homes. 
Rather, it is the responsibility of the lenders (which, for 
purposes of this article, includes their agents, associates 
and/or affiliates) to correct any of their mis-recorded docu-
ments that are erroneous or counterfeit.

In other words, the very lender institutions that 
recorded the counterfeit or mistaken loan documents in the 
first place must somehow be persuaded or prevailed upon 

VICKI GARDINER TAYLOR is a retired Legal Secretary, Paralegal and Realtor who worked in 
Silicon Valley and Northern California firms with litigation and intellectual property attorneys. 
Their case work focused on real estate transactions and disputes, as well as patents, trademarks 
& copyrights issues, medical malpractice, wrongful death, insurance fraud and anti-counterfeit-
ing prevention and prosecution. Vicki became a licensed Realtor® in 2004, joined the San Joaquin 
County Bar Association as a Paralegal in 2006, and in 2014 became an active member of The 
Write Bunch, a small group of female authors who publish in a variety of genres. Vicki’s focus has 
been on consumer protection. Questions or comments contact Vicki at vickitaylor@movinca.com

mailto:vickitaylor@movinca.com
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to correct their own mistakes and clear the record. The 
burdensome, phony debt is likely to remain on the home 
(and the homeowner) until the homeowner somehow dis-
covers, informs and motivates the lenders to correct their 
mistakes and clear the invalid deeds from the recorded 
record. This is not an easy task, especially when the mis-
takes are in the lenders’ favor, to the tune of hundreds of 
thousands of dollars of easy money.

Our relative in this situation has repeatedly and politely 
written to his lenders requesting they take action to clear 
the two invalid deeds from the record. He has also con-
tacted the Consumer Financial Protection Bureau and the 
Department of Real Estate Fraud at the County District 
Attorney’s Office. Although the lenders have not tried to 
defend their mistakes, the lenders have stalled for time – 
repeatedly - thus effectively ignoring the need for timely 
corrections. As a result, the counterfeit deeds the lend-
ers began recording in 2013 remain on the record at the 
County Recorder’s Office to this day in 2015. It is now over 
two years after the lenders started mis-recording docu-
ments in 2013, and nearly five years since the new loan was 
implemented in 2010. Our relative’s home continues to be 
burdened with phony debt. If his lenders continue to refuse 
to remedy the official records, this homeowner can neither 
refinance nor sell his home, and the final payoff amount in 
30 years would appear to be more than twice the mortgage 
debt that he actually agreed to when he signed his final 
loan documents. 

How could all this have happened?  It turns out that 
“counterfeiting” and recording duplicate mortgages (loan 
documents and deeds) is not that difficult in the 21st Cen-
tury. Many safeguards that used to be in place to protect 
homeowners have been removed. And today’s institutional 
lender institutions can use tools of the trade such as Liquid 
Paper™, photo editing software, photocopiers, scan-
ners, electronic signatures and electronic filing systems, 
to record duplicate deeds and loan documents simply by 
recording altered photocopies, or outdated drafts. Once the 
Recorder’s Office receives such deeds electronically, they 
may be recorded as if they are authentic, even though they 
are essentially counterfeits!  In other words, whether by 
mistake, negligence, or fraud, today’s lenders may electron-
ically record deeds and loan documents more than once. 
This can easily double the lenders’ profits at the same time 
it doubles the homeowners’ debt. 

What does this mean to you?  Real estate loan docu-
ments may be recorded against you incorrectly. What can 
you do about it?  Keep fully-signed and notarized copies 
of all your real estate documents indefinitely, not just for 

a few years, because you may need to refer to them later 
to demonstrate what you actually signed. And just as it 
is advisable to annually check the accuracy of any credit 
reports which are issued by the credit bureaus, so it is also 
advisable to regularly check the accuracy of the recorded 
document history at the County Recorder’s Office on your 
personal residence. After all, your financial health and 
reputation, as well as your home, may be on the line here. I 
would not advise any homeowner to wait 30 years to check 
the records, because it could happen that just when (the 
homeowners thought) their mortgage would be paid off, 
they could find out their mortgage has somehow doubled 
and will take another 30 years to pay off!  Nor is it advis-
able to wait to check the recorded history until you want 
to refinance or sell your home. The excessive burden of 
debt may make selling or refinancing your home impossible 
until it is cleared from the record, and that could take an 
excessively long time. 

How can you check the accuracy of the recorded history 
on your home?  Call or go to the local county government’s 
official website for directions to your County Recorder’s 
or Recorder of Deeds Office in your state. However, here in 
California I have found the county website sometimes only 
lists document names (often abbreviated and which may 
not match the actual names on the original documents), 
so it can be confusing and misleading. I think a better way 
to check the accuracy of the recorded documents is to go 
in person to the County Recorder’s Office or Recorder of 
Deeds’ Office to personally obtain certified copies of key 
recorded documents, and review them with trusted advis-
ers. Outside of California, if your property is in another 
county or state, I suggest you go to the County Recorder’s 
Office or Recorder of Deeds in the county where your real 
estate is located, and consult with a local real estate attor-
ney in that area about how best to ensure the recorded doc-
ument history on your property is authentic and accurate. 

