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Building Membership

Through Education

at a year it has been for Legal
Secretaries, Incorporated; and as we
begin our new fiscal year, we have

much to look forward to. May 1, 2009 marks the
beginning of our 75th year! Congratulations to
every member of LSI past and present for believing
in an idea brought forth by one person and car-
ried forward to the organization we know today.
As quoted by an LSI member in 1934: “One girl
dreamed of us, and because of her dream a whole
state would soon be cognizant of our existence.”
I am sure that Eula Mae Jett, LSI’s founder would
be so proud of what LSI has become. What
began as the California Federation
of Legal Secretaries by a few legal
secretaries, has blossomed into
a statewide corporation pro-
viding quality education to
California’s legal professionals.

I've reviewed many scrap-
books of years gone by and 1
realized that this corporation has
been a close knit group from the
beginning. Over the past quarter we
have experienced some sad tum of events
within our organization. In reflecting back over
these past few months, I realized how close knit
this organization really is. When tragedy strikes
a member of LSI in one way or another, members
send cards and e-mails, and telephone those
affected expressing their concern and offering
support. It is wonderful to know that so many are
willing to reach out and help each other

The members of Legal Secretaries,
Incorporated pride themselves on Excellence
through Education; Moving Forward; and Building
Membership through Associations — each focus-
ing on the goal of increasing membership, provid-
ing quality continuing education, and striving for
professional and personal growth. We've stood
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strong for 75 years on that foundation; but anoth-
er underlying foundation is the care factor We
really do care about the well-being of our fellow
members. It is apparent when we attend confer-
ence - when we see friends that we haven’t seen
since the last conference — greeting them with a
hug and a smile. We look forward to catching up
and spending the weekend together. Everyone
wants to be a part of something; whether that is
an organization such as LSI, or some other vehicle
that allows for human interaction. To have the
opportunity to be a part of something that pro-
vides personal and professional growth is
an additional bonus. There are many
organizations with similar goals, but
I wonder if they encounter the
closeness and camaraderie that
the members of LSI experience?
Never in my lifetime have I
experienced such a feeling of
respect, togetherness and being
a part of something as I do being a
member of LSI. I hope every mem-
ber of LSI feels this way.
Many exciting things have tanspired
this past year. The statewide CCLS Study Group
was conceived and is winding down to the last
weeks, preparing the students for the March
exam. The website has expanded with the addi-
tion of archives of The Legal Secretary, providing
more in-depth information about local association
events, and the opportunity to join online as a
Member-at-Large. The marketing committee is
working diligently to educate the legal commu-
nity, exhibiting at the annual conference of the
California Alliance for Paralegals, the Bay Area
Legal Secretaries Forum Changes in the Law and
Annual Workshops, and the State Bar of California
Convention. Recently, the marketing commit-
tee placed an ad with the Courtroom Resource
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BY CHRISTA Davis

LS} President

Christa Davis is President
of Legal Secretaries,
Incorporated and a mem-
ber of Livermore-Amador
Valley Legal Professionals
Association. Christa started
her legal career as a legal
secretarial trainee in 1987
She has been working for
Staley Jobson, a family law
firm in Pleasanton since
1989, where she is cur-
rently the Administrator.
Christa lives in Castro
Valley with her husband
and daughter.



Guide published through The California Lawyer magazine hop-
ing to reach a broader audience. At the February Quarterly
Conference, the Board of Governors voted to purchase a Light
Tape animated sign designed to be a backdrop for the marketing
table when LSI exhibits at legal events. These are just a few of
the steps being taken to provide more exposure for LSI.

For the first time, legal professionals have the opportunity
to join LSI as a Member-at-Large, through our website: www,
Isi.org. We have received an overwhelming response and we
now welcome over 40 Members-at-Large. Some associations
have voiced their concermn
that allowing legal profes-
sionals to join online as
a Member-at-Large takes
away from the opportunity
for associations to bring in
new members. This is a
legitimate concern, and the
Executive Committee has
done everything possible
to ensure that all potential
Members-at-Large are intro-
duced to the local associa-
tions in their area and are
encouraged to join those
associations.

Be sure to check
your roster and the list of
Members-at-Large updat-
ed quarterly, provided by
LSI Vice-President Brooke
Atherton, CCLS, for
Members-at-Large in your area. I urge you to contact and
invite them to attend an association event. Exposing Members-
at-Large to the benefits of local associations may be all it takes
to bring them in to your association. However, it is important
to embrace those that choose to join LSI as a Member-at-Large.
Camaraderie is an important aspect of any organization and
opening your “association door” to Members-at-Large is a great
way to share that camaraderie.

The fiscal year for Legal Specialization Sections is August
through July, and membership renewals are just around the cor-
ner. Please be sure to renew your membership soon. If you are
not a member of one or all of the Legal Specialization Sections,
you are missing a wonderful opportunity for quality education
at an outrageously minimal cost. The Legal Specialization
Section Leaders never fail to amaze me with the creative topics

for their workshops. In February, attendees at the Criminal
Law Section workshop were treated to an exhibition of the Law
Enforcement K-9 unit for the City of Concord, and attendees
were able to see firsthand what happens when police dogs are
given the command to seek out contraband. This is not some-
thing you see every day!

The Legal Specialization Sections will not be offering
a Fall or Spring Regional Workshop this fiscal year. At one
point in time, the Regional Workshops provided an excellent
opportunity to meet the educational needs for those that were
not always able to attend the
workshops presented at con-
ference. Times change as do
the needs of our members,
and we hope that this change
will draw more attention
to the Legal Specialization
Section workshops presented
at the quarterly and annual
conferences. As always the
Legal Specialization Section
Leaders and the Executive
Committee welcome ideas
for future workshops, so
please feel free to provide
your comments and ideas.

In addition to the work-
shops offered through the
Legal Specialization Sections
this past year, LSI offered
workshops on the Golda ]J.
Cooper Chapter Achievement
Contest; California Legislative & Regulatory Research; Putting
on Seminars/Workshops — from Topics to Presentation; Creating
a History Book or Scrapbook without Spending a Fortune;
Participating in the Eula Mae Jett Scholarship Program; and
CCLS — Teaching the Teachers. The officers and chairmen of
LSI strive to provide as much continuing education as possible
and will continue to do so throughout the next year.

1 hope you stepped outside of your comfort zone a bit
and seized the opportunity to attend conference, educational
workshops, rekindle old friendships, and make new friends.
This is an exciting time for LSI. Choose to be a part of this
excitement. We can build membership through education — it
just takes teamwork. Thank you for choosing to be a part of
Legal Secretaries, Incorporated; I look forward to another great
year of education, networking, and fun. 0
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BY CATHERINE CuLver, CCLS

Submitted by
LS| Corporate Office

Have You Hugged Your

Treasurer Today?

easurers are the unsung heroines/heroes

of LSI's 41 local associations. These hard

workers submit per capita dues to the LSI
Treasurer and provide the corporate office with
members’ names, mailing addresses, and email
addresses. This is in addition to all the account-
ing, bill paying, and checkbook balancing they
perform for their associations. Their interface with
the corporate office sounds simple but you would
be surprised how many members change jobs,
move residences, and change email addresses.
Many local associations provide
forms in their monthly bulletins
to help members remember to
send changes/corrections to the
treasurer and to the corporate
office. I your association does
provide such a form, please use
it if your contact information
changes.

One of the benefits of
LSI membership is The Legal
Secretary magazine which is pub-
lished quarterly I do my best
to make sure that your mailing
address is correct so that you
receive your magazine timely.
But you have a responsibility to
inform your treasurer WHERE
you want your magazine sent. Do you want to
receive it at home, or at your office? Does your
treasurer know this? When I submit mailing
lists to the magazine publisher, I use the mailing
address submitted by your treasurer.

That person may list your home address
when you want to receive the magazine at your
office, or vice versa. So be sure to let your trea-
surer know where you want your magazine sent.
It is membership renewal time as you read this, or
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just past it, so now is the time to make sure your
treasurer has the correct mailing address for you.
If you are not receiving your magazine, how did
you get this copy? Just kidding. Please let the
corporate office know that you are not receiving
it. I will verify your address, make sure that you
are on the mailing list, and mail you a copy of the
magazine you did not receive.

I am working to reduce the amount of
information collected on each LSI member. 1SI's
member database includes only your name and
magazine mailing address at present.
Why does the corporate office want
your email address, or a contact tele-
phone number? Because when you
request or purchase items from the
corporate office, if there is a ques-
tion, I need a way to contact you
for a quick answer. If you choose
to order an item through the Isi.
org website, your email address is
on the order. But if you mail in a
request/order, and do not include
contact information, my only option
is to mail you the question. A bit
awkward, no?

California  Certified Legal
Secretaries: Your CCLS designation
is important. It should appear on
the magazine mailing label, and any other label
used. If your designation is missing, please bring
it to my attention. You worked hard for it; I would
like to insure it appears as appropriate.

This applies to all of you Professional Legal
Secretaries (PLS) as well.

Remember, the LSI Corporate Office is only a
toll-free phone call (800-281-2188), or an email
(Isiorg@suddenlinkmail.com) away. Q

Catherine Culver, CCLS,

is the LS! Administrator,
She received her BA in
economics from Denjson
University in Granville, Ohio,
her paralegal certificate
from UCLA Extension,

and earned her CCLS

in 2003. She resides in
Fortuna, California, with her
husband, Scott Downie,
and their black Labrador
Retriever, Sydney.



LEGAL SPECIALIZATION SECTION WORKSHOPS
Annual Conference - May 2009 - Long Beach Hilton Hotel, Long Beach CA - Host: Long Beach LSA

REGISTRATION FORM - DEADLINE IS MONDAY. May 11, 2009 :
Registration MUST be RECEIVED by each Section Leader on or before the deadline. aé%{
Please make advance reservations so materials may be prepared. PLEASE CHECK APPROPRIATE BOXES BELOW. &k

Mail or Fax a copy of this form to each corresponding Section Leader. YA
Send a self-addressed, stamped envelope if you wish confirmation of your reservation.
PLEASE MAKE ALL CHECKS PAYABLE TO "LSI"

LS| SECTION MEMBER: LS| NON-SECTION MEMBER: NON-LSI MEMBER:
Free with Advanced Reservations $10.00 with Advanced Reservation $15.00 with Advanced Reservation
$5.00 at the Door/After Deadline $15.00 at the Door/After Deadline $20.00 at the Door/After Deadline
Handout Only: $5.00 Handout Only: $10.00 Handout Only: $15.00
Friday, May 15, 2009 -- 1:30 p.m. to 3:30 p.m.
PROBATE & ESTATE PLANNING: LAW OFFICE ADMINISTRATION:
Topic: “Small Estate Administration” Topic: “Bermuda Triangle - Leaves of Absence”
Speaker:  Alan D. Davis, Esq. Speaker: Joanna L. Blake, Esq.
Q iwillattend O Section Member [ Non-Section Member Q Iwillattend O Section Member Q Non-Section Member
0 Non-LSl Member O Handout Only Q Non-LSI Member QO Handout Only
Sendto: Leslie Ames, CCLS, Probate/Estate Planning Section Leader Sendto:  Jan Vomkahl, LOA Section Leader
1500 - 4th St., Eureka, CA 95501 3553 Sutton Loop, Fremont, CA 94536
(O) 707-442-0500 FAX: 707-443-2973 (H) 510-790-8337 (O) 415-984-8341 FAX: 415-226-0735
Friday, May 15, 2009 — 4:00 p.m. to 6:00 p.m.
CRIMINAL LAW: Topic: “The Media Circus - Representing Clients FAMILY LAW: Topic: “ When Mom or Dad are Deployed”

Who Become Reluctant Celebrities”
Speakers: Kathleen Somerville, Esq. - Navy JAG Office, San Diego
Speaker: Karen R. Smith, Professor of Law.
QO Iwillattend O Section Member O Non-Section Member
QO Iwillattend [ Section Member Q Non-Section Member 0 Non-LSIMember O Handout Only

Q Non-LSI Member [ Handout Only
Send to: Stephanie Harrison, Family Law Section Leader

Send to: Cheryl Kent, PLS/CCLS, Criminal Law Section Leader clo Law Offices of Marvin J. Brown
5534 Blackbird Drive, Pleasanton, CA 94566 720 West 19t St., Merced, CA 95340
(H) 925-462-3440 (0) 925-837-0585 FAX: 925-838-5985 (H) 209-723-4479 (O) 209-384-0123 FAX: 209-384-1661

Saturday, May 16, 2009 — 4:00 p.m. to 6:00 p.m.

