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- PRESIDENT’S MESSAGE

Moving Onward and Upward in Unity

BY MARY J. BEAUDROW, CCLS

MARY J. BEAUDROW, CCLS

is President of Legal Secretaries,
Incorporated and a member of
Mt. Diablo Legal Professionals
Association. Mary has worked
in the legal field since 1977, and
has worked for the law firm of
Morrison & Foerster LLP since
2002, where she is currently a
Senior Docket Coordinator. Mary
is a former member and Past
President of San Francisco Legal
Professionals Association.
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Stockton-San Joaquin Legal Professionals Association did a fabu-
lous job of hosting LSI's August 2015 Quarterly Conference at the
Hilton in Stockton with the theme, “A Visit to the Emerald Isle.”

I believe members had the feeling of being in Ireland, especially
with Saturday night’s entertainment of the Irish band, “The Mighty
Murphys.”

The Board of Governors meeting began with our welcome speaker, J. Mark
Myles, Esq. the San Joaquin County Counsel. Mr. Myles spoke on the topic
of professionalism and how it applies to service. He pointed out to the assem-
bly that we were showing our professionalism to our industry by giving up
our weekend to attend the conference, so we would be able to provide better
service to our employers. I in turn acknowledged Mr. Myles’ professionalism
in giving up his Saturday morning with his family to speak to us. Mr. Myles
provided a great way to start the day.

Between the six seminars presented over the weekend by the Legal Spe-
cialization Sections, the CEC seminar presented Friday night, and the CCLS
Workshop presented on Saturday morning, attendees had ample opportunity
to obtain continuing education. The main reason for LSI's existence is to pro-
vide continuing education to our members and non-members.

Vice President Jennifer L. Page, CCLS, informed the Governors of the fol-
lowing changes that have been made to the 2015-2016 Chapter Achievement
contest:

1. Advertising: Member submitting potential advertiser to the LSI Adver-
tising Chair. (Per member, per advertiser. No duplicates. Must include
contact information for advertiser.) 25 points

2. Leal Specialization Sections: Member attending Webinar sponsored
by the Sections. (Per member, per webinar.) 50 points per member, per
webinar

3. LSI Chairmen: Member accepts appointment to serve LSI as an appointed
officer or chairman. 100 points

4. Reporting: Officers and Chairmen reporting to LSI counterparts (Per
report, each quarter.) Reports must be filled out. 50 points

The first President’s luncheon of the new fiscal year started with a demon-
stration from LSI’s Social Media Chair Rod Cardinale Jr. on how to sign up on
the Presidents’ blog which is set up on LinkedIn. This page was set up last year
for the Presidents to use, but I received many comments that people were not
sure how to use it. I am hoping that after this demonstration that the Presi-
dents will utilize this tool as a way to communicate with each other between
conferences.

Tori Verber Salazar, District Attorney for San Joaquin County, was the
Sunday morning speaker. Ms. Salazar is the first woman District Attorney for
San Joaquin County. She shared with us her inspirational story. She grew up
on the wrong side of the tracks in Stockton, and she didn’t go to any Ivy League
schools. It took her eight times to pass the California bar exam, and she said
that failing multiple times and then finally passing the exam proved that she
could pick herself up and go on to achieve her goals.



PRESIDENT’S MESSAGE

In continuing with the Local Association Promotion Pro-
gram, on Sunday morning the following five associations
were selected to receive a free scrip ticket for the Novem-
ber 2015 Quarterly Conference: Beverly Hills/Century City
LSA; Imperial County LPA; Long Beach LPA; San Fernando
Valley LSA; and Stanislaus County LPA. Governors have
told me that this is a great program and appreciate that LSI
is giving back in this way.

There were several first time attendees at the August
2015 Quarterly Conference, which made me realize that
many of us take for granted what happens at the Board
of Governors meeting, but for a newbie it can be an
overwhelming experience. The main focus of the Board
of Governors meeting is to conduct the business of the
corporation — Legal Secretaries, Incorporated. We are a
non-profit mutual benefit corporation, and must comply
with the laws to maintain such a corporation. In order to
comply with California laws, we must conduct the busi-
ness of the corporation and keep proper records. The status
of the corporation’s financials and any action taken must
be addressed and brought before the Board of Governors to
ensure the Executive Committee is overseeing the finances
and programs of LSI responsibly.