Here in California, you may also ask a local title com-
pany for a title report which includes the recorded docu-
ment history on your property, but be aware that neither 
the County Recorder nor any title company employee can 
answer legal questions or give legal advice, so if you have 
serious questions, you should ask a California real estate 
attorney to review the records with you. There are also 
statute-of-limitations concerns involving time-sensitive 
deadlines when homeowners risk losing key legal rights. So 
it is always wise to consult a qualified attorney about your 
particular situation, to avoid missing one of these time-
critical deadlines and protect your rights. 

COUNTERFEIT DEEDS CREATE COUNTERFEIT DEBT

Continued on page 29
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MAXINE MARCHUS is a member of Merced County Legal Professionals Association. She has 
worked in the legal field since 1984, and has worked for the law firm of Morse & Pfeiff since the 
partnership began in August 1997, where she is currently the office manager for the firm. Maxine 
lives in Merced with her husband Duane. 

The Importance of Camaraderie
BY MAXINE MARCHUS, MERCED COUNTY LPA

Yesterday I did something I have not done for a very long time. I took a much needed break from my 
office work and my responsibilities at home. Stephanie of Merced LPA had planned and announced 
a facility tour of the Tenaya Lodge for the February 2016 quarterly conference Merced LPA is hosting 
and invited any interested member to join her for the follow-up inspection and tour.

My work schedule has changed drastically in the last 
two years because of family commitments and I have been 
feeling a real disconnect from our membership. I have 
continued to have a limited participation in fundraisers, 
and attend monthly business meetings whenever I am able. 
Our business meetings take place at noon, so there is little 
time for visiting. It is usually a quick “hello, how are things 
going,” grab your lunch, pay attention to the business at 
hand, then another quick “hope to see you next month.” 

My husband and I provide before school transportation 
and after school pickup and care for grandchildren out 
of town. So my work week begins on Friday and ends on 
Monday. This limits my participation with MCPLA. How-
ever, this week I realized the spring break was upon us and 
I would have a few days off from that responsibility. 

When I received an e-mail reminding members of the 
facility tour, I was able to make arrangements at work to 
take the time to join the other attending members. What a 
great decision that was!

Instead of being at my desk at 7:00 a.m. and wishing I 
was outdoors, I was meeting Don Lee at his home for the 
drive up to Yosemite. Along with Lorraine Bettencourt and 
Carla Cleary we piled into Don’s vehicle and headed for the 
mountains. It was a beautiful day and the drive through 
the foothills to Mariposa, our first pit stop, was relaxing. 
As we visited in the car I could feel my neck and shoulder 
muscles loosening up. Mariposa was a quick “opportunity” 
stop halfway to our destination. Then we were on our way 
again winding through beautiful mountain country terrain, 
with a mixture of oaks and pine. As we approached our 
destination the oaks gradually gave way to more pine and 
the air had the wonderful scent of pine.

Our destination, Tenaya Lodge, was indeed the perfect 
venue for the February 2016 quarterly conference. Stepha-
nie and her husband were already there, having spent the 
night before so as to soak up the ambience. Susie Fagalde 
drove up separately and planned to visit her parents in 
Mariposa. 

The facilities tour was enjoyable and informative. The 
rooms are spacious, from the personal accomodations, to 
the rooms for seminars, banquet and brunch. They have 
an incredible full facility spa that is to die for. This is one 
venue that attendees will wish they had two extra days to 
fully enjoy.

After our tour we headed back for a lunch stop in 
Oakhurst. This was our chance to relax further and visit, 
and throw out ideas for conference and other upcoming 
events. There was time for just visiting and connecting that 
doesn’t happen at the meetings. 

We finally decided it was time to head home, with 
another pit stop in Mariposa. We did, however, make a 
stop at the oldest court house in continued use, so Don 
could take some pictures. Carla had never seen this court-
house, so loved the chance to do so. We did not take the 
time for the Mariposa Museum as it was getting late, but 
that is another must-stop-and-see destination for history 
buffs.

When we arrived back at Don’s home and disbursed, it 
was again a quick “goodbye see you next month,” but this 
time I left feeling refreshed and connected to my sister 
members, and of course our super host Don. It made me 
realize that it really is important to take the opportunity 
when it comes, to participate in activities that give you the 
time to just visit and catch up, perhaps on a committee, or 
co-chairing a position, or, like I did, doing a facility visit.

LS
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4. Finally, the escrow agent must comply with both the 
express provisions of each instruction but also with 
terms that are implicit in the express instructions. In 
essence, in addition to the express obligations pro-
vided in the escrow instructions, the escrow agent also 
implicitly promises all parties to the escrow that it will 
do all things normally done by an escrow agent that 
were not expressly excluded by the provision of the 
instructions.

You will be safe if you strictly comply with the instruc-
tions of your principals. 

Your clients who are involved in the day to day opera-
tions of an escrow, or an escrow officer who has issues 
regarding what he/she should or must do, should always 
be advised to “follow your instructions” as they can’t go in 
the wrong direction if they do. And, when in doubt, suggest 
to your clients that they seek competent legal counsel for 
escrow issues beyond the usual. 

This article was originally published by the California 
Escrow Association in its CEA News, Volume 45, No. 2, 
Apr/May/June 2013.