TRANSACTIONAL LAW:  Topic: “The Legal and Ethical Pitfalls for CIVIL LITIGATION : Topic: “Service of Process & Skip Tracing”
Attorneys Engaged in Loan Modifications”
Speaker: Gary Hansen - Hansen'’s Guaranteed Process Service
Speaker: Scott Drexel, State Bar Chief Prosecutor
Q Iwillattend O Section Member QO Non-Section Member
O Iwillattend O Section Member Q1 Non-Section Member Q Non-LSI Member 0 Handout Only
[ Non-LSI Member ([ Handout Only

Sendto: Elizabeth Adame, CCLS, Civil Litigation Section Leader
Sendto; Mae Brooks, CCLS, Transactional Law Section Leader P.O. Box 4344, El Centro, CA 92244

1050 S. Kimball Road, Ventura, CA 93004 (H) 760-352-8333 (O) 760-352-4001 FAX: 760-352-5561

(H) 805-642-6478 (O) 805-659-6800 FAX: 805-659-6818

Name: E-mail:
Address/City/State:
Phone: (Work) (Home) Local Assn.: LSA/LPA

Method of Payment: Check [] Credit Card | Number Expiration Date:
Name on Credit Card: Card Verification Number:

] CCLS 1 CLA I Paralegal I Attomey

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

The Legal Specialization Sections are a program of Legal Secretaries, Incorporated, an approved provider, and certify that these
workshops have been approved for minimum MCLE/CLE credit of 1.50 hours each, by the State Bar of California.




Elder Abuse

ecause of our aging population, elder

abuse is a growing problem. A Contra

Costa Grand Jury found that nearly a
quarter of a million Californians are victims of
elder and dependent abuse every year. Estimates
have been made that 4 to 5% of seniors suffer one
or more episodes of abuse each year, but only 1
out of 15 cases is reported. These victims are 3.1
times more likely to have their lives shortened
than those who are not abused, neglected or
exploited. Elder abuse statutes protect seniors
age 65 and older, and adults of any age who are
dependent. Reports indicate that women over the
age of 75, who have mental or physical impair-
ments that cause them to depend on others for
care, are at greatest risk of abuse.

Elder abuse can be an insidious problem.
Sometimes the elder is reluctant or afraid to report
abuse, due to shame that a family member may
be involved in the abuse or due to fears that he
or she will be placed in a nursing home. Nursing
home residents may not have the resources to
report abuse, and may fear retaliation by staff.
Elders who trust others to manage finances may
not realize that financial abuse is taking place.
Abusive caregivers can isolate the elder, making
intervention difficult. Problems are often exacer-
bated by the elder’s diminished mental or physi-
cal abilities.

Elder abuse takes many forms: neglect (by
self or others), physical and sexual abuse, emo-
tional abuse and financial abuse. Abuse can take
the form of deprivation of care, abandonment,
isolation or abduction. The perpetrators can be
almost anyone, including family members, friends
and acquaintances, advisors and caregivers, both
in and outside of the home.
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Resources

Counties have Adult Protective Services
departments which investigate reports of elder
abuse and work with the elder and his/her trusted
friends and family, to plan for the creaton of a
safe living environment for the elder. If you are
the victim of abuse or suspect elder abuse, in
Contra Costa County, call APS at (877) 839-4347.
In Alameda, call APS at (866) 225-5277. Both
numbers are toll free 24 hour hotlines. For a list of
APS departments for all California Counties, go to
www.dss.cahwnet.gov/pdf/apscolist.pdf. Certain
classes of people, such as care custodians, medi-
cal professionals, clergy and law enforcement offi-
cers, are mandatory reporters who must report to
APS when it reasonably appears that elder abuse
is occurring. If the elder is in immediate physi-
cal danger, a call to 911 may be appropriate, and
responders may have the obligation to contact
APS within certain timelines. When in doubt,
a concemned person should make the call to APS
themselves.

APS social workers may take steps to correct
situations involving abuse, but budget cutbacks
on government services may limit the amount of
assistance that APS can provide. Our experience
at Randick O’Dea & Tooliatos is that APS is very
busy with the most egregious cases, and cannot
provide assistance in all areas, for instance, in
recovering appropriated property or initiating
Similarly, the district
attorney’s office may opt to investigate and pros-

conservancy proceedings.

ecute the worst cases of abuse, leaving others to
be resolved privately, through the civil courts. The
civil statutes regarding elder abuse, however, are
quite strong. Persons 75 and older are entitled
to priority in trial setting, so elder abuse trials

(Continued on page 13)

8y Lestie BAxveR, Esa.

Submitted by
Livermore-Amador
Valley LPA

Leslie Baxter is a partner at
Radick O'Dea & Tooliatos
and has repeatedly been
named one of Northern
California’s "Super Lawyers”
in the areas of business law
and Real Estate Iitigation.
Leslie's litigation practice
spans a wide range of busi-
ness and real estate issues.
She also assists commercial
clients and developers with
land development, permit-
ting, and environmental
issues. Leslie has expertise
in handling appeals in both
Federal and State courts,
including oral argument
before the State Court of
Appeal and the Federal
Ninth Circuit Court of
Appeal.



sy Dessy TANKERSLEY, CCLS

Diamonds on the Shore

ong Beach Legal Secretaries Association
I is delighted to host the 75th Annual
onference for Legal Secretaries,
Incorporated, at The Hilton Long Beach from May
14-17, 2009. Please join us and be treated like a
precious gemstone.

Long Beach has some great attractions to see.
The Pike at Rainbow has a variety of rest venues,
Ferris wheel and open-air marketplace. The Pike
is one of the most unique waterfront locations on
the West Coast.

Why not take a journey on the free Passport
shuttle in downtown for a quick ride to all must-
see Long Beach attractions. The Pine Avenue
Link route, serving Pine Avenue, Shoreline Drive,
Pine Avenue Circle, and the Aquarium has been
combined with the Passport C route serving the
Queen Mary. For only 90 cents, the Passport A
will take you on a voyage along our coast to the
Long Beach Museum of Art, Belmont Shore and
Alamitos Bay Landing.

The Hilton Long Beach Executive Meeting
Center is located at the World Trade Center,
701 West Ocean Boulevard in Long Beach in
the heart of the business district. It is central to
the Convention Center, Long Beach Aquarium
of the Pacific, Port of Long Beach and Southern
California’s best beaches. The Hilton is conve-
niently located near three airports: Long Beach
Airport (LGB) is the closest airport and Jet Blue
has flights to Long Beach from Sacramento,
Oakland, San Francisco and San Jose. Los
Angeles International (LAX) and John Wayne/
Orange County Airport (SNA) are less than 21
miles to Long Beach.

Check-in time is at 3 p.m. Requests for early
check-in will be handled based on hotel avail-
ability at the time of check-in. The hotel provides
complimentary baggage storage. All guest rooms

feature wireless internet service, ergonomic desk
chairs, and coffee makers. In addition to compli-
mentary 24-hour access to the newly renovated
6000 square foot fitness center, there is also an
outdoor pool and spa. All guest rooms are non-
smoking.

Hotel guest parking rates are $15/day for
self-parking and $17/day for valet. For those com-
ing just for the day, parking is $9/day. You might
be able to find some free parking on Saturday and
Sunday in back of the hotel.

There are two restaurants serving the Hilton.
The Ascari Ristorante is open for breakfast, serv-
ing both continental and full breakfast buffets as
well as a la carte menu items. The Daily Grill
Restaurant, adjacent to the hotel, is a full service
dining facility offering lunch and dinner and has a
full bar. The Daily Grill also operates room service
within the hotel. There are several eateries within
walking distance.

Reservations can be made by calling the
Hilton directly at 562-983-3400 or online at
http://www.longbeach.hilton.com.  The Group
Code is LEG. The deadline for the group code
is April 24.

The scrip ticket price is $110 if purchased
before April 15, 2009. Thereafter, the scrip will be
$120. Scrip tickets include registration, reception,
banquet and brunch. The room rate is $169/
night for single and double occupancy, $194/
night for triple and $219/night for quad (maxi-
mum four guests per room).

Members of LBLSA will be wearing diamond
or jewel shaped stamps on their name badges.
Don’t forget to find one of us to purchase your
tickets for opportunity drawings!

Educational workshops will be held on Friday
and Saturday afternoon. History books will be on
display on Friday and Saturday. The Governors’

(Continued on page 8)

2009 Annual Conference
Chairman

Debby Tankersley, CCLS

is the Conference Chair
for the 2009 Annual
Conference (although

she couldn’t have done it
without Cheryl, Cathleen,
Alice and Andree). She
has been a Legal Secretary
since 1979 and has been

a member of Long Beach
LSA since 1991. Debby
works at Jackson DeMarco
Tidus Peckenpaugh in
Invine, CA as a Land Use/
Litigation Secretary. She
has been married to Rick
for 30 years and has a son
Everett and a daughter
Megan.
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Diamonds on the Shore (Continued from page 7)

Luncheon is open to Governors only and the Newcomers’
lunch will be held on Friday. The CCLS Luncheon (open to all
members) will be held on Saturday to honor those who have
achieved certification during the 2008-2009 fiscal year. Please
visit all the wonderful exhibitors on Friday from 8:00 a.m. to
8:00 p.m. and on Saturday from 8:00 a.m. to 3:00 p.m. They
will be showcased in the Promenade.

We have lined up some very enjoyable entertainment for
you during the Friday Night Welcome Reception, so if you like
the Beatles and Frank Sinatra, you will enjoy the entertainment!
The dress attire for the reception is business casual.

The General Assembly will commence on Saturday and
conclude on Sunday moming.

The dress attire for the Saturday Night Banquet is dressy
casual.

Chapter Achievement contest winners and the LSI
President’s Special Presentation will be announced. The 1SI
Installation of Officers will be held on Sunday at Brunch.

Please feel free to contact me if you have any questions or
require more information. My direct line at work is 949-851-

7473 or you may email me at diankersley@jdtplaw.com. Q)

Still waiting for your transcript?

We’ll get it to you on time.

Don’t wait any longer.

From your first contact with us, you will experience the fast, friendly, and professional
service we are known for. We're fast at answering your call; fast at getting you a
court reporter; fast at getting you an accurate transcript and so much more.

Call now to schedule your next deposition!

800-288-3376
ATKINSON-BAKER

DEPO.COM

NATIONWIDE COURT REPORTERS
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LS| Third Quarterly Conference 2009
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BY CiNnDY CRAVALHO AND ELLEN SCHUSTER

Assisting Your Attorney In Limiting
The Costs Of Arbitration

aralegals, legal assistants, and secretaries
Pare invaluable in preparing attorneys’ cases

for arbitration, especially when it comes
to regulating the costs associated with a matter
in arbitration. Whether in selecting the arbitrator,
researching and preparing the arbitration demand
or briefs, conducting discovery, and preparing wit-
nesses for the arbitration hearing, legal assistants
can and should pay attention to the costs involved
both for your attorey and your clients. This article
gives you a basic understanding of arbitration and
some of the constructive ways you can keep costs
down throughout an arbitration.

Alternative Dispute Resolution (ADR) is a
range of options available to feuding parties
who desire an alternative to direct negotiation or
litigation, as well as a faster, more efficient way of
resolving disputes than the courts. ADR processes
can be considered either facilitative or adjudicative.

In a facilitative process, a neutral third per-
son assists parties in negotiating a settlement. The
role of the neutral is to find areas of consensus
to bring the parties together and to find bridges
or solutions to the areas of disagreement. The
neutral does not have power to impose a solution
or decision, so the parties have control over the
outcome of the case.

In adjudicative processes, a neutral decision-
maker hears and considers facts and arguments,
typically in order to render a binding decision or
solution based upon an agreed-upon standard of
legality or fairess. While the neutral’s role is to
issue a solution for the parties, he/she does so
within the scope and parameters of either the
stipulation or arbitration clause granting author-
ity to the neutral; but parties do have less control
over the outcome.

Arbitration, the most traditional form of pri-
vate dispute resolution, is an adjudicative process
wherein the arbitrator, typically a retired judge or
attorney, renders a final, binding decision at the
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conclusion of an arbitration hearing, subject only
to a very limited court review.