The Executive Committee has the power to act on behalf
of the corporation at the direction of the Board of Gover-
nors. The responsibilities of the Executive Committee are
set out on behalf of the corporation at the direction of the
Board of Governors. Committee are set out in our Bylaws,
specifically, Article VIII, Sections 1-6, and the specific
powers of the Executive Committee are set out in Article
XI of the Bylaws. As a member of LSI, it is important to
become familiar with the Bylaws and Standing Rules of
LSI, so as to understand how and why the corporation
operates the way it does.

This is why many times you may hear one of the mem-
bers of the Executive Committee telling the Board of Gov-
ernors that if you are not happy with how the corporation

is being run and/or, you have a suggestion to make the cor-
poration run better then it is up to you to say something.
The Executive Committee merely follows through with
the decisions made by the governors, and issues that are
developed and discussed at the Board of Governors meet-
ing. The Governors are the only ones with voting rights

at the quarterly conferences, and delegates have voting
rights during the general sessions at the annual conference.
However, any member may ask questions at the business
meeting, express their opinion, make a motion, second a
motion, or amend a motion.

Make a change in your life, step outside of your comfort
zone. Invite someone new to attend an LSI conference with
you. Introduce them to the Executive Committee and the
members of LSI. Help them experience all that LSI offers.
But most importantly, make them feel welcome. Help them
realize the advantages of being a member of Legal Secretar-
ies, Incorporated. =
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David F. Perry

REPORTING AND
VIDEO SERVICES

- Reliable, quality, realtime court reporting
« Schedule for California, U.S. or the world
« Nationwide conference rooms

. Allow us to make your life easier

Behmke is a proud sponsor of the LSI!

depos@behmke.com 8003353376 www.behmke.com

GCGLS QUIZ:

CGLS QUIZ: REASONING € EGHICS

ANSWER“TRUE” OR“FALSE” FOR EACH STATEMENT BELOW.

O 0 N O Uk N

10.

An attorney is legally responsible for the work product of all members of his staff.
Fee agreements are required for all representations, and must be in writing,
Attorneys may collect contingent fees in all types of cases and representations.
Staff in a law office are held to the same standards of confidentiality as attorneys.
An attorney has no duty to turn over a client’s files until all fees are paid in full.

It is illegal for a notary to use “notario publico” when advertising his or her services.
Attorneys may never break the attorney-client privilege.

Setting legal fees is considered the “practice of law.”

A notary may never leave their journal in the care of another notary.

If a notary personally knows the signer, they may obtain the signer’s signature and ID
for their journal within 24 hours after the notarial act is completed.

SEE ANSWER KEY ON PAGE 27
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The Power of Commitment™

U.S. Legal Support provides court reporting,
record retrieval, electronic discovery and
trial support services to local and
national law firms, major corporations and
insurance carriers. We stand out in a field of many
choices by offering tailored solutions and
exceptional personalized service.

National Presence. Local Expertise.
800.993.4464

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

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

Court Reporting | Record Retrieval | Litigation & eDiscovery Services | Trial Services
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LSI Superheros

BY SHAYLENE CORTEZ, CCLS, LSI 2ND QUARTERLY CONFERENCE CHAIR

It's a bird, it’s a plane - no it’s legal professionals in Riverside!
The Justice Conference League of the Riverside Legal Professionals
Association invite all of you to Riverside November 13-15, 2015. We
will be staying at the beautiful Riverside Marriott at the Conven-
tion Center this year where room rates are $109 for a single/double,

SHAYLENE CORTEZ, CCLS, is a legal assistant at Thompson & Colegate, and teaches the
Legal Administrative Professional certificate program at Riverside Community College. She is
president of Riverside LPA, and currently serves on LSI's Continuing Education Council. She is a
professional geek, adrenaline junkie, loves technology and the legal field.

and parking is at a discounted rate of $8 per day (despite what the website says). All rooms have free
Wi-Fi and there is a Starbucks across the street ready to satisfy your needs.

The Marriott is at the east end of our Main Street
pedestrian mall which hosts many restaurants, shops, and
fun places like the Dragon Marsh. In a five block radius,
there are lots of places within walking distance. Heroes
Brewery, Simple Simons, and the Salted Pig are popular
places for those of us who work in downtown Riverside.
Then for dessert, it’s Casey’s Cupcakes, winner of the Food
Network’s Cupcake Wars. You can also walk one block to
the Mission Inn and tour our city landmark. A five minute
walk farther is our downtown Justice Center where our
Hall of Justice, Family Law Court, Bankruptcy Court, Fed-
eral Court and Court of Appeal are all within a few blocks
of each other. However, in the center is our pride and joy -
the Historic Riverside Courthouse. Built in the early 1900s,
this beauty is worth visiting and is the pride of our legal
community.