ESCROW DUTIES REAL ESTATE PROFESSIONALS NEED TO KNOW
Continued from page 25

LS

In the 21st Century, ordinary consumers have a variety 
of ways to protect their personal credit histories which are 
on file at the three major credit bureaus, including auto-
matic monitoring and immediate notification of the con-
sumer regarding any changes to their credit histories. But 
for California homeowners, key safeguards have already 
been removed in years past, and now there are currently no 
automatic monitoring or notification systems available to 
homeowners to help protect them against the recording of 
counterfeit deeds on their homes, nor effective means for 
homeowners to remove them. And there appears to be no 
pending legislation to protect California homeowners by 
enabling them to record a form “Request for Notification to 
Homeowner” at the County Recorder’s Office where their 
home is located, which form would trigger automatic writ-
ten notification from the County Recorder to the home-
owner when any deeds are recorded on their home, after 
the date of the recording of their Request for Notification. 

Be especially careful if you or a family member has pur-
chased, lost or refinanced a home sometime in the past fif-
teen years. To ensure your personal residence is protected, 
go to the County Recorder’s Office (or ask a title company 
or real estate attorney) for copies of all documents recorded 
on your home or other real estate. Then review and com-
pare those documents to your own records to be sure the 
recorded documents are authentic and accurate. Of course, 
always obtain complete copies of all the fully signed and 
notarized (not blank) real estate documents at the time 
you sign them (before they can be altered), then keep them 
in a safe place for future reference. If you own a home, it is 
wise to protect your own interests and personally check 
the recorded history on your home at least once a year. 
No homeowner wants to be blown up by hidden financial 
landmines and find themselves unexpectedly burdened 
with counterfeit debt. 

COUNTERFEIT DEEDS CREATE COUNTERFEIT DEBT
Continued from page 27
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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.

LEGAL SPECIALIZATION SECTIONS SEMINARS
August Quarterly Conference – August 21-23, 2015

The deadline to register without a late fee is
August 11, 2015.

SECTION MEMBER:
Free with Advanced Reservations

$5 at the Door/After Deadline -- Handout Only:  $5 

NON-SECTION MEMBER:
$15 with Advanced Reservation

$20 at the Door/After Deadline -- Handout Only:  $15 
Friday, August 21, 2015 – 7:30 p.m. to 9:00 p.m.

Family Law

Corinne Coston, Esq. 

 I WILL ATTEND     OR   HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER

Law Office Administration
 

Jeanine DeBacker, Esq.

 I WILL ATTEND     OR   HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER 

Saturday, August 22, 2015 – 10:30 a.m. to 12:00 p.m.
Civil Litigation

Olivia Gerroll, VP & Senior Consultant, D4, LLC

 I WILL ATTEND     OR   HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER 

Criminal Law

Brian Lafferty, Esq.

 I WILL ATTEND OR      HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER 
Saturday, August 22, 2015 – 4:00 p.m. to 5:30 p.m.

Transactional Law

Dawn M. Kinney, Certified Senior Escrow Officer
Senior Vice President, TransCounty Title Co.

 I WILL ATTEND     OR   HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER 

Probate/Estate Planning

Leslie Kalim McHugh, Esq.
Berliner Cohen, LLP

 I WILL ATTEND     OR   HANDOUT ONLY

 SECTION MEMBER - NON-SECTION MEMBER 

Name:  ____________________________________________________________ CCLS  Paralegal  PLS

E-mail:  _________________________________________________   Phone: _________________________________

Local Association:  _______________________________________________________  LSA     LPA

PAYMENT: CHECK MADE PAYABLE TO LSI CREDIT CARD & PAYPAL AVAILABLE AT WWW.LSI.ORG CREDIT CARD: VISA           MASTERCARD  

CREDIT CARD NUMBER __________________________________________________ EXP. DATE: _____________ CVV (SECURITY) NO: ______________

NAME ON CREDIT CARD: __________________________________________________

REGISTER AND PAY ONLINE OR SEND COMPLETED FORM AND PAYMENT TO: DAWN R. FORGEUR, CCLS, LSS COORDINATOR
500 CAPITOL MALL, SUITE 1600, SACRAMENTO, CA 95814
EMAIL:  DAWN.FORGEUR@STOEL.COM 

The Legal Specialization Sections are a program of Legal Secretaries, Incorporated, an approved provider, and certify that these seminars have been 
approved for minimum MCLE/CLE credit of 1.5 hours each, by the State Bar of California.  California Certified Legal Secretary credit offered is 1.5 hours.

mailto:DAWN.FORGEUR@STOEL.COM
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1. August issue (First Quarter) June 1st
2. November issue (Second Quarter) September 1st

3. February issue (Third Quarter) December 1st
4. May issue (Annual/Fourth Quarter) March 1st

GUIDELINES FOR SUBMISSION OF ARTICLES  
TO THE LEGAL SECRETARY

DEADLINES FOR RECEIPT OF ARTICLES BY EDITOR

SUBMISSION OF ARTICLES
Each officer and chairman is expected to submit an article for at least one quarterly issue during the fiscal year.

Each governor is expected to submit an article for at least one quarterly issue during the fiscal year and a guest 
writer article.

Articles are submitted by email as an attached document using Word or WordPerfect. Biography should be 
included in the article and digital photos should be submitted as separate jpeg files.