Arbitrations are often administered by a pri-
vate organization that maintains lists of available
arbitrators and provides rules under which the
arbitration will be conducted. Such organizations
can also manage the arbitration process generally.

We will briefly outline the differences
between trial and arbitration, discuss the cost-
saving benefits of arbitration, and detail the ways
costs may be reduced during the arbitration itself.

Arbitration vs. Trial

Arbitration differs from- and is very often
more desirable than- trial for several reasons:

1. Governing Rules: At trial, parties are gov-
emed by strict local, state, and federal rules
regarding everything from conducting dis-
covery to putting on evidence. In contrast,
arbitration allows the parties to design their
own process and select their own rules.

2. Selection of Decision-Maker: In the court
system, the parties’ judge is determined by
the court clerk. Arbitrators, or the method
for their selection, are mutually agreed-upon.

3. Level of Formality: Formality is at its
zenith at trial, where order and traditional
decorum must be maintained at all times.
The level of formality is significantly lower
during the hearing, where the parties are typi-
cally in a conference room, quite often sitting
around a meeting table.

4. Determination of the Case: At trial, a
decision will not be rendered until the formal
case is concluded and there is the potential
for a lengthy appeals process. In arbitration,

Submitted by
Alameda County LSA

Cindy Cravalho, an ADR
Specialist, has been with
JAMS for 8 years. In
addition to case manage-
ment Cindy is @ member
of JAMS’ General Inquiry
and Arbitration General
Demand Teams. Prior to
coming to JAMS Cindy
worked for various law
firms in the North Bay as
Records Manager, Legal
Assistant, and Office
Manager.

Ellen Schuster is an

ADR Specialist at JAMS,
administrating numerous
arbitrations and arbitration
programs, working closely
with clients to select their
mediator or arbitrator and
guiding clients through the
selection and case-setting
process. She graduated
with a J.D. from University
of California, Davis School
of Law.



with a few exceptions, the arbitrator’s decision is final
and binding, but the parties can get resolution on many
issues prior to the end of the hearing. Because arbitrators
can render interim awards on the merits of the case, many
substantive issues can be resolved quickly and before the
matter is finalized.

5. Efficiency and Predictability of Costs: The most com-
pelling advantage of arbitration is its efficiency and predict-
ability with regard to costs. Because the process is con-
trolled by the parties and a limited set of rules, the length
and timing of the proceedings is typically significantly
shorter than a court trial. Many costs can be predicted
with a high degree of certainty: the arbitrator’s fees and any
related administrative fees can be evaluated up front and
the time needed to prepare and conduct discovery is often
much shorter than at trial. Be aware that some provider
organizations will adjust their administrative fees during
the course of proceedings if the amount in controversy
changes during the life of case; this may be one reason to
avoid organizations without predictable costs.

You can assist your attorney by taking advantage of arbitra-
tion’s cost-effective benefits both in designing the process and
during the course of the arbitration proceeding.

Designing the Process

Types of Arbitrations

You can assist your attorney to select the best and most
efficient type of arbitration for your matter. Several common
types of arbitrations are described below.

Binding arbitrations are the most commonly used and
must be agreed upon in a pre- or post-dispute contract or
stipulation. The arbitrator’s decision is final, binding, and only
subject to appeal under limited circumstances. This type of
arbitration is one of the most cost-effective, as it yields a final
determination of the case without further proceedings.

Baseball arbitration is a form of binding arbitration where-
in each party selects one final number or amount, and the arbi-
trator must choose among those numbers as the dollar figure
for the award. This type of arbitration is also cost-effective, as
the arbitrator will probably not spend as much time as in other
types of arbitrations in rendering a decision; most likely, he or
she simply has to choose from between two numbers.

Night Baseball arbitration is similar to baseball arbitration,
but the parties’ figures are not revealed to the arbitrator. The
arbitrator will assign a value to the case and the parties agree

to accept the high or low figure closest to the arbitrator’s value.
Night baseball has similar cost benefits to baseball arbitration,
but the arbitrator may require more time to render a decision
since he or she is not aware of the parties’ range.

In the less common Non-Binding arbitration, the arbitra-
tor’s award is merely advisory and parties do not give up their
right to a jury trial. This may be your least cost-effective option,
since it will not always bring finality to your case.

A Mediation-Arbitration (commonly called a Med-Arb) is a
hybrid form of arbitration that involves combining the benefits
of a mediation with the finality of an arbitration. Upon the
mediator/arbitrator’s consent, the neutral will conduct a media-
tion to aid the parties in settling their matter. If a settlement
cannot be reached, the neutral switches roles and will arbitrate
the matter. The highly cost-effective mediation portion (limited
preparation and documentation needed for both the attomey
and the mediator) may result in a settlement. If it does not, the
arbitrator will likely need less time to prepare and familiarize
herself with the case since she just served as the mediator and
your client will still get a final resolution of his or her case.

Choice of Rules

Your choice of rules under which the arbitration will be
administered will help you avoid unnecessary or unpredictable
delays in the selection of arbitrator process and in the conduct
of discovery. You should keep in mind the following factors:

1. Discovery: Do the rules selected allow for adequate
discovery? Do they permit much more than necessary?
Extensive discovery can create delays in the arbitration,
increasing costs.

2. Selection of the Arbitrator: What is the process for
selection of the arbitrator? Do parties get input on the
selection or the selection process? What is the timing for
the selection of the arbitrator? A lengthy selection process
could be costly.

3. Allowance for party-agreed procedures: Do the selected
rules permit parties to adjust or streamline processes as
needed? Such adjustments can directly affect costs, since
the case proceedings can be tailored to each case’s needs.

4. Optional Appeals: Do the rules allow for an appeals
option? Under what circumstances can this option be
invoked? An appeal of an arbitration award extends the life
of a case, reducing the ability to predict costs and impeding
on the finality of the decision, once made.

(Continued on page 12)
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Assisting Your Attorney (Continued from page 13)

Number of Arbitrators

Your arbitration clause may dictate whether you will use
a sole arbitrator, or a panel of arbitrators. If not, using a sole
neutral may be appropriate based on the type, value, and com-
plexity of the matter. A sole neutral arbitrator can efficiently
manage all issues connected with the case from scheduling
and discovery, through the hearing and decision. Not only will
you will keep costs down, you will save time. Having only one
arbitrator to worry about when it comes to scheduling will help
keep the case moving along without delay.

Alternatively, a dispute with broad issues and numerous
witnesses may warrant the additional expense of an arbitration
panel.

With a tripartite panel, one special consideration is
whether to have a fully neutral panel or to have party-selected
arbitrators remain non-neutral. Non-neutral party arbitrators
could easily cost more than an all neutral arbitration panel
because parties often spend more time and cost briefing and
meeting with their party arbitrator than the rest of the panel.
It is often more cost-effective to have a neutral panel since you
can brief them and meet with them all at once, without any
extra briefing or meetings.

Selecting the arbitrator requires careful consideration
based on the specifics of your case. Options range from prac-
ticing attorneys doing ADR part-time to retired federal judges.
Consider whether it is critical for the arbitrator to have exten-
sive background knowledge in the subject matter, or whether
a proven ADR track record will be important to selection.
Educating an inexperienced arbitrator can be time-consuming,
and thus, costly.

The Arbitration Proceeding

Throughout the process, steps can be taken to save both
time and costs, especially when it comes to the hearing format.
Use of alternatives to standard court style hearing can greatly
reduce expenses. Initial case management conferences and
other preliminary hearings, in which personal appearance is not
crucial, can be easily handled via teleconference. Appearance
by phone is becoming more commonplace as a way to reduce
travel expense, save time, and to resolve issues more quickly.

Paper Arbitration, also called Arbitration by Mail, is anoth-
er option to consider. All arguments are submitted in writing
and no formal hearing is held. Smaller cases with limited issues
may be good candidates for this format.

Once the type of arbitration has been selected, and the
neutral arbitrator or arbitration panel has been appointed, an
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arbitration management conference should be scheduled. This
preliminary conference, typically held via teleconference, is an
opportunity for the arbitrator to meet with counsel to confirm
rules and identify parties, discuss discovery needs, set brief-
ing schedules, hearing dates, and to handle other preliminary
issues.

Following this conference, the arbitrator’s preliminary
hearing and scheduling order will serve as your road map.
Subsequent case management conferences may be scheduled
to follow up on progress and to insure the case continues to
proceed in a timely fashion. In addition, you should familiarize
yourself with the rules by which the case will be governed, the
arbitrator’s preferences and requirements with regard to brief-
ing format, page limitations, and acceptable forms of service.
Taking this extra step will save time and reduce delays as the
case progresses.

Hearing length
When selecting the hearing length, you may be limited by

the case rules or agreed upon timelines. Bifurcated proceedings
can reduce hearing length by allowing for certain issues to be
decided early on. Some issues may be appropriate for decision
on papers only, or may be resolved via informal briefing and
telephonic hearing.

Calculate your needs based on exhibits, number of wit-
nesses and expected duration of their testimony. Although the
goal is to control costs, you don’t want to cut yourself short
when it comes to the amount of time for the hearing. Keep in
mind that coordinating additional time on short notice can be
quite difficult when dealing with busy neutrals, attorneys and
witnesses and will cause unnecessary delays. If possible, con-
sider scheduling extra hours or days as a cushion to insure the
case can be completed within the allotted time. When time is
limited, use of a chess clock or other timing method can help
to keep the hearing moving along.

Limit Discovery

Typically set forth by the rules, pursuant to party agree-
ment, or as deemed appropriate by the arbitration panel, dis-
covery can become quite costly if not kept in check. In more
complex matters, use of a discovery referee may be warranted.
Though this adds additional cost, often the benefits can far
outweigh the expense. The referee’s fees could be significantly
lower that of the arbitrator and the referee can bring quick reso-
lution of discovery disputes through informal hearings, often
via teleconference.



Limit Briefing

Briefs, exhibits, and any other documentation submitted
should be concise and easy to navigate. If not limited by the
arbitrator’s guidelines, paring down unnecessarily extensive
documents can save countless hours of preparation time for
you, your attorney, and the arbitrator. Informal letter briefs, if
allowed, can be both time and cost efficient. Use of electronic
exhibit presentation, rather than costly blowups, can greatly
reduce production costs and are easily transmitted.

Hiring Court Reporter

Parties should consider whether a court reporter will be
needed during hearings. This may be something to discuss on
the initial conference call with the arbitrator. In shorter disputes
involving less complex issues and documentation, a reporter
may not be necessary. Determine whether it will be your duty
to arrange for the reporter and how the costs will be allocated.
Costs will also vary depending on whether simple transcripts or

electronic links are necessary. All details and scheduling should
be confirmed well in advance of the hearing to avoid additional
expense and delay.

Other Cost Considerations

A few other matters to consider regarding the cost of your
arbitration: Does you arbitrator provide hearing rooms? If so,
are they sufficient for your case, and is there additional cost
involved? What amenities are available? Will there be access to
copier, fax, computer, wireless internet, power point projector?
Inquiring about these items early will save time and money at
hearing time.

As an integral member of a team working on your firm’s
cases, you can shape the arbitration process to make it work
best for your client and your attorney. Taking full advantage of
arbitration’s cost-effective benefits makes sense for any party
with budget concerns. Q

Elder Abuse (Continued from page 6)

are often heard on an expedited basis. The statutes provide
for recovery of attorneys’ fees, if the abuser is found guilty of
recklessness, oppression, fraud or malice.

Caregivers and the Gift Restriction Statute

While it is important to have laws in place that protect the
elderly, there is a California statute, the Gift Restriction Statute,
which is causing unintended problems for caregivers and oth-

ers, who are given gifts by those for whom they care. The Gift
Restriction Statute invalidates a donative transfer, such as in a
will, to certain beneficiaries. Generally, these beneficiaries are
the drafter of the donative instrument, the transferor’s care
custodian (if the transferor is a dependent adult), or a fiduciary
of the transferor who transcribes the donative instrument. For
example, say a disabled woman, in gratitude to her long time

caregiver, leaves the caregiver a large sum of her estate in her
will. That caregiver will be disqualified from receiving the gift
unless the caregiver can prove that the gift was not the product
of duress, menace, undue influence or fraud. The proof can be
made by either a certification of an independent attorney who
interviewed the transferor about the transfer, or by clear and
convincing evidence in a court proceeding.