For those of you looking for a beautiful hike, there is Mt.
Rubidoux. A popular day spot for area residents, the views
from the top of this 2-mile trail are breathtaking. The
Riverside Farmers Market near the hotel will be lively on
Saturday from 8 a.m. to 1 p.m. for cheese, bread, flowers and
specialty items.

Fly into Ontario International Airport which is only a
20-minute drive to Riverside. Be sure to stop at Ontario
Mills on the way for the most awesome shopping experi-
ence ever as it is the largest outlet center in California.
While you could spend all day there, hurry to Riverside as
we have a fun weekend of events planned for you.

While we keep the kryptonite in a safe place, our con-
ference events will be held at the Riverside Convention
Center connected to the Marriott. As you enter the foyer,
you will be greeted by our registration avengers. You can

then purchase your drawing tickets for awesome prizes,
and visit our exhibitors who love and support us. Thanks
to the powers of the CEC, there will be a free seminar for
registered attendees at 5:15 Friday afternoon. You can then
get your superhero powers warmed up at the Welcome
Reception in the foyer where you are encouraged to dress
up as your favorite superhero or wear your cape as you are
greeted by our LSI officers and chairmen.

Be sure to have your picture taken at our Justice League
photo booth which will be operated by Deadpool himself.
You can then dash over to our LSS seminars and sharpen
your Spidey senses with education while we keep Lex
Luther at bay.

On Saturday, up, up and away, as you will have another
opportunity to visit our exhibitors and participate in our
Board of Governors meeting before soaring off to more LSS
seminars. Join us at one of the Justice League luncheons for
more education on LSI’s mission to save the world. In the
afternoon, the LSS will be having more awesome educa-
tional opportunities as, we all know, with great power
comes great responsibility. Then it’s off to Gotham City for
our banquet where a Batman caper is sure to arise and will
require the keen problem-solving minds of all to bring evil
to justice. After a night of solving crimes, you will be ready
for a Marvel-ous brunch Sunday morning as we finish up
LSI business.

So “Wonder Twin Powers activate,” and join us for a
weekend that will certainly be adventurous!

Govern yourselves with love, kindness and service to
others - Wonder Woman
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CURT HARRINGTON is a high-tech patent attorney and a California Board of Legal Spe-
cialization Certified Tax Specialist. In addition to his ].D., Curt holds an LL.M. - Tax from the
University of San Diego and master’s degrees in chemical and electrical engineering and business.
He has prepared and prosecuted hundreds of patents, and has published and spoken widely on
Patent, Trademark, Licensing, Intellectual Property Taxation, and Business Start-up. Curt is cur-
rently chair of the California Board of Legal Specialization, a unit of California State government
that oversees California’s Legal Specialization Program. Harrington & Harrington is a tax and
patent law firm that helps fortify a client’s personal tax position, technology, & business success.
www.PATENTAX.com includes many helpful articles and FAQs.

Attention Trade Shows:
Give My Start-Ups a Break!

BY CURT HARRINGTON, ESQ., LONG BEACH LPA

This career has continued to move toward greater ability to help start-ups and with increasing mea-
sures of in-depth knowledge. The core of the beginning was rooted in chemistry, and then in chemical
engineering as a wholly different and more intense mathematical pursuit. Then a study of business and
then law culminating in registration before the patent & trademark office. Unlike many who would
have stopped their career at that point, I continued to move through electrical engineering and then
tax. The synergies and crossovers between these areas are subtle but important.

Being able to exemplify the advantages in business,
chemical and electrical aspects of every invention helps
me to at least think about, identify, and put into detail
many more aspects and advantages of each invention as it
is described in its patent application. An application for
utility patent is, after all, a sales document (in addition
to being a technical document). The sale is made to the
examiner and pays off in terms of greater claim allowability
if the selling process is successful. Each examiner is differ-
ent, but they all respond better to a good presentation of
the inventor’s path to success.