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

Deborah Schmidt, CCLS • Editor, The Legal Secretary 
2781 W. MacArthur Blvd. B 218, Santa Ana, CA 92704 • 714-957-5742 • lsi.dschmidt@yahoo.com

Legal Specialization Sections 

CIVIL LITIGATION | CRIMINAL | FAMILY | LAW OFFICE ADMINISTRATION | PROBATE/ESTATE PLANNING | TRANSACTIONAL 

1. Reasonable annual dues.  ($20 per section; $75 for all six sections) 
2. Continuing education in several areas of the law. 
3. Quarterly newsletters containing up-to-date information, including changes in the law, new forms and rules, 

and legal articles of interest. 
4. Quarterly educational programs at LSI conferences - free to section members! 
5. Educational webinars throughout the year - free to section members! 
6. California Certified Legal Secretary/MCLE/Paralegal CLE credits offered at most of the educational 

programs and webinars. 
7. Statewide roster of all members in all sections, for access to contacts in other counties. 
8. Networking provides a forum for the exchange of information. 
9. Professional and personal excellence. 
 
For more information, please contact Dawn R. Forgeur, CCLS, Legal Specialization Sections Coordinator, at 

dawn.forgeur@stoel.com.

mailto:dawn.forgeur@stoel.com
mailto:lsi.dschmidt@yahoo.com
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LEGAL SECRETARIES INCORPORATED (LSI) - BENEFITS

Note: This list is maintained for use by members of Legal Secretaries, Inc.  Agents for insurance and financial providers 
are available as resources when members inquire about benefits. Please use this as a starting point; ask for information, 

compare policy coverage and prices. LSI wants its members to find the BEST coverage for each member’s individual 
needs and location. For information call these representatives directly.

WORKING ADVANTAGE
Toll Free: (800) 565-3712

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

theme parks, Broadway theater, sporting events, 
ski tickets, hotel certificates, family events, 

gift cards and more.
Member ID: Contact LSI Corporate Office, 

lsiorg@suddenlink.com, or LSI Vice President

HERTZ CORPORATION
Effective Date: June 1, 1996

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

FINANCIAL PROVIDERS

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

3780 Kilroy Airport Way, Suite 320
Long Beach, CA 90806

Office: (562) 420-9009 or (877) 270-9342 Fax:
(562) 420-9955

E-mail: efersch@ifgrr.com
www.ciadvisers.com

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

Consulting, and Comprehensive Financial Planning

LEGACY WEALTH MANAGEMENT
Daniel R. Henderson, MBA, CFP

3478 Buskirk Avenue, Suite 300
Pleasant Hill, CA 94523

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

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

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

401K

DAVID WHITE & ASSOCIATES
Wealth Accumulation and Preservation

3150 Crow Canyon Place, Suite 2000
San Ramon, CA 94583

(800) 548-2671
Contact: Ryan Gonzales (ext. 2682),

rgonzales@dwassociates.com, or
Matt Kay (ext. 2628), mkay@dwassociates.com

Offering Investments, Retirement Plans, Education 
Savings Accounts, Medical Insurance, Life Insurance, 
Disability Insurance, and Long Term Care Insurance

ATHLETES BUSINESS CONSULTANTS
Jory Wolf, President/Founder

350 10TH Avenue, Suite 1000
San Diego, CA 92101
Office: (858)886-9842
Cell: (510)919-9062

jory@athletesbiz.com
California Insurance License: 0E88330

10% discount on Long Term Care, call for information 
on life, long term, and disability insurance, as well as 

commercial and residential lending

CREDIT UNIONS

LA FINANCIAL FEDERAL CREDIT UNION
P.O. Box 6015

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

www.lafinancial.org
Open to anyone living, working or worshiping in Los 
Angeles County, or referral from existing member.

PROVIDENT CREDIT UNION
303 Twin Dolphin Drive

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

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

All LSI members are eligible to join.

QUESTIONS AND CONCERNS CONTACT: 
Jennifer L. Page, CCLS, LSI Vice President 

LSI Marketing Committee Coordinator 
PO Box 150427, San Rafael, CA 94915 

Home - (415) 989-1010 
Cell - (415) 710-3402 

jlpage@ix.netcom.com 

mailto:lsiorg@suddenlink.com
http://www.workingadvantage.com
http://www.hertz.com
mailto:efersch@ifgrr.com
http://www.ciadvisers.com
mailto:daniel@legacywealthmanagement.biz
http://www.legacywealthmanagement.biz
mailto:rgonzales@dwassociates.com
mailto:mkay@dwassociates.com
mailto:jory@athletesbiz.com
http://www.lafinancial.org
http://www.providentcu.org
mailto:jlpage@ix.netcom.com
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BEGINNING LEGAL SECRETARIAL 
TRAINING CLASS 

 
 

 
LSI will be offering its Beginning Legal Secretarial Training Class online.  This class will be an eight-
week, work-at-your-own-pace online session commencing September 14 and ending November 9, 
2015.  During the classes, the following topics will be covered: 
 

Introduction to the Law Office 
 Duties of the Legal Secretary 
 Effective Telephone Skills 
 Effective Oral Communication Skills 
 Effective Written Communication Skills 
 Calendaring and Timetables 
 Basic Grammar Skills 

Transcription and Proofreading Techniques 
Court Structure 
Citations 
Service of Legal Documents 
Preparing a Proper Caption 
Preparation of Documents Filed with the Court 
Basics of Civil Litigation 

 
CLASS SESSION OPENS ON MONDAY, SEPTEMBER 14, 2015 

 
Classes will take place online utilizing video lectures, discussion boards, email, whiteboard sessions, 
chat rooms, and quizzes.  Login information will be provided upon enrollment in the class. 
 