The Gift Restriction Statue, as written now, is unfair to the
beneficiary, who is assumed to have obtained the gift by duress,
menace, undue influence or fraud. Until the State Legislature
amends the statute, a transferor should consult with an attor-
ney, to determine whether the Gift Restriction Statute applies
to the intended gift, and to obtain certification that the gift is
freely and validly given. Q
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sy Kristi L. EDwArDs, CCLS

We Did It! How To Have A Successful

Fundraiser

magine my dismay when, after taking a

short sabbatical from my website duties for

Marin County LPA, I discovered all of our
current website data had mysteriously disap-
peared. Apparently, our webmaster’s server had
crashed and our site reverted to the original data
that had been loaded when the site was cre-
ated several years ago. After many unsatisfactory
contacts with the webmaster and lots of wasted
time on my part trying to fix the dam thing, I
did some research and presented alternatives to
our membership. They were convinced that a
professional and properly working website was
essential to helping our association grow, and our
board decided to hire a new webmaster to build
an updated website we could point to with pride.
The only problem was that our treasury coffers
were almost empty. What to do? Have a fund-
raiser! But, what would that be?

Several of our members are very talented and
creative people (in addition to being stellar legal
assistants) and they stepped up to the challenge.
Tisha Thompson, with help from Kate Athias and
Kim Joffe-Comers, volunteered to create hand-
made jewelry for sale at a booth at the February
Quarterly Conference held in Concord. We con-
tacted LSI and purchased license agreements to
use the LSI and CCLS logos. Tisha, Kate, and Kim
designed earrings, necklaces, key chains, magnets,
pins, and charms based on those logos and other
original ideas. Kate designed a special logo for
MCLPA and created one for the hosting associa-
tion, Mt Diablo LPA, based on their conference
theme of ‘Around the World in Three Days.” The
jewelry itself was created largely from recycled

materials and the ‘shrink-a-dink’ method. Tisha
generously donated additional pieces of her beau-
tiful, handmade jewelry to fill the table. Tisha,
Kate, Alison Gardner, CCLS, and I took tums
staffing the booth throughout the conference.

I'm very pleased to say that we reached our
goal of at least $500 in sales! This will go a long
way towards getting our website back on track.
And now for the lessons learned:

1. Check your website frequently and stay
in touch with your webmaster, unless
you enjoy unpleasant surprises.

2. The true wealth of your association is in
its people. Look for the hidden resourc-
es in your membership and ask for their
help to solve problems.

3. Reach out to LSI and they will help, too!
We were successful only because our
members were generous with their
talents and time, and people attending
the conference stopped by our booth to
find out why we were there and what we
had to offer Many people chose to
support our cause by purchasing jewelry
and we thank each and every one of you.

If you missed out on acquiring your favorite
piece of jewelry because many pieces were one
of a kind, or you were just so busy attending all
the workshops and meetings, or (horrors!) you
didn’t make it to conference at all, Tisha will be
happy to create a unique piece just for you or your
association. For special orders please contact her
at tttisha@gmail.com. And good luck with your

next fundraiser! Q

Submitted by
Marin County LPA

Kristi L. Edwards, CCLS
has been a legal secretary
for 17 years. She is legal
assistant and office man-
ager for Burroughs and
Froneberger in San Rafael,
a transactional and estate
law firm specializing in pro-
bate litigation. Currently
serving as governor, she
has held all offices of Marin
County Legal Professionals
Association, and was

given honorary member-
ship status at their 50th
Anniversary Luncheon.

She lives in Marshall on
Tomnales Bay with her
husband of 35 years who
has now given up trying to
introduce her to sailing and
kayaking, since she'd rath-
er play her flute instead!
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8Y JENNIFER L. Paae, CCLS

Inside the Educational Publications
of LSl and Educational Opportunities
Available to the Legal Professional

o you know all that you need to know
Dabout the educational publications and
educational opportunities available to

the legal profession that LSI currently has to offer?
LSI currently has three publications available

to assist you in your educational needs as a legal
secretary, legal assistant, or paralegal.

LSI Legal Professionals Handbook: Referred to
as the LPH. This is an in depth, two-volume
set covering all aspects of the legal profession.
This publication includes deadlines, step-by-
step instruction and sample forms on what to
do and how to do it, including cross-references
to code sections and other legal publications.
This publication is updated twice a year by the
Publication and Revision Committee of LSI. To
order your own copy, contact The Rutter Group
800-747-3161 extension 2.

Law Office Procedures Manual: Referred to
as the LOPM. A procedural handbook for
California courts, with cross-references to code
sections and other legal publications. This
publication is updated twice a year by the
Publication and Revision Committee of LSI. To
order your own copy, contact The Rutter Group
800-747-3161 extension 2.

Legal Secretary’s Reference Guide: Referred
to as the LSRG. A general reference for expe-
rienced staff and useful for training office
personnel. This publication is revised by the
Continuing Education Council of LSI and avail-
able for purchase through www.lsi.org.

If you are interested in studying to sit for
the California Certified Legal Secretary exam,
held twice a year, both the LPH and LOPM
are valuable tools in helping you prepare.
Additionally, LSI has the following available:
CCLS Study Kit: This kit consists of the

16 May 2009 The Legal Secretary

CCLS Mock Exam, Gregg Reference Manual
with Basic and Comprehensive Worksheets and
an Instructor’s Resource Manual. This kit is
revised by the Continuing Education Council
of LSI and available for purchase through www.
Isi.org.

CCLS Mock Exam: Contains sample questions
and answers to assist in preparing for all sec-
tions of the CCLS Exam. Format is similar to
the actual exam. This publication is revised by
the Continuing Education Council of LSI and
available for purchase through www.lsi.org.

Even if you decide not to take the exam,
just studying for the exam can be beneficial to
you. While studying for the exam I learned of
new ways to do things and even discovered I
was doing a few things incorrectly!

If you are interested in presenting a train-
ing class, LSI has several publications to assist
you.

Law Office Procedures Manual Instructor’s
Guides: Thirteen individual sections with a
Teacher Training Chapter - designed to assist
instructors in conducting training classes.
Used in conjunction with the LOPM, each sec-
tion contains projects, instructions to students,
completed and blank legal forms, exams and
answer keys. These guides are revised by the
Continuing Education Council of LSI and avail-
able for purchase through www.lsi.org.

Guidelines for Preparation of a Legal
Educational Program: An 18-page guide, with
sample forms, to assist with the planning and
execution of a successful legal educational
program. This publication is revised by the
Continuing Education Council of LSI and avail-
able for purchase through www.si.org.

LSI Educational Program
Coordinator

Jennifer L. Page, CCLS
has been in the legal field
since 1989. She obtained
her Paralegal Certification
from St Mary's College in
1991 and her CCLS des-
ignation in October 2008.
Jennifer has worked with J,
Frank George for 12 years
representing plaintiffs in
wrongful death, medical
negligence and personal
injury cases.

Jennifer is an honor-
ary life member of Marin
County LPA and has
served both her local asso-
ciation and LS/ in a variety
of chairmanships. She is
currently serving LS/ as
the Educational Program
Coordinator and resides in
Novato, California with her
husband Tony, their daugh-
ter Emma, Pug Olive, and
cat Midnight



I finally broke down and purchased my own LOPM and
LPH; what valuable tools to have! Even though I've been a
paralegal and legal secretary for over 18 years, I find myself
referring to the LPH and LOPM to verify a procedure or learn
anew one. The Rutter Group offers a discount to members of
LSI when purchasing one or both publications.

LSI also offers educational opportunities at Annual and
Quarterly Conferences. The Legal Specialization Sections put
on six workshops at each conference, providing you an oppor-
tunity to attend three workshops per conference. The format
for workshops can vary: one or more speakers, powerpoint
presentations, roundtable discussions, a panel of speakers, and
also includes a substantive handout. Additionally, if you are

a member of one or more section, you will receive quarterly
newsletters directed towards specific areas of the law. These
newsletters contain interesting articles, updates in the law,
codes, forms, tips and tricks, and more.

Last, and certainly not least, as a member of LSI you will
receive quarterly issues of The Legal Secretary. Articles are sub-
mitted by guest writers and can provide insight and education
into a variety of topics.

I strongly urge you to take advantage of the educational
publications and opportunities LSI has to offer Even “sea-
soned” legal secretaries, paralegals and legal assistants can learn
something new. I certainly do. Q
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How My Association Networking

Kept Me Sane

it wasn't quite the right fit. But I thought I'd

hang in until something better came along. 1
lasted four years and two months. Nothing bet-
ter was available in Family Law in my area. At
one time, I did try a new office—for a week—but I
returned to the old office when my move did not
work for either me or my former employer.

I had been in law for a relatively short three
years having taken paralegal course work at an
adult school. I first worked as a legal secretary to
gain knowledge and experience in my new line of
work. Working under the supervision of attorneys
in private practice, I then ‘grandfathered’ into
being a paralegal.

Some attorneys were better teachers than
others. My last boss was not. I relied on LSI
classes and my association meetings to educate
me along the way. I used the contacts 1 made
at the meetings to learn the practices and proce-
dures that I needed to follow on my casework. I
also used the information from the clerks if my
filings or requests were rejected. Fortunately,
most of my cases were in Ventura County where
the clerks are more helpful than in others. In Los
Angeles County, I blindly stuggled with some of
my cases and frankly, held my breath on others. I
endured a serious learning curve.

I always knew I could vent with my associa-
tion friends when I had a particularly frustrating
day, week or month. Often I picked up the phone
and called Cindy Frazier who also works in family
law. She always left me laughing and I found 1
could face the rest of my day from a better place.
If I had a question about civil procedure, I would
call on Mae Brooks and check in with her Mae
works in a high pressure office and I could count
on her to make my little problem seem insignifi-
cant compared to all the work she had to accom-
plish each day. Occasionally I would receive

It took me a year to find the job and even then,
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an e-mail from Leslie Lamkin-Haynes or Olivia
Newton that made me smile or thankful that I was
blessed in many ways. I looked forward to their
mailings even in the midst of a busy day because
I knew they would lift my day.

I looked forward to our monthly dinner
meetings because I could talk to people that
understood what I was going through with an
uncooperative boss. 1 attended the conferences
and took advantage of all the educational oppor-
tunities that were offered. I learned from the
professionals how to run an office in the most
efficient manner. Other times I heard about pro-
cedures that other offices followed. I wanted to
change my office to incorporate these new meth-
ods, but for the most part, I could not convince
my boss to change. My excitement at learning
new methods was met with indifference at the
office. The attorney is ultimately responsible for
anything I do in the office. But, I nevertheless felt
responsible for the family law cases put under my
supervision.

I often listened to association members talk
favorably about their bosses. 1 always felt a pang
around ‘Bosses Night’ in October when I heard
the letters from happy secretaries with great boss-
es. Ilonged to be in that group of happy workers.
But it was not to be.

It has been over a year at this writing since
I left my position. I made it through this frustrat-
ing period with the help of my fellow members.
If I had no outlet for my frustrations, I would not
have been able to keep the optimistic outlook I
try to maintain. I held the position of President
and then Governor of the Association during this
life-changing period. Even the conference times
away from home helped me forget temporarily so
I could enjoy members and friends. I think the
conferences are a great time to let your hair down
and have some fun.

(Continued on page 32)

BY Jovce Purvis

Submitted by
Ventura County LPA

Joyce has lived in Simi
Valley for over 19 years.
She has been married for
28 years to John and has
two children Michael and
Cynthia. Joyce is a mem-
ber of Ventura County LPA.



The Investment Of Self-Education

SI conferences are a very special event
Lvihich every member should try to attend
often as possible for several reasons.
First and foremost is the opportunity to get away
which is always a plus. We all need a break now
and then. But more important is the chance to
get a glimpse and understanding how the corpo-
ration functions, why and how it effects us as a
local Chapter, and the immense learning oppor-
tunity made available. It also gives us a chance
to rekindle friendships with members of other
associations, experience great culinary delights,
and interact with vendors who are more than
anxious to share their expertise and products
with you and your office, as well as receive free
gifts. There is also the benefit of partaking in the
vicinity outside the hotel, whether it be shopping
at local stores, tasting the local cuisine, or teeing
up on a golf course!

The one main purpose of LSI is to provide
the opportunity to educate. They do this by the
existence of LSS, otherwise known as Legal
Specialization Sections. And even though they are
an integral part of LSI, they are still a separate
entity, for which they charge a separate annual fee
of $75 per year.