However, the patent is just part of the process of making
money from the invention, and it may not be the most
important part. The patent prosecution activities typically
occur before filing and then just before one year after filing
as you check with the entrepreneur to see if foreign filings
make sense. Examination of a utility patent by the patent
& trademark office typically may not occur for 2-3 years
after filing.

Further, the entrepreneur may need a lot of guidance
early as licensing can occur from a period before filing (as a
trade secret). Licensing in a manner that either paralyzes
future possibilities, or destroys advantageous tax benefits
can amount to giving away up to about 18% of the post-tax
cash flow from the invention from tax loss alone. Inven-
tors have “instant capital gains” rights provided that the
licensing of the invention enables it to turn what might be
ordinary income into capital gains. A checklist of factors to
consider for all of the above may or may not include:

10 | THE LEGAL SECRETARY

1. Prepare an advance plan for an advertising roll-out of
the product:
a) No-cost article pre-positioning plan in industry
magazines and blogs.
b) Preparation of videos, drawings, & photographs to
“teach” the product.
¢) Web sites, catalog mock-ups, & product positioning
preparation.

2. Manufacturing Options that may include:
a) Options for timing of domestic self-production (per-
manent/temporary).
b) Options for timing of contract production.
¢) Options for foreign production, shipping and cus-
toms duties.
d) Identify foreign markets and supply chains.

3. Decisions to address the clearance of the manufactur-
ing of the product:
a) Defensive Patent Insurance for IP-type production
liability.
b) Defensive Product Liability insurance for harm to
others.
¢) Clearance Search and/or industry investigation for
the product.
d) State, County & Local Ordinances Prohibition &
Liability.


http://www.PATENTAX.com

4. Decisions to address nature and extent of any monop-
oly for the product.
a) Offensive Patent Insurance for control of competi-
tors.
b) Add-on design patent protection of commercial
appearance.
¢) Trademark protection for a non-descriptive, non-
dictionary name.
d) Search to insure that materials do not infringe
others’ trademarks.
. Prepare operating plan for target & variation of price
to optimize markets:
a) Construct direct, representative sales, & vertical
chain sales profiles.
b) Construct models for overseas sales and match with
production sites.
¢) Formulate the manner & limitations of doing busi-
ness overseas.
. Tax and Duty considerations, including;
a) After-tax income from outright sale of a business
line.
b) After-tax income and enhanced deductibility from
further invention.
c¢) Advantages of a series of joint ventures for inversion
tax savings.
d) Location and tax advantage of further country-spe-
cific research.
e) Insulation from state sales & income tax liability.
. Personal Wealth Planning providing for safe storage of
profits:
a) The use of spend thrift trusts to insulate against
creditors.
b) Examination of personal liability based upon state
of residency.
¢) Examination of personal liability based upon state of
production.
d) Tax minimization based upon residency & produc-
tion/sales activities.
e) Diversification of organizational structure for sur-
vival.

GIVE MY START-UPS A BREAK! I —

8. Licensing Considerations, with and without self-pro-

duction:

a) Separation of patents for segregation of ordinary v.
capital gains.

b) Examination of personal liability based upon state
of residency.

¢) Examination of personal liability based upon state of
production.

d) Tax minimization based upon residency & produc-
tion/sales activities.

e) Location and tax advantage of further country-
specific research.

. Periodic re-evaluation of operations:

a) Evaluate expansion into new markets if circum-
stances warrant.

b) Consider incentivizing current licensees to
expand.

c) Consider “carrot” and “stick” licensing provisions.
d) Continue improving the product & learn technol-
ogy advances.

The more you think about these issues, the higher your
chances for an improved outcome.
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ANA FATIMA COSTA, RPR, CSR is a consultant, author, coach and speaker. After a suc-
cessful 35-year career in the court reporting field, Ana launched her firm AFC Consulting Ser-
vices in August 2015. She provides court reporters for mock deposition and mock trial events

in law schools, law firms, courthouses and private venues throughout the greater Bay Area. The
court reporters’ presence ensuring the integrity of the record and capturing the spoken words is a
powerful reminder that participants need to be more mindful of what they say, and how they say
it. Afterward a rough draft or final transcript is provided. As a certified coach and trainer, Ana
uses powerful scientifically proven processes that assist legal professionals in achieving greater
ease, resilience and understanding in any circumstance. Contact Ana at afccoaching@gmail.com.