The cost of the training class, which includes the Legal Secretary’s Reference Guide, is $150 for LSI 
members/$200 for non-LSI members. Each individual must register separately. Upon completion of 
the class, students will receive a certificate from LSI. 
 

BEGINNING LEGAL SECRETARIAL TRAINING CLASS REGISTRATION 
(Please type or print clearly) 

 
Name:  Email:  
Address/City/Zip:  ________________________________________ 
Telephone:  Association: LSA/LPA    
 
                                   $150 LSI Member______      $200 Non-LSI Member_______ 
 
Payment: Check #_________  (made payable to LSI) 

(Note: Checks must clear before books will be mailed and may cause a delay in access to the class.) 
 

Visa/MC Credit Card #        __ 
  Exp. Date:    3-digit CVV No.:    Zip Code: _________ 
 
Email registration form NO LATER THAN September 8, 2015, to Shaylene Cortez, CCLS, LSI Legal 
Secretarial Training/Seminar Chair, training@lsi.org or mail to LSI (see website for mailing address). 
Registration will also be offered online at www.lsi.org with PayPal. Keep in mind books will not be 
mailed until registration is processed. For further information or inquiries, email training@lsi.org.  No 
refunds after September 14, 2015. 

LSI – Educating California’s Legal Professionals 

mailto:training@lsi.org
http://www.lsi.org
mailto:training@lsi.org


3 6  |  T H E  L E G A L  S E C R E T A R Y

LORI MCELROY, Creative Director

redromancreative@gmail.com | www.redromancreative.com

619.772.3335

corporate ident i ty  |  market ing | newsle t te rs  |  presenta t ions |  proposals |  t r ia l  exhibi t s

make your statement with concise & professional design

Responsive service. Impeccable quality. Powerful technology.

800.211.DEPO or www.esquiresolutions.com

World-class deposition services
wherever the case takes you

Proud Supporter of 
Legal Secretaries Incorporated

G
ina Tsai

Brandon W
ai

D
anette Rugg

LORI MCELROY, Creative Director

redromancreative@gmail.com | www.redromancreative.com

619.772.3335

corporate ident i ty  |  market ing | newsle t te rs  |  presenta t ions |  proposals |  t r ia l  exhibi t s

make your statement with concise & professional design

LORI MCELROY
Creative Director

redromancreative@gmail.com
www.redromancreative.com

619.772.3335

corporate ident i ty  ·  market ing ·  newsle t te rs
presenta t ions ·  proposals ·  t r ia l  exhibi t s

concise & professional design

http://www.esquiresolutions.com
mailto:redromancreative@gmail.com
http://www.redromancreative.com
mailto:redromancreative@gmail.619.772.3335
http://www.redromancreative.com
mailto:redromancreative@gmail.com
http://www.redromancreative.com
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Quarterly Assignments
THE FOLLOWING ASSOCIATIONS ARE EXPECTED TO SECURE ARTICLES FROM GUEST 
WRITERS FOR PUBLICATION IN THE MAGAZINE ISSUES SPECIFIED BELOW.

a.  AUGUST ISSUE (to be submitted no later than June 1st): 
 Alameda County, Beverly Hills/Century City, Butte County, Conejo Valley, Desert Palm,  
 El Dorado County, Fresno County, Humboldt County, Imperial County

b.  NOVEMBER ISSUE (to be submitted no later than September 1st): 
 Livermore-Amador Valley, Long Beach, Los Angeles, Marin County, Merced County, Mt. Diablo,  
 Napa County, Orange County

c.  FEBRUARY ISSUE (to be submitted no later than December 1st): 
 Placer County, Redding, Rio Hondo District, Riverside, Sacramento, San Diego, San Fernando Valley,  
 San Francisco, San Gabriel Valley, San Mateo County

d.  MAY ISSUE (to be submitted no later than March 1st): 
 Santa Barbara, Santa Clara County, Santa Cruz County, Santa Maria, Sonoma County, Southern Butte County,  
 Stanislaus County, Stockton-San Joaquin County, Trinity County, Ventura County

LET US MAKE IT HAPPEN FOR YOU!

Make It Happen
As a company, we aspire to

for our clients anywhere,
    regardless of time, location 
or need. It’s who we are.