This fact was an interesting turn of events
for me when 1 first joined LSI as I thought I
was “automatically” enrolled in their educational
classes because I was a member of LSI. Not so.
Then I leamed the reason LSS charges their indi-
vidual fee for which they provide:

a) All six section legal areas of pertinent,
up-to-date information four times per
year,

b) Free admittance to any of their six
sectionclassesatanyconference ofyour
choice, and

¢} Free printed handouts at the classes.

LSS only requests that after paying your
annual fee of $75, members wishing to attend
three out of their six offered classes at any con-
ference, complete the LSS form published in the
LSI Magazine or on-line and send the form to the
individual Section Leader for that particular area
of law. In so doing, this information provides

each Section Leader an estimated attendance for
handout class materials. Although walk ins are
always welcome, there is no guarantee there will
be enough handouts or seats available. That is
why prior notice is so important and appreciated.

Now if you don’t want to pay the $75 for
all six sections for the entire year, no problem.
You have the option of paying a yearly $20 fee
for each section, or you may pay the required fee
one month prior to the conference for whichever
class you would like to attend. The fee is double
for those who are not LSI members, so there is an
advantage to join a local Chapter.

For those who are concerned about the cost
of joining a local Chapter and then paying the
Sections as being pricey, I would like to share
my professional experience with you. Several
years ago, I joined (for one year) the Professional
Secretaries Association. Their annual dues were
$175 twenty years ago. (I'm sure they are much
more than that now.) As a Registered Process
Server, the yearly dues to join CAPPS (California
Association of Photocopiers & Process Servers)
was $350 five years ago (I'm sure their dues have
increased as well) with only one conference per
year at a cost of over $350 just for registration.
Last year’s annual CALDA (California Association
of Legal Document Assistants) dues (which I am
a member) were $200 with one yearly conference
set at $575.00. None of these organizations
comes close to the wide range of available edu-
cation in such a well-organized, well-educated,
diverse manner as LSS, not to mention the
involved fanfare put forth to accommodate loca-
tion, depth of corporate involvement, or account-
ability and/or accessibility of corporate officers for
such a minimal amount of money.

For me, LSS is your educational friend
providing MCLE credits and Attendance forms.
Therefore, LSI offers the biggest bang for the
well-earned buck. Take the plunge and join the
Sections, especially if you can convince your boss
to pay these costs. After all, he/she is the one
who, in the long run, is benefitting from your
continued time, patience, and education. But if
you pay the fees yourself, you are your own best
investment. O

8Y JubiTH WiLLIAMS

Submitted by
Southern Butte
County LPA

Judith is an Independent
Paralegal, aka Legal
Document Assistant, who
has been in business for
herself for over 20 years.
She has held the office of
President and Governor
several times for her asso-
ciation. Her favorite hob-
bies are golfing, reading,
writing, friends and family.
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Desert Palm Legal Professionals Association
Invites you to join us and
Just Hang Loose in Palm Springs

August 14-16, 2009
LSI 1st Quarterly Conference
Palm Springs, CA

Hotel Reservations
Hilton Paim Springs

400 East Tahquitz Canyon Way
Palm Springs, CA 92262

ROOM RATES:
$89 per night plus $8 per day Resort Fee
Deadline for Group Rate is August 1, 2009

ROOM RESERVATIONS:
Call Hilton Reservations at (800) 522-6900 or call Hilton Palm Springs directly at (760) 318-8536
Ask for Jennifer Clay
Online at www.hilton.com/en/hi/groups/personalized/PSPPSHF-LGS-20090813/index.jhtml
Group Code: LGS

CHECK IN/OUT: PARKING:
Check in: 3:00pm Self Parking included in resort fee
Check out: 12:00pm Valet Parking is $12 per day
AIRPORTS:

Palm Springs International Airport is 1.5 miles from Hilton Palm Springs
Ontario Airport is 65 miles from Hilton Palm Springs

SHUTTLE SERVICE:
Complimentary round-trip shuttle service to/from Palm Springs International Airport
Contact Hotel at (760) 320-6868

FOR MORE INFORMATION:
Contact Jennifer Ellis at jennellis21@yahoo.com or (760) 239-1426



Desert Palm Legal Professionals Association
Invites you to join us and
Just Hang Loose in Palm Springs

August 14-16, 2009
LSI 1st Quarterly Conference
Palm Springs, CA

Conference Registration Form
Name (as it will appear on badge):
Mailing Address:
City/State/Zip:
Home Telephone:
Work Telephone:
E-mail Address:
Local Association (please spell out): LSA/LPA

Please check if applicable and include title: Please check if you are:

_State Officer _Governor _CCLS _PLS

_State Chairman

SCRIP (includes Registration, Reception, Banquet and Brunch)

POSTMARKED BEFORE JULY 12, 2009 $ 98 $
POSTMARKED JULY 13, 2009 OR LATER $108 $
INDIVIDUAL TICKETS
Registration by July 12, 2009 @ $8.00 $
Registration after July 12, 2009 @ $18.00 $
Welcome Reception (Friday) @ $ 8.00 $
Governor’s Luncheon (Saturday) @ $20.00 $
President’s Luncheon (Saturday) @ $20.00 $
Membership Luncheon (Saturday) @ $20.00 $
Banquet (Saturday Evening) @ $57.50 $
Brunch (Sunday) @ $24.50 $
TOTAL AMOUNT ENCLOSED $
Please indicate choice of: Pacific Salmon Chicken Teriyaki

London Broil Vegetarian

Special Dietary Restrictions:
Please make checks payable to: DPLPA Conference Fund

Mail to: Donna Ellis, Registration Chairman c/o Brian M. Lewis Law Office
44700 Village Court, Suite 100, Paim Desert, CA 92260

For Information, contact Conference Chair:
Jennifer Ellis (760) 239-1426 jennellis21@yahoo.com

NO REFUNDS AFTER JULY 31, 2009



8Y AsTRID B. WaTTERSON, CCLS,

Winding Up CCLS Study Group for

2008/2009

s one chapter ends, another begins.
Throughout this fiscal year, I have been
pdating you on the progress of the LSI
statewide study groups. Eleven brave associations
took the plunge, became part of the statewide
study group, and began their registration process
for potential students. Twelve brave instructors
made a decision to dedicate their time to continu-
ing education and providing assistance to anyone
who wanted to become a California Certified
Legal Secretary.

I am pleased to inform you all that the pro-
gram worked. At the time this article is being writ-
ten, the classes are in their final week and students
are preparing to take the “Final Fxam,” which is
a cumulative and comprehensive test recapping
the various subjects and items that were taught or
brought to their attention. Students statewide are
preparing to take the actual California Certified
Legal Secretary exam on March 21. There are 61
students taking the test at four locations through-
out the state, 41 being students of this program.
Amazing!

The success of this program was not achieved
by one person alone or even a handful of people,
but rather by a team of LSI dedicated profession-
als. The idea may have started with me, but I
could never have completed everything and met
the various deadlines without the assistance of
Dawn R. Forgeur, CCLS and Elizabeth Bomke,
CCLS. These ladies worked well into the wee
hours of the night/early moming helping me

organize my thoughts and materials, create quiz-
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zes and homework, make copies, and be available
for just about anything I needed assistance with.

Help, apparently, runs in abundance when
you work with LSI. The instructors who took this
on dedicated a2 minimum of 46 hours of instruc-
tional time and at least 50 hours in correcting
homework and preparing for classes. They are
tireless leaders and instructors, giving up their
personal time in an effort to help other legal pro-
fessionals in our field achieve their own personal
goal of becoming a CCLS. Iam sure that their stu-
dents are as appreciative, if not more so than I am,
for the time, dedication, and support the instruc-
tors have given to them. Thank you: Mary Rocca,
CCLS, Julie Edsill, CCLS, Paula Delp, CCLS,
Lorraine Bettencourt, PLS, CCLS, Lachmin Singh,
CCLS, Joan Layte, CCLS, Deborah Rickert, CCLS,
Maria Bishop, CCLS, Elizabeth Bomke, CCLS,
Dawn Forgeur, CCLS, Jan Vornkahl, Deborah
Carter, Jennifer Page, CCLS, and Liz Adame,
CCLS.

How does one go about putting something
like this together? With even more help, of
course! Contributions and/or assistance were
received from Brandon Wai of Paulson Reporting
& Litigation Services; Marj Walker of Esquire;
Ron Bodenmann and Johnny Bateman of Mirror
Imaging; Candacey Jones of McGraw Hill;
CourtCall; and of course — Kalman Zempleny II,
Juan Orrego, and Stephanie Raygoza of The Rutter
Group.

Once you have the materials together, you

have the instructors, and then finally, you have the

CCLS Chairman

Astrid Watterson, CCLS,

is a member and past
President 2005-2007 of
the Sacramento Legal
Secretaries Association,
and she is the current

LS/ Californja Certified
Legal Secretary Char.
Astrid received her CCLS
designation in 2003 and
/s a graduate from the
University of California
Stanisfaus paralegal cert/-
fication program. She is
currently employed as a
paralegal with the law offic-
es of Somach Simmons &
Dunn in Sacramento. Her
primary focus is civil fitiga-
tion with an emphasis in
natural resources,

Astrid has worked in the
legal field since 1997 and
has been teaching the
Beginning Legal Secretary
classes in Sacramento for
four years and the CCLS
study group courses over a
year. She lives in Stockton
with her husband Miles
and two daughters, Alexis
and Emily, and she com-
mutes to Sacramento.



students, a program such as this can truly begin. Study groups
were formed and associations held classes once a week for two
hours for a total of 23 weeks. Local associations, who have not
had a study group and would like to participate in the statewide
course, are encouraged to join. The current instructors are a
great source of information as they have just been through,
what T hope, has been a wonderful experience in their legal
professional lives. It is truly amazing to see the transformation
of a student from the first day they walk through the door to
where we are now, in the last week of classes.

As one of the instructors for the Sacramento and San
Francisco group, I can tell you that I am filled with pride
when 1 see the differences
in our students’ demeanors,
the way they can positively
answer questions, walk you
through the process of a
probate estate; the incep-
tion of a corporation to
the dissolution; a simple
marital dissolution; a civil
complaint from beginning
to discovery to the end
whether it be trial, settle-
ment, or dismissal; a real
estate transaction and understanding the differences between
real property and personal property; and the way their legal
vocabulary and understanding of legal ethics has grown.

All of the students have had at least two years legal expe-
rience, and in some case many more, but when they walk in
to your class the first day, some think they are going to ace
the class and others are unsure. However, they quickly learn
that studying and understanding Gregg is not as easy as they
had thought. 1 can tell you that after 23 weeks, students have
become more assertive, have gained confidence, and have
increased their legal knowledge in leaps and bounds. Those

same students, who initially did not know how to start a pro-

bate process or handle a marital dissolution, can now recite the
process and tell me what forms they need to use, how to fill
them out, use the appropriate terminology applicable to that
legal area, and can spot errors like you wouldn’t believe! I can
attest to the change these students have undergone. As an
instructor, you see it; you feel it; you bask in the glory of your
students’ self-confidence.

Personally, I feel honored to be an instructor and a part of
the students’ lives, even if it is only for six months. I can only
speak as to my own experiences, but I can tell you that even
though 1 spent many hours of my personal time working on
this program and rearranging my life for a few months, I don’t
regret the time I spent with
the instructors, and the time
1 spent with the Sacramento
and San Francisco gals. This
program has been the biggest
achievement of my profes-
sional life and I am grateful
to my family, my employer,
Somach Simmons & Dunn,
and LSI President, Christa
Davis. They each provided
support and believed in the
program and why it was nec-
essary to invest the time and effort that it needed to succeed.

On that note, I am happy to inform you that at the
February 2009 conference, the Govemnors approved another
CCLS study group course. Registrations for participating asso-
ciations will begin June 2009 and registrations for students will
be open July through August 2009, through the participating
local associations. Study groups will begin to meet September
2009 through March 2010, with the focus being on taking the
March 2010 CCLS exam.

Congratulations to all those who completed the study
group and best of luck to each and every one who will be taking
the CCLS exam on March 21! O

May 2009 The Legal Secretary 23



URES MANUAL

-t 1§
NING MANUAL FOR NEW STAFF!