TERRI MCCUBBIN
Senior Account Executive
818-445-4883 (Mobile)
888.433.3767 (Office)
terri.mccubin@planetdepos.com 

WORLDWIDE COVERAGE
WORLDWIDE COURT REPORTING | INTERPRETATION | TRIAL SERVICES

Mobile Videoconferencing, Text and Video Streaming on iPad, Trial Presentation and Support, No Travel 
Expenses for Depositions in Asia, 60+ offices around the world

mailto:terri.mccubin@planetdepos.com
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2015 LSI Roster

ELECTED OFFICERS
President

MARY J. BEAUDROW, CCLS
Cell: 415-717-5675
E-mail: marybeau59@att.net

Vice President
JENNIFER L. PAGE, CCLS
Cell: 415-710-3402; Home: 415-898-1010
E-mail:  jlpage@ix.netcom.com

Executive Secretary
HEATHER EDWARDS
Cell: 818-482-7040; Work: 818-827-5159
E-mail:  heatheredwardslsi@aol.com  
or hedwards@alpertbarr.com

Treasurer
LYNNE PRESCOTT, CCLS
Cell: 916-398-0120; Work: 916-551-3360
E-mail: Slprescott7@gmail.com

APPOINTED OFFICERS
Executive Advisor (Nominations  
and Elections Chair/CEC)

SANDRA T. JIMENEZ, CCLS
Cell: 760-425-0118
E-mail: sjimenez52@yahoo.com

Parliamentarian
ASTRID B. WATTERSON, CCLS
Cell:  209-406-9984
E-mail: astrid.watterson@gmail.com

Editor-In-Chief, Publications  
Revision Committee (CEC)

MARIA BISHOP, CCLS
Cell: 925-324-0712; Work: 925-284-7788
E-mail: maria@mtdiablolpa.info

Editor, The Legal Secretary
DEBORAH SCHMIDT, CCLS
Work: 949-957-5742
E-mail: LSI.dschmidt@yahoo.com

Educational Program Coordinator 
(CEC/Marketing)

J. CORI MANDY, CCLS
Work: 619-515-3256
E-mail: cori.mandy@procopio.com

Historian
DENISE LOPES, CCLS
Cell: 707-599-2605; Home: 707-677-0747; 
Office: 707-442-7877
E-mail: dlopeslsihistorian@gmail.com

Legal Specialization Sections 
Coordinator (CEC/Marketing)

DAWN R. FORGEUR, CCLS
Cell: 916-601-1380; Work: 916-319-4786
E-mail: dawn@forgeur.com

CHAIRMEN
2016 Annual Conference Co-Chairs

KRISTI EDWARDS, CCLS
Home: 415-663-1838; Work: 415-388-7918
E-mail: kledwards@justice.com

CHRISTINE FLORES, CBA
Work: 415-773-5566; Cell: 510-388-7918
E-mail: cflores@orrick.com

Advertising (Marketing)
LARRY MCGREW
Work: 415-626-3111
E-mail: lmcgrew@firstlegalnetwork.com

California Certified Legal 
Secretary (CEC/Marketing)

TERRIE QUINTON, CCLS
Cell: 951-294-1246; Work: 619-209-3056
E-mail: Quinton@dsmw.com

Career Promotion/Scholarship
SYLVIA MARSH
Cell: 949-680-0825; Work: 714-540-2800
E-mail: emjscholarship@gmail.com

Editor, LSI Legal Professional’s 
Handbook (PRC/Marketing)

ANN BOCCIA ROSADO
Cell: (310) 995-1104; Home: 310-833-9952
Work: 562-435-8300 x229
E-mail: arosado@skes-law.com

Editor, Law Office Procedures 
Manual (PRC)

KAREN J. JONES
Cell: 818-269-5750
E-mail: kdj_Jones@yahoo.com

Legal Procedure (CEC)
BECKY J. NEIDHARDT
Cell: 619-892-0197
E-mail: becky.neidhardt@gmail.com

 Legal Secretary  
Training/Seminar (CEC)

SHAYLENE CORTEZ, CCLS
Cell:  951-768-8370; Home:  951-738-9829
E-mail:  ccls4me@ca.rr.com

Professional Liaison/Day in Court
ANNA M. BROWNSON, CLA, CCLS
Cell: 909-838-6220; Work: 909-946-7244
E-mail: 2006ccls@gmail.com

Social Media (Marketing)
ROD CARDINALE, JR.
Cell: 408-461-0972
E-mail: rodcardinalejr@sbcglobal.net

LIAISON TO LAW PRACTICE 
MANAGEMENT AND 
TECHNOLOGY SECTION OF THE 
STATE BAR OF CALIFORNIA
MARY S. ROCCA, CCLS
Work: 510-444-6044; Home: 510-865-0473
E-mail: msrocca@handlittle.com
or marysrocca@aol.com

LEGAL SPECIALIZATION 
SECTIONS

Coordinator
DAWN R. FORGEUR, CCLS
Cell: 916-601-1380; Work: 916-319-4786
E-mail: dawn@forgeur.com

Civil Litigation
ANNIE S. PARRISH, CCLS
Cell: 619-322-5066; Work: 619-744-7312
E-mail: aparrish@health-law.com

Criminal Law
JILL GARDELLA, CCLS
Cell:  650-269-6435
E-mail:  jgardella@nablaw.com

Family Law
TANYA TATE
Cell: 650-796-4100; Work: 650-343-1500
E-mail: tanya.tate@hotmail.com

Law Office Administration
TAMMY L. HUNT, CCLS
Work: 916-233-2544
Email: loaleader@tlhunt.org

Probate/Estate Planning
SUSIE FAGALDE
Cell: 209-658-8606; Work: 209-576-0111
E-mail: susie.fagalde@berliner.com

Transactional Law
BARBARA BARREGAR
Cell: 949-285-527 
Work: 714-641-5100 x1357
E-mail: lsstransactional@gmail.com

PUBLICATIONS REVISION 
COMMITTEE

Editor-in-Chief (CEC)
MARIA BISHOP, CCLS
Cell: 925-324-0712; Work: 925-284-7788
E-mail: maria@mtdiablolpa.info

Editor, LSI Legal Professional’s 
Handbook (PRC/Marketing)

ANN BOCCIA ROSADO
Home: 310-833-9952
Work: 562-435-8300 x229
E-mail: arosado@skes-law.com

Editor, Law Office Procedures 
Manual (PRC)

KAREN J. JONES
Cell:  818-269-5750
E-mail:  kdj_jones@yahoo.com

Assistant Editor
CHRISTINE FLORES, CBA
Cell: 510-388-7918; Work: 415-773-5566
E-mail: cflores@orrick.com

Assistant Editor
LINDA LANE
Cell: 818-434-6600; Home: 818-248-0739
Email: l.lane44@yahoo.com

Assistant Editor
LINDA MOORE, CCLS
Cell: 619-723-5336 
Work: 619-232-3122, ext. 404
E-mail: lmoore@stutzartiano.com

Assistant Editor
MICHELLE CHAVEZ, CCLS 
Cell: 925-787-0374 
E-mail: michellechavez@yahoo.com

Assistant Editor
LISA DE LA O
Work: 818-715-7025; Cell: 818-590-3441
E-mail: ldelao@fitcheven.com

CCLS CERTIFYING BOARD
Member (Chair)

ELISE DRESSER, CCLS
Home: 408-375-4437; Work: 650-903-0500
E-mail: edresser@newtonremmel.com

Member
HOLLY WONG, CCLS
Cell: 213-590-5804; Work: 909-445-9133
E-mail: hollywong661@yahoo.com

Member
LEQUITA HODGE, CCLS
Cell: 562-293-7200 
Work: 213-426-6900 ext. 258323
E-mail: ihelpcertify@yahoo.com

Member
SHARA J. BAJURIN, CCLS
Cell: 650-619-8928; Work: 650-696-2595
E-mail: sbajurin@carr-mcclellan.com

Member
CINDY FRAZIER, CCLS
Cell: 805-766-6344; Work: 805-777-7371
E-mail: clfrazier1@me.com

Attorney Member
EMILY JILL LYNCH MORISSETTE, ESQ.
Office: 619-437-8621  
E-mail: elmorissette@cox.net

Attorney Member
LAUREN E. DODGE, ESQ.
Work: 925-837-0585
E-mail: led@gagenmccoy.com

CONTINUING EDUCATION 
COUNCIL

Educational Program Coordinator
J. CORI MANDY, CCLS

EC Liaison/Executive Advisor
SANDRA T. JIMENEZ, CCLS

Editor-in-Chief
MARIA BISHOP, CCLS

California Certified Legal 
Secretary

TERRIE QUINTON, CCLS

Legal Secretary Training/Seminar
SHAYLENE CORTEZ, CCLS

Legal Procedure
BECKY J. NEIDHARDT

Legal Specializations Section 
Leader

DAWN FORGEUR, CCLS

MARKETING COMMITTEE
Coordinator/EC Liaison

JENNIFER L. PAGE, CCLS

Educational Program Coordinator
J. CORI MANDY, CCLS

Editor, LSI Legal  
Professional’s Handbook

ANN BOCCIA ROSADO

Advertising
LARRY MCGREW

California Certified Legal 
Secretary

TERRIE QUINTON, CCLS

Social Media
ROD CARDINALE, JR.

Legal Specialization Sections 
Coordinator

DAWN R. FORGEUR, CCLS

LSI CORPORATE OFFICE
Administrator

KIM INGERSOLL
Office: 800-281-2188; 916-239-4089
E-mail: kim@lsi.org

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

mailto:marybeau59@att.net
mailto:jlpage@ix.netcom.com
mailto:heatheredwardslsi@aol.com
mailto:hedwards@alpertbarr.com
mailto:Slprescott7@gmail.com
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mailto:astrid.watterson@gmail.com
mailto:maria@mtdiablolpa.info
mailto:LSI.dschmidt@yahoo.com
mailto:cori.mandy@procopio.com
mailto:dlopeslsihistorian@gmail.com
mailto:dawn@forgeur.com
mailto:kledwards@justice.com
mailto:cflores@orrick.com
mailto:lmcgrew@firstlegalnetwork.com
mailto:Quinton@dsmw.com
mailto:emjscholarship@gmail.com
mailto:arosado@skes-law.com
mailto:kdj_Jones@yahoo.com
mailto:becky.neidhardt@gmail.com
mailto:ccls4me@ca.rr.com
mailto:2006ccls@gmail.com
mailto:rodcardinalejr@sbcglobal.net
mailto:msrocca@handlittle.com
mailto:marysrocca@aol.com
mailto:dawn@forgeur.com
mailto:aparrish@health-law.com
mailto:jgardella@nablaw.com
mailto:tanya.tate@hotmail.com
mailto:loaleader@tlhunt.org
mailto:susie.fagalde@berliner.com
mailto:lsstransactional@gmail.com
mailto:maria@mtdiablolpa.info
mailto:arosado@skes-law.com
mailto:kdj_jones@yahoo.com
mailto:cflores@orrick.com
mailto:l.lane44@yahoo.com
mailto:lmoore@stutzartiano.com
mailto:michellechavez@yahoo.com
mailto:ldelao@fitcheven.com
mailto:edresser@newtonremmel.com
mailto:hollywong661@yahoo.com
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mailto:sbajurin@carr-mcclellan.com
mailto:clfrazier1@me.com
mailto:elmorissette@cox.net
mailto:led@gagenmccoy.com
mailto:kim@lsi.org
http://www.lsi.org
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