74@ P Training new law office staff members is time-consuming

and expensive. The adequacy of the training is often dependent on the ability
of the existing staff. Loss of key personnel may make it impossible to train and supervise
less experienced staff.

4
74@ s OW A system for training new staff and a reference source

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

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

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

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

¢ Court Structure * Family Law * Miscellaneous: Practice Tips; Service
» . and Proof of Service; Fax Filings;
¢ Civil Procedure * Adoptions Verifications; Substitution/Association
. of Counsel; Notarial Acknowledgments;
* Local Rules Probate Recording Laws; Forms of Address; U.S.
* Discovery * Conservatorships and Guardianships Postal Service Addressing Standards and
State Code Abbreviations; Transcription and
e Unlawful Detainer ¢ Corporations and Limited Liability Proofreading; Alphabetic Filing Rules;

Calendars; Legal Abbreviations and Jargon;
Office Procedures; Reference Materials

e Criminal * Workers' Compensation * Glossary

Please send me LAW OFFICE PROCEDURES MANUAL. If 1 decide not to keep the book, I will return it within 45 days at my expense.

® Real Estate Companies

Also, please enter my subscription to future Updates, which I may cancel at any time.
(] Do NOT send future Updates. I understand this book has limited value without Updates. (Cost of 412-pg. 2006 Update #2 was $36.)
[0 My payment is enclosed
(1 Please bill me
Legal Secretaries, Incorporated
LAW OFFICE e PHONE(—)
PROCEDURES MANUAL E-MAIL ADDRESS STATE BARNO.
Over 1175 Pages FIRM
LSI Members-Only Price ...... $125.10
. ADDRESS SUITE

Nonmembers Price ............... $139

(Includes shipping) CITY. STATE P

' O Enclosed is my check for § payable to THE RUTTER GROUP
Subtotal
o $ OCharge$__ onmy [OVISA [ MASTERCARD  []AMERICAN EXPRESS
Add applicable sales tax: $ Credit Card Number Exp. Date
TOTAL $ Signature
— 1)
THE RUTTER GROUP
A DIVISION OF THOMSON WEST

THE RUTTER GROUP ¢ 15760 Ventura Blvd., Suite 630, Encino, CA 91436 « (818) 990-3260 or (800) 747-3161 (EXT. 2) » www.RutterGroup.com™



Become A Mentor

ost of us have had someone in our lives

that has made a difference in helping

to advance our careers, enhance our
education, and to help build a network towards
our goals. They have been mentors to us, helping
us, guiding us, and giving us opportunities.

In looking up the definition of mentor, and
out of many definitions found there appears to
be a description that
suits us, the legal pro-
fessional. It is because
of our dedication to ¢
education and thirst for
knowledge that we may
be seen as a teacher ora
more experienced person.
Let’s face it; a mentor is
a very special person,
as are we. For most of
us, we have counted on
a mentor at one time or
another and have bene-
fited in some way from
the experience.

What are some of the benefits of being or
becoming a mentor for your Association? And,

how do you become a mentor? The following is
offered for you to consider:

Becoming a mentor is a commitment; how-
ever, this should not be a problem for us as we
commit everyday. You might ask with everything
that is on our plate, how can we do this? Answer:
Ask your employer to allow you to bring in a High
School or College student interested in the legal
field so that you can show them the ropes; intemn-
ships anyone? — just for the experience they will
work without pay. Approach your Association
and ask them to set up a speaker’s bureau, if

s
~
-
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you don’t have one in place. Go to the schools
in your community, speak to the counselors, sign
up for job fairs. Volunteer to be a guest speaker,
show them what you know and do everyday, such
as, interviewing client/witness techniques, 100
days before trial preparation, Law office practices
and procedures, and the 101 in how to find that
missing file. Seek out and recruit other associa-
tions and businesses that
work with us in the legal
field and have them work
with you, such as legal

-

R administrators, Judges,
and vendors. Do whatev-
er it takes to help educate
the people in your com-
munity about us, and give
them the opportunity to
see what we do and how
we do it. Be sure to have
handouts such as flyers,
business cards, and bro-
chures ready, and don’t
forget to include your
employers in this process. After all, it benefits
them as well.

Being a mentor is an on-going, worthwhile
project. Please give it some serious thought and
determine whether you and your associations are
able to commit. Be a part of helping someone
gain entrance and knowledge into the career that
you have chosen. If we consider it, the positive
repercussions from becoming a mentor are incred-
ible. Think about this, you are marketing the legal
field, your office, your Association, and LSI, with
the strong potential for bringing in memberships,
potential employees and revenue. At the end of
the day, this can only be beneficial to us. Q

BY CHAVEZ

Submitted by
Santa Clara County LPA

Chavez has been a par-
ticipant in the legal field
for 44 years and an active
member in LS! on and

off since 1970. She is
employed as the Director
of Administration for
Hoover & Bechtel LLP
Family Law Lawyers. Her
office prides itself on jts
willingness to educate and
train individuals interested
in the legal field. Chavez
is also a Professor at
Evergreen Valley College,
San Jose, California. She
was instrumental in setting
up and has been par-
ticipating in the Paralegal
Program since 1996

She is a guest lecturer &
Instructor at High Schools;
Governmental Agencies;
Community Colleges and
Various Legal Associations.
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8Y SHARA Bajurin, CCLS

Your Job Is About Blending In -

Not Sticking Out

ecause each employee is
Ba representative of the

Company in the eyes of the
public, each employee must report
to work properly groomed and wear-
ing appropriate clothing. [Generic
office dress code policy.]

Appropriate? What is considered appropri-
ate to my twenty-something co-worker is not
the same as what I may think of as appropriate.
Fashion trends in “appropriate” office attire are
confusing and hard to understand. Even if the
trend toward body art (piercings, tattoos and wild
hair) might make you say “Those kids today!”
with real frustration, think back ten years when
TV attorney Ally McBeal was making micro-mini
skirts popular in offices. In fact, there is an epi-
sode (which aired in 1998) where Ms. McBeal is
reprimanded by a judge for wearing a skirt well
above the knee into court:

Judge: My court room, like every
court room, has an implied dress
code. As to what’s inappropriate,
the standard is the legal definition
of obscenity. We know it when we
see it. You will not be allowed into
the room again wearing a skirt that
short. That’s all.

Ally McBeal (getting up): You... You
can’t do that! Judge: I just did.!

On the one hand, employers want to recruit
and retain smart, hard-working people. On the
other hand, work is work. It isn’t supposed to
be the place where we express our individuality,
though it is in our nature to stand out among
the crowd (check out the desk adomments and

e-mail signatures). Just to cut to the chase, and
risk disappointing many people, our choices in
body ornamentation at work are not protected
Constitutional rights. A clearly written and equal-
ly applied dress code is enforceable. Forget about
Title VII saving your job because you got a skull
tattoo on your neck.

This brings me to some rules-of-thumb when
it comes to dressing for the office:

1. If it’s saggy, pull it up. As Barak Obama
said in an interview on MTV in November 2008,
“I think people passing a law against people wear-
ing sagging pants is a waste of time. We should be
focused on creating jobs, improving our schools,
health care, dealing with the war in Iraq, and any-
body, any public official, that is worrying about
sagging pants probably needs to spend some time
focusing on real problems out there. Having said
that, brothers should pull up their pants.” Itisn’t
just my 15-year old son who needs to pull his
pants up, it is many of us in the workplace who
are wearing pants too low and thong underwear
too high. Nobody wants to see your underwear
at work. This includes bra straps, boxers, thong
strings rising above the pants, and other undergar-
ments you may want to share with us. Please keep
that stuff under wraps at work, and bring it out for
your evening look.

2. If it is stained. faded or smells funny,

clean it. Goes without saying, but it has to be
on this list. Yes, your outerwear (jackets, sweat-
ers, etc.), do need the occasional laundering. In
our current cubicle work environment, the musty
smell on your jacket hanging nearby does bring
tears to the eyes of all who pass by. Be kind. Get
it cleaned every six months whether it needs it or
not. Also, please no strong perfume. It doesn’t

(Continued on page 32)

'Kelley, David E. “It's My Party,” Original Airdate (FOX): 19-OCT-98;
http://www.twiztv.com/scripts//allymcbeal/season2/allymcbeal-204.htm

2Barak Obama speaking to MTV News on November 3, 2008
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Submitted by

San Mateo County LSA

Shara J. Bajurin, CCLS
has been a member of LS/
since 1987, when she joined
San Mateo County LSA,
and is currently serving her
second term as Governor.
She works as a legal sec-
retary at Carr, McClelian,
Ingersoll, Thompson &
Horn Professional Law
Corporation in Burlingame,
California,



California Certified Legal Secretary

A Program of
Legal Secretaries, Incorporated

APPLICATION

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

CCLS Certifying Board
5726 Lorelei Avenue
Lakewood, CA 90712

D Northern California D Saturday, March 21, 2009
D Southern California D Saturday, October 17, 2009

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

EXAMINATION FEES*

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

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

Include $25 late fee if applicable.

dede ke

Name Last 4 Digits of SSN

Mailing Address:

City/State/Zip:

Day Phone: Evening Phone:

E-mail(s):

Rev. 10/08 Please Complete Reverse Side This form may be reproduced.



Highest level of formal education completed: ; Highest Degree:

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

Dates Position

Employer
Address
City/State/Zip
Supervisor Phone

Summary of Duties

Dates Position

Employer
Address
City/State/Zip
Supervisor Phone

Summary of Duties

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

Signature of
Applicant Date




What Membership Has Done For Me

like to share with people my experience

of being a legal secretary and what being

involved in this organization has done for
me personally and professionally. So, I thought I
would write an article in hopes it will reach some-
one who is unsure about this career or unsure
about becoming involved in a local association.

Let me preface my story by saying that [ was
an extremely shy child and still consider myself to
be rather reserved.

During my senior year of high school I
attended a special program to become a word
processor. 1 was the first person in my class to
complete the training on all of the equipment in
the classroom. For the last six weeks of the school
year, my instructor placed me at the local social
security office for work experience. Upon gradua-
tion from high school I landed a job at a foreclo-
sure company in Walnut Creek. I was young and
not sure what I wanted and I bounced around for
the next few years. I worked in data entry, food
service, retail, banking, and as a word proces-
sor. If I wasn’t excited or challenged, I eventually
moved on.

In 1989 I saw an ad for an entry level legal
secretary job. My mother had passed away six
months prior, but I remembered her always tell-
ing me that I should become a legal secretary. So
I sent in my resume. I had the basic secretarial
skills — T just needed to learn the legal aspects.
This wonderful attorney, Barbara Lanier, hired me
and was willing to take the time to teach me. I
was nervous and excited about this new chal-

lenge. I was also proud and knew that my mother

would have been proud to see her daughter was
now a legal secretary.

Shortly after I started working as a legal sec-
retary, I found a Beginning Legal Secretary train-
ing course. It has been awhile, but I believe that
course was offered by Mt. Diablo Legal Secretaries
Association. That training course was an excel-
lent start for me. My boss was also very thorough
with instructions for me until I learned the ropes.
Within a few years I began attending Contra Costa
County Legal Secretaries Association (“CCCLSA”)
meetings and became a member of CCCLSA.
In no time, I had a position on the Board of
CCCLSA.

I remember that day in 1996 when the
nominating committee chairperson of CCCLSA
called me and asked if I would serve as President
of CCCLSA. OMG! 1 had to take a little while
to think this one over. I hadn’t been involved all
that long and I was still very shy and unsure of
my skills. Ultimately, I decided that this was not
a huge group, that these were good people, and
that they would support me and guide me on this
journey. So I pushed myself out of my comfort
zone and accepted the nomination and became
President of CCCLSA.

During my installation as CCCLSA President,
[ was nervous because I knew [ was going to have
to give an acceptance speech. My boss served
as the installing officer and my family was also
in attendance. I had written and practiced my
speech and it turned out just fine. Now I had
broken the ice of speaking in front of people and
every single time I do it I am more at ease.

(Continued on page 30)

BY MiCHELLE RODGERS

Submitted by
Capitol Gity LPA

Michelle Rodgers, CCLS is
a legal assistant with Stern,
Van Vieck & McCarron,
LLP. She has been a legal
secretary for 20 years.

Michelle earned her
CCLS in 2001 and holds a
paralegal certificate as well.
An LSI member since
1992 when she joined
Contra Costa County LSA,
Michelle has held many
offices. She currently
serves LS/ as a member of
the CCLS Certifying Board
and represents Capitol
City Legal Professionals
Association as their
Governor.