*Item available to LSI members only. (Prices effective 01/01/2013)
1 of 2                                                                                                        reflects sales tax effective 4-1-2015

ITEM UNIT 
PRICE

QNTY TOTAL

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

$ 5.00 $

CCLS BROCHURE   Tri-fold brochure promoting the benefits of taking the CCLS Exam.   (Rev. 12/11) N/C
CCLS STUDY GUIDE (Revised 2013) Sample questions and answers to assist in preparing for all sections of 
the CCLS Exam.  

25.00

CCLS PIN    A ½” high, 10-karat gold-filled pin with CCLS logo.  For the CCLS. 35.00
CCLS STUDY KIT SECTIONS All sections include suggested 10 and 18 week syllabi.

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

30.00

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

50.00

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

ABILITY TO COMMUNICATE EFFECTIVELY (ACE)
Gregg Reference Manual, 11 ed. (book included with section), ACE Section of CCLS Study Guide, ACE 
Worksheets, ACE Study Tips, list of additional references required for ACE 99.00

LAW OFFICE ADMINISTRATION (LOA)**
Pocket Guide to Legal Ethics (book included with section)
Secretary of State Notary Public Handbook, LOA Section of CCLS Study Guide,
LOA Worksheets, LOA Study Tips, list of additional references required for LOA

70.00

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

70.00

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

COST OF FULL STUDY KIT (ALL 7 SECTIONS) 199.00
GUIDELINES FOR HOSTING LSI CONFERENCES*    An instruction guide, including forms and samples, 
essential to any association considering a bid to host an LSI Conference.  (Rev. 12/09)

N/C

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

5.00

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND GUIDELINES*    A booklet with 
step-by-step directions, including rules and examples, for preparing a History Book for entry in the LSI History 
Book Competition.  Created for local association historians and/or presidents.  (Rev. 5/12)

5.00

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

5.00

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

N/C

LAW OFFICE PROCEDURES MANUAL INSTRUCTOR’S GUIDES    To assist instructors in conducting 
training classes.  Teacher Training Chapter offers tips for teaching.  Other Guides supplement Chapters of the 
LOPM and contain projects, instructions to student, completed and blank legal forms, exams and answer keys.

TEACHER TRAINING CHAPTER (Rev.5/13) 4.00
ADOPTIONS CHAPTER (Rev. 5/13) 7.00
CIVIL LITIGATION (Rev. 5/13) 7.00
CONSERVATORSHIPS and  GUARDIANSHIPS (Rev. 5/13) 7.00
CORPORATIONS  and LIMITED LIABILITY COMPANIES (Rev. 5/13) 7.00
COURT STRUCTURE (Rev. 5/13) 7.00
CRIMINAL LAW CHAPTER (Rev.5/13) 7.00
DISCOVERY CHAPTER (Rev. 5/13) 7.00
FAMILY LAW CHAPTER (Rev. 5/13) 7.00
PROBATE CHAPTER (Rev.5/13) 7.00
REAL ESTATE CHAPTER (Rev. 5/13) 7.00

                 BANKRUPTCY (Rev. 5/13) 7.00
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*Item available to LSI members only. (Prices effective 01/01/2013)
2 of 2                                                                                                        reflects sales tax effective 4-1-2015

ITEM UNIT 
PRICE

QNTY TOTAL

              MISCELLANEOUS (Rev. 5/13) $7.00
              UNLAWFUL DETAINER (Rev. 5/13) 7.00
4GB TWIST FLASHDRIVE with jump ring with complete set of LOPM Instructor Guides      65.00        $
LEGAL SECRETARY’S REFERENCE GUIDE    A legal procedure guide designed to assist local 
associations in conducting a training class.  Also useful for training office personnel and as a general reference 
for experienced staff.  (Rev. 05/13)

30.00

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

5.00

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

N/C

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

N/C

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

N/C

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

             5.00

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

N/C

MEMBERSHIP APPLICATION FORM*    An 8 ½” x 11” form adopted 5/01 by LSI for use by all local 
associations.  Includes request for Legal Specialization Sections information.  Local associations may add 
second-page for supplemental information. (Rev. 5/08)  Can be transmitted as an e-mail attachment (Word 
format), if so requested.   [   ]  E-mail    -or   [    ]   Printed

N/C

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

N/C

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

7.00

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

7.00

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

SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING) $
CALIFORNIA SALES TAX (8.00% OF SUB-TOTAL) $

TOTAL DUE $

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

DELIVER TO: NAME ASSOCIATION 

ADDRESS CITY STATE ZIP 

DAY TELEPHONE ( ) E-MAIL 

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

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

http://www.lsi.org