Michelle has been mar-
ried to husband Tom for 20
years and enjoys living in
Grass Valley with their two
sons, Matt and Tyler.
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What Membership Has Done (Continued from page 29)

The knowledge I gained by attending educational member-
ship meetings with CCCLSA and workshops offered by BALSF
and LSI helped me tremendously. It wasn't long before my
boss and others around me would come to me for answers to
procedural questions.

When 1 started working with Barbara Lanier, her prac-
tice included personal injury, family law, and a little bit of
probate. During my time
with her she transitioned
away from family law and
focused more on estate
When

second son was born I

planning. my
decided to stay at home
for a while. A few years
later when I was ready to
reenter the work force, 1
would have been happy
to go back to work with
Barbara, but I decided
I wanted to expand my
horizons and try my hand
at a new field of law.
Because of my involve-
ment in my local associa-
tion, I was introduced to
Leslie A. Levy, Esq. who
had her office near my
home and was doing civil
litigation specific to real
estate. Had I not been
involved in my local asso-
ciation, I'm sure I would have missed that opportunity.

Shortly after starting this new job, I attended Alameda
County LSA’s Civil Litigation course. Again, it was very helpful
to me and I would highly recommend these type of training
courses to anyone.

While I was a stay-at-home mom, I attempted to study for
the California Certified Legal Secretary (“CCLS”) exam, but I
wasn't ready and decided to put that goal on hold. A few years
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later three other ladies and I started a CCLS study group. The
three of us that took the exam in 2001 all passed. Because I
still was not entirely confident in my skills, I thought that the
CCLS Certifying Board had made the test easier that particular
year and I had just lucked out. I have been informed that is not
the case.

In 2002, then LSI President Kay J. Thornberg, called
and asked if 1 would
serve as the Transactional
Law Legal Specialization
Section Leader. Again
OMG! I had to take time
to think about this. This
was not just for my little
local association; it was
for our state organization.
I decided to step out of my
comfort zone again and
challenge myself. So I said
“yes.” What a wonderful
experience that was. I so
enjoyed the members of
the Legal Specialization
Section (“LSS”) team and
was proud of the work that
we did. Education is really
what LSI is all about and
that is what I was helping
LSI to provide to its mem-
bers and anyone else who
wanted to attend the LSS
workshops.

Because of the knowledge I gained through my work
experience, attending educational meetings, seminars, and
workshops, and my own willingness to seek out answers, [ was
handling more than your average legal secretary. At the end of
2003, Leslie A. Levy certified me as a Paralegal.

In 2004, my husband and I decided to move our family to
the Sierra Foothills in Northern California. I needed to find a
job outside of my local association’s area. Since I had regularly



attended LSI conferences and because of my involvement with
our state organization, people in the Sacramento area knew
me and I was able to network again to find employment. This
time I decided I wanted to work for a larger firm. I wanted all
the perks that come with working for a larger firm. The agent 1
worked with helped me land the job I was looking for.

Capitol City Legal Professionals Association (“CCLPA”)
welcomed me as a member with open arms. Then in 2005, LSI
President Mary S. Rocca, appointed me as an Assistant Editor
to LSI's Publications Revisions Committee. Let me tell you,
these PRC ladies (or the “red pen chicks”) work very hard.
Again, I didn’t feel my proofreading skills were top notch, but
[ was willing to push myself and take the extra time to improve
those skills. Because of the research I was doing for the PRC,
checking codes, updating forms, and because of all the proof-
reading [ was required to do, I became a better legal secretary
and my bosses could see the improvement. If I didn’t know
the answer to a question off the top of my head, I knew where
to find it.

[ have learned so much over the years by being involved
with my association and with LSI. My skills are continually
being refined and reinforced. By sharing my knowledge with
others, I reinforce my skills. By networking with others I some-
times learn a new or a better way of doing something. I love
the fact that I can send an e-mail out to a group of colleagues
with a question and someone will get back to me pronto with
an answer and sometimes even an example of exactly what I
was looking for.

While I was not unhappy with my job at the large firm in
downtown Sacramento, I felt as though I was missing some-
thing. I did not feel that my skills were being fully utilized in
the large firm atmosphere, and I started looking around for
something different. I really didn’t think that I would find the
job T was looking for so I didn’t look very hard. However, I kept
my eyes open for the right opportunity. I wanted to be chal-

lenged and to be part of a team. Of course, I wanted to be com-

pensated well and I wanted to work with pleasant professional
people. One day I received an e-mail to pass along to anyone in
my association that might be looking for a legal secretary job. 1
passed the e-mail along to members in my association that were
looking for such an opportunity, but I also decided that this
particular opportunity might just fit the bill for what I desired.
So, 1 updated my resume and submitted it. I am thrilled to
report that I am now an integral part of the team at Stern, Van
Vleck & McCarron, LLP just across the street from our State
Capitol in downtown Sacramento. Once again, had I not been
actively involved in my local association, I would have most
likely missed out on this opportunity.

I enjoy being a legal secretary/paralegal. This career can be
so interesting and challenging. Fach case is different, as are the
clients that we come in contact with. I won’t say there is never
a dull day, but you always know something new is just around
the comer, whether it is a client, a case, or changes to rules and
procedures. This job keeps us on our toes and I like that.

My involvement with my local association and our state
organization has helped me to grow as a legal assistant and as a
person. [ am not as shy and reserved as I once was. I know that
[ would not be where I am today had I not gotten involved. 1
have made connections with legal service providers that I would
not have known about and I have made many good friends
throughout the state because I stepped out of my comfort zone
and got involved. My husband has supported my involvement
and he has seen what it has done for me on a personal and a
professional level. I also believe I have set an example for my
children that getting involved in an organization (professional
or otherwise) can be very rewarding.

So, if you are on the fence about joining a local association
or giving up some of your personal time to get involved in your
local association or LSI, please remember my story and consid-
er stepping out of your comfort zone and challenging yourself.
You will find that it can truly be a valuable experience. Q
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Your Job (Continued from page 26)

cover up bad smells, and it rarely makes others happy to be
stuck in a small, under-ventilated room with you. Added to
this category are any articles of clothing or shoes that are fall-
ing apart or dirty beyond cleaning. People really do show up to
work in old faded clothes, their scruffy tennis shoes or favorite
stretch-pants. That doesn’t make it a good thing.

3. Tattoos are like children, not everyone likes them as
much as you do. I'have grown to love the variety of tattoos I've

seen on my co-workers, friends, and family. However, scrolling
your name across your neck may have seemed like a good idea
at the time, but it is a huge distraction at work. Statistically,
you will have a tougher time during the interview with a visible
tattoo, and some employers will fire employees who get them.
Unfair? Maybe. But totally legal.

4. Piercings and Wacky Hair-Do’s. Have you seen the

commercial of the guy with the stain on his shirt during a
job interview? The interviewer can’t stop looking at the stain
(and the stain begins to talk), and the interviewee is not being
heard over the talking stain. Weird, yes. Totally true, however.
Unusually placed body piercings or colorful or wacky hair-do’s

draw attention to that part of the body, and on first meeting (or
twelfth meeting), others will be staring at the visible piercing
or unusual hair and not hear what is being said. This works
against you when trying to establish a smart, professional
appearance. Having said that, it is possible to have piercings
and wrendy hair-do’s that are covered or modified for the work-
place.

Looking at myself and my long history of wearing clothes
to work, [ can say I have never been stylish or fashion forward.
Over the years, I have looked down to see that my shoes don’t
match (each other), and that I've forgotten to add “apply make-
up” to my moming routine. These days, I feel accomplished
if my shoes match, and I have at least applied some lipstick
before sitting at my desk in the morning. I strive to come to
work covered and not offend my co-workers with too much
cleavage or strong perfume. As for the tattoos and body pierc-
ings, Iwill try to keep them in places I can only show you after
hours. It is going to make us more successful if we stick out
because we have amazing job skills rather than an amazingly
odd style. Q

How My Association (Continued from page 18)

I know who I can call to make me feel better—the members
of my association who understand the system and understand
attorneys. I could not possibly explain my experiences to some-
one other than these friends. A law office is full of stress and
rules and procedures and most of all, it has people with feelings
and emotions whether they be clients or employees. The state-
ment, “No one told me it would be like this” is very true of a
law office. It is unlike any other office. I thrived on the stress
but withered seeing the manner with which my ex-boss treated
people. Iam not sad that I am removed from that office. It’s
only the pay check that I miss. Iwas saddened that I could not
complete my cases before leaving because I knew they wouldn’t
be given the same care that I was able to administer. It has been
a long year of grieving.

So if any of you reading this article feel you are alone and
no one would understand your situation, I ask you to turn
to your association and conferences to help you through the
bumps in the road. The network is there for you and your
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experience may help another person make it through another
day, week, month or even year Iam a good listener if you need
an ear or two, seek me out at the conferences and I will be there
for you too!

Continuing with good news - I have completed my stud-
ies and have received my certificate in Mediation/Negotiation
from UC Santa Barbara Extension. Presently, I volunteer in the
Small Claims courts in Simi Valley and Ventura. I feel I am in
a place 1 was being prepared to hold for most of my life. 1am
eventually going to be paid to bring people of opposing view-
points to agreement. I love going into mediation with only my
wits. 1 don’t miss the paperwork. I still work with attorneys
and unhappy people, but now it is pointed toward a solution
rather than a seemingly endless extension of court appearances.
In this economy, people need alternatives to hiring an attorney
for the simple agreements. There are always couples headed for
divorce that are not fighting over important issues. Mediation
is their solution. And it is also mine. Q



LEGAL SECRETARIES INCORPORATED (LSI) BENEFITS

INSURANCE & FINANCIAL SERVICES INCLUDING AUTQ & HOMEOWNERS DISCOUNTED INSURANCE;
HEALTH/RETIREMENT/DENTAL PLANS/DISCOUNTED LONG TERM CARE INSURANCE

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 cull these representatives directly.

DISCOUNT THROUGH
CEB

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

LINDA L. TODD, AFLAC Agent
1891 Mt. Creek Court
San Jose, California 95148
Phone: (408) 270-0507 — Fax (408) 270-2695
Pager: (408) 860-8001
AFLAC Supplemental Accident and Disability,
Short Term Disability, Cancer, Intensive Care
And §125 Plans

MOSTMAN & BROOKS
(800) 524-0905
TERRY MASTMAN, CLU, ChFC
Phone: (818)360-7155
ELEANOR BROOKS, CLU
Phone: (818) 833-6860 — Fax (818) 368-5144
11801 Balboa Boulevard
Granada Hills, California 91344
Disability, Life Insurance, Dental Plans, Long
Term Care, Mutual Funds

DWORKIN INSURANCE SERVICES
EARL DWORKIN
467 Hamilton Avenue, Suite #1
Palo Alto, California 94301
Phone: (650) 329-1330 (800) 332-4313
Fax (650) 329-9957
Individual and Family Medical
Insurance; Travel Medical; Medicare
Supplements; Dental Plans

CAPITAL INVESTMENT ADVISERS
EMERSON J. FERSCH, CFP, ChFC
5000 E. Spring Avenue, Suite 200
Long Beach, California 90815
Phone: (562)438-6003 (877) 270-9342
Fax (562) 438-2640
Comprehensive Financial Planning, Asset
Allocation and Investment Management,
Long Term Care Insurance and Planning

FINANCIAL NETWORK INVESTMENT
DANIEL R. HENDERSON, MBA, CFP
3478 Buskirk Avenue, Suite 300
Pleasant Hill, California 94523
Phone: (925) 944-9644 Ext. 153
(877) 679-9784 Ext. 153
Fax (925) 944-5675
Discounted JOHN HANCOCK Long Term Care
Insurance/Life Insurance, annuities, retirement,
Investment/estate planning, mutual funds, 401k

CREDIT UNIONS
LA FINANCIAL PROVIDENT CENTRAL CREDIT UNION
FEDERAL CREDIT UNION 303 Twin Dolphin Drive
Post Office Box 6015 Post Office Box 8007

Pasadena, California 91102-6015
Phone: (800) 894-1200

Redwood City, California 94603-0907
Phone: (800) 632-4699 — (650) 508-0300

ADDITIONAL PROVIDERS

HERTZ CORPORATION
Effective Date: June 1, 1996
CDP Card #447698
Phone (800) 654-2210
or your travel Agent

QUESTIONS AND CONCERNS CONTACT
Brooke Atherton, CCLS, LSI® Marketing Committee Coordinator
7448 Skyway, Paradise, California 95969
Work - (530) 877-6332 -- Fax (530) 877-7054
paralegalbam@sbcglobal.net



LEGAL SPECIALIZATION SECTIONS

Of LEGAL SECRETARIES, INCORPORATED
MEMBERSHIP APPLICATION / ANNUAL RENEWAL FORM

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

Mailto: ~ Margaret Tovar, CCLS, Legal Specialization Coordinator,
12412 Camilla Street, Whittier, CA 90601-3305

Enclosed is payment of my dues for the fiscal year 8/1/08 through 7/31/09 for the following Section(s). Please check
appropriate boxes below for the sections you are joining.

Method of Payment: Check, payable to “LSI,” enclosed Ovisa O MASTERCARD []
Credit Card Information: Number Expiration Date: Month Year

Name on Credit Card: Card Verification Number

PER LSI STANDING RULES , CHECKS ISSUED TO LSI WHICH ARE NON-NEGOTIABLE BECAUSE OF INSUFFICIENT FUNDS OR OTHER
REASON SHALL BE REPLACED IMMEDIATELY BY CASH, A CERTIFIED CHECK OR MONEY ORDER FOR THE AMOUNT OF THE ORIGINAL
CHECK, PLUS $26 PENALTY, PLUS THE ACTUAL COST CHARGED LSI BY THE FINANCIAL INSTITUTION FOR PROCESSING THE ORIGINAL
CHECK.

NEW RENEWAL

Criminal Law

Family Law

Law Office Administration

Litigation

Probate/Estate Planning

Transactional Law

(PLEASE PRINT OR TYPE)

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

PREFERRED MAILING ADDRESS: [] HOME [] OFFICE [ E-MAIL

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




LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL

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

their respective duties. Contains check lists, calendars and forms. (Rev. 5/06)

CAREER PROMOTION/SCHOLARSHIP NOT JUST A SECRETARY

BOOKLET Currently under revision and not available at this time

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

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

CCLS MOCK EXAM (Revised 2009) Sample questions and answers to assist in 20.00

reparing for all sections of the CCLS Exam.

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

CCLS STUDY KIT Contains Mock Exam (see above), Gregg Reference Manual 120.00

with Basic and Comprehensive Worksheets and Instructor’s Resource Manual.

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

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

LSI Conference. (Rev. 2/08)

GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL 5.00

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

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

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND 5.00

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

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

Created for local association historians and/or presidents. (Rev. 11/05)

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

of people, places and events since 1929. (Rev. 2/08)

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

of the LOPM. Includes listing of contents and Order Form. (Rev. 1/02)

LAW OFFICE PROCEDURES MANUAL INSTRUCTOR’S GUIDES To assist

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

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

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

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

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

personnel and as a general reference for experienced staff. (Rev. 4/07)

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

Governors.

TOTAL THIS PAGE

*Item available to LSI members only.
1of2

(Prices effective 3/06/09)




LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNIT PRICE | QUANTITY TOTAL
LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An8%”x11” $ N/C
advertisement of the LPH. Includes listing of contents and Order Form. (Rev. 1/02)
LSI LEGAL SPECIALIZATION SECTIONS BROCHURE Lists Sections offered N/C
and reasons for joining. Includes Section Membership Application. (Rev. 2/08)
LSI MEMBERSHIP BROCHURE  Tri-fold brochure, extolling the advantages of N/C
LSI membership and programs. Contains request for membership application. (Rev.
2/08)
LSI MEMBERSHIP PIN* A %” high oval gold-tone pin with blue and white enamel 3.00

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

LSI MEMBERSHIP PIN* (Magnetic) A %” high oval gold-tone pin with blue and 5.00
white enamel overlay. LSI logo in center and “Legal Secretaries, Incorporated”
inscribed on circumference. For all LSI members.

LSI ROSTER* Booklet with current listing of LSI officers, chairmen, past- N/C
presidents, honorary members, scheduled conferences, local association presidents and
| _govemnors.
MEMBERSHIP APPLICATION FORM*  An 8 %4” x 11” form adopted 5/01 by NC | 0 E-mail

LSI for use by all local associations. Includes request for Legal Specialization Sections

information. Local associations may add second-page for supplemental information. -or-
(Rev. 5/08) Can be transmitted as an e-mail attachment (Word _format), if so requested. O Printed
NEW MEMBER PACKET* A 2-pocket folder containing letier from LSI President, N/C
LSI membership information, Specialization Sections Membership Application, list of
benefits and providers, CCLS information, Legal Professional’s and Law Office
Procedures Manual flyer and Code of Ethics. Local associations may insert additional
material. For new local association members only.
PRESIDENT’S PENDANT* A 1” high oval gold-tone pendant with blue and white 7.00
enamel overlay. LSI logo in center and “Legal Secretaries Association” inscribed on
circumference. Eye for necklace chain on back. For local association presidents.
PRESIDENT’S PIN* _Same as pendant (see above), but with pin on back. 7.00
TOTAL THIS PAGE
TOTAL PREVIOUS PAGE +
TOTAL ORDER =

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

SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING =

CALIFORNIA SALES TAX (7.25% OF SUB-TOTAL ABOVE) +

99 |0 R (B |6 [em

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, P. O. BOX 660, FORTUNA, CA 95540-0660; OR, FAX TO (707) 725-1344. 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 zp

DAY TELEPHONE ( ) E-MAIL

Method of Payment: Check, payable to “LSI,” enclosed D VISA |:] MASTERCARD |:]
Credit Card Information: Number Expiration Date: Month Year

Name on Credit Card: Card Verification Number

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

*Item available to LSI members only. (Prices effective 3/06/09)
20f2



LEGAL SECRETARIES, INCORPORATED

EGAL PROFESSIONALS HANDBOOK

... THE ULTIMATE RESOURCE GUIDE!

STEP-BY-STEP GUIDANCE: Step-by-step instructions for each major

area of law practice, show deadlines, fees, number of copies, addresses and all
the other details needed to do the job right the first time!

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

RELIABLE: The Handbook is written and reviewed by experienced legal
secretaries, attorneys and judges. The Publications Revision Committee has

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

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

CONTENTS

e California Court System ¢ Foreclosures: Mortgages and Trust Deeds;  ® Probate Proceedings: Decedents' Estates;
o Statutes of Limitation/Jurisdiction Mechanic's Lien Guardianships/Conservatorships; Trust Law

¢ Attachment/Other Provisional Remedies
¢ Commencement of Civil Actions

* Discovery in Civil Actions

¢ Pretrial and Judgment in Civil Actions

¢ Postjudgment Proceedings

¢ Civil Appeals and Writs

¢ ADR

[ My payment is enclosed
[ Please bill me

¢ Unlawful Detainer

¢ Federal Civil Procedure and Appeals
¢ Bankruptcy

¢ Family Law

¢ Adoptions

¢ Criminal Law and Procedure

ORDER FORM

¢ Workers’ Compensation

¢ California Commercial Code
¢ Corporations

¢ Limited Partnerships

¢ Intellectual Property Law: Copyrights;
Trademarks; Patents

¢ Miscellaneous General Information

Please send me LEGAL PROFESSIONAL'S HANDBOOK. If 1 decide not to keep the book, I will return it within 45 days at my expense.
Also, please enter my subscription to future Updates, which I may cancel at any time.
[0 Do NOT send future Updates. I understand this book has limited value without Updates. (Cost of 1554-pg. 2006 Update was $103.)

THE RUTTER GROUP’

A DIVISION OF THOMSON WEST

Legal Secretaries, Incorporated
LEGAL PROFESSIONAL'S NAME PHONE ( )
HANDBOOK E-MAIL ADDRESS STATE BAR NO.
2 Volumes ® Over 2500 Pages FIRM
LSI Members-Only Price .......... $229.50
Nonmembers Price .........cceueee $255 ADDRESS SUITE
(Includes shipping) CITY. STATE ZIp
O Enclosed is my check for $, payable to THE RUTTER GROUP
Subtotal $
[ Charge $ onmy [OVISA ([(OMASTERCARD  [JAMERICAN EXPRESS
Add applicable sales tax $ Credit Card Number Exp. Date
TOTAL $ Signature
CONTINUING LEGAL EDUCATION PROGRAMS AND PUBLICATIONS

THE RUTTER GROUP e 15760 Ventura Blvd., Suite 630, Encino, CA 91436 e (818) 990-3260 or (800) 747-3161 (EXT. 2) * www.RutterGroup.com™




8Y. DeBorAH Rickert, CCLS

A Message From The Editor

t’s hard to believe that Annual Conference is

upon us again. Thanks go out to everyone

who contributed to the February issue of The
Legal Secretary, and to those who contributed to
this issue as well.

I am really proud to be a member of this
organization. We have a wonderful past and are
beginning our 75th year as Legal Secretaries,
Incorporated. 1SI is a vital part of each local
association. In addition to providing excellent
continuing education, as Christa Davis says in her
article, “We really do care about the well-being of
our fellow members.”

I encourage each of you to attend a
Conference hosted by a local association, attend
the educational workshops offered, and make new
friends. With the help of members like you, LSI
will continue to be even more successful in the

legal field and in our local associations.

Please keep the submission of articles com-
ing! The associations assigned for the August
issue of The Legal Secretary are: Alameda County,
Antelope Valley, Beverly Hills/Century City, Butte
County, Capitol City, Conejo Valley, Desert Palm,
El Dorado County, Fresno County, and Huboldt
County.

Submissions for August are to be received
no later than June 1st. In addition to the articles,
I also need a photograph, short biography and a
completed Checklist. Please feel free to contact
me for a copy of the guidelines or a Checklist.

As always, I hope to hear from you with
your comments and suggestions on how we
can improve the upcoming issues of The Legal

Secretary. O
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Editor,
The Legal Secretary

Deborah Rickert CCLS

is ediitor of The Legal
Secretary. She has served
LS/ as LSS Civil Litigation
Leader, PRC Assistant
Editor, Registrar, and Editor
of The Legal Secretary
2004-2006. She is cur-
rently serving as President
of Orange County LSA.
Deborah has been a legal
secretary for over 25 years,
and is beginning her 17th
Yyear working at Latham
and Watkins LLP in Orange
County, California.
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DATES TO REMEMBER 2009

May 12, 2009

May 14-17, 2009

June 1, 2009
August 1, 2009
August 1, 2009

August 14-16, 2009

August 19, 2009
September 1, 2009

September 18, 2009

October 18, 2009

November 12-15, 2009

Deadline to sign up for Legal Specialization Section Workshops

LSI 75th Annual Conference

Hosted by Long Beach LSA

Long Beach Hilton

Deadline for submission of articles to The Legal Secretary

Deadline to postmark August conference registration to receive discount
Deadline to make hotel reservations for August conference

First Quarterly Conference

Hosted by Desert Palm LPA

Palm Springs Hilton, Palm Springs, California

Last day to submit CCLS Exam Application to the CCLS Certifying Board

Deadline for submission of articles to The Legal Secretary

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

California Certified Legal Secretary (CCLS) Examination
Northern and Southern California locations

Second Quarterly Conference
Hosted by Capitol City LPA/Placer County LPA
Marriott Sacramento, Sacramento, California
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LEGAL SECRE TARIES, INCORPORATED

Presents:
The Legal Secretary’s Reference Guide L]

THE LEGAL SECRETARY'S
REFERENCE GUIDE

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

The guide includes:

Lrco Stckirgis, dscogror gy

» Grammar and punctuation tips, document control

and filing tips
+ Legal terminology
o Legal research tips/proper usage of citations
o Timetables in civil litigation, discovery, and statutes

« Flowcharts in civil litigation, discovery, criminal, family law, conservatorships, probate,
adoptions, corporations, unlawful detainer, and workers compensation

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

ORDER FORM:
$30 plus tax
NAME NUMBER OF COPIES
E-MAIL ADDRESS PHONE ( )]
ADDRESS
CITY STATE ZIP
LEGAL SECRETARIES, INCORPORATED
@iﬂ' P.O. Box 660, Fortuna, CA 95540-0660
(800) 281-2188 or (707) 725-1344
www.lIsl.org Fax: (707) 725-1344 www.lsi.org
Educating Since 1934
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