The Court Reporter’s Dilemma:
Interrupt or Drop

BY ANA FATIMA COSTA, RPR, CSR

No one likes to be interrupted, least of all the litigator who is hot on the trail of a crucial answer

from a witness. Words are flying like bullets. Suddenly, a voice asks him to repeat the question. He
glances at the person sitting nearby, fingers hovering over her machine, waiting. She interrupts several
times over the course of the day. He grows increasingly frustrated.

The following mock Q&A addresses what court reporters confront every day.

Q.

Q.

A.

My court reporter is great, but when she was on vaca-
tion, her replacement kept interrupting while I was
questioning a key witness. I had my secretary advise the
reporting firm not to send him back.

. Court reporters are required by law to be impartial.

There is no such thing as “your” reporter. The reporter
you prefer may have more experience or the ability

to write faster. That doesn’t mean other reporters are
incompetent.

. Well, aren’t reporters supposed to be seen and not

heard?

. It sounds like you have an expectation that reporters

shouldn’t interrupt when participants speak at the
same time, too fast, or mumble. Imagine adding heavy
accents or terms such as Lymphangioleiomyomatosis to the
mix.

No reporter wants to break the flow and momentarily
stop the proceedings, especially during an intense
volley of Q & A and/or colloquy. Yet as officers of the
court and guardians of the record, they have a legal and
ethical duty to prepare a full, impartial and verbatim
transcript of the proceedings.

Less assertive reporters feel intimidated about speaking
up. Isn’t it better that they interrupt rather than drop
words and produce an inaccurate transcript peppered
with “inaudible” parentheticals?

When you put it like that, of course! What kind of
training do they get, anyway?

Reporters invest an average of five years in school to
develop the high level of skill required to pass the strin-
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gent California CSR licensing exam. Courses include
English; legal and medical terminology; professional
practices; CCCP and B&P codes; and thousands of
hours of hands-on machine training. Afterward, they
take continuing education courses to keep abreast of
new laws, services and technology.

. T had no idea. Is there anything else I should know?

. Yes. These three steps will minimize interruptions:

L. Send the following to the reporter at least 24 hours in
advance: The Notice of Deposition and service list, a
case-specific terminology list, and a previous tran-
script. These are especially important when reporters
provide realtime.

2. Take a breath before speaking. Speak clearly and ask
everyone to do the same. By the way, if reporters can’t
hear or understand you, neither will a judge or jury.

3. Slow down when reading on the record, especially
numbers, acronyms and unusual names or terms.
Give the reporter a copy of the quoted material.

Reporters work hard to make a verbatim record and

satisty clients, and even the most experienced realtime
reporters need to interrupt under certain circumstances.
Frustration is temporary, but transcripts are permanent.
Viewing interruptions as confirmation that reporters are
doing their job will result in a win-win experience where
everyone’s needs are met - including your clients’.

This article was originally published in the August
2015 issue of The BASF Bulletin, a publication of The
Bar Association of San Francisco:

http://blog.sfbar.org/2015/07/28/the-court-reporters-
dilemma-interrupt-or-drop.
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NEIL D. OKAZAKI
Deputy City Attorney — City of Riverside

SEXUAL HARASSMENT LAW IN
CALIFORNIA

What You Should Know!

FRIDAY, November 13, 2015*
5:15 p.m. to 6:15 p.m.
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Marriott Hotel
3400 Market Street, Riverside, California

Email reservations to: J. Cori Mandy, CCLS
jemandyS@gmail.com
619-515-3256 or 619-954-3603

*Seminar is free with a paid conference registration

Legal Secretaries, Incorporated, an approved provider, certifies that this activity has been approved for minimum continuing legal
education credit by the State Bar of California in the amount of 1.0 hours.

California LEGAL SECRETARIES, INCORPORATED

Certified
Lega
Secvretary

CALIFORNIA CERTIFIED LEGAL SECRETARY

WORKSHOP REGISTRATION FORM

“ABILITY TO COMMUNICATE EFFECTIVELY - WORD USAGE”

Second Quarterly Conference, November 13-15, 2015
Marriott Hotel, Riverside, CA
Saturday, November 14, 2015, 7:30 a.m. — 8:30 a.m.
Speaker: Terrie Quinton, CCLS
Cost: $5.00 for LSI members/$10.00 for non-LSI members

Who/whom has trouble sometimes/some times deciding on the correct word to use in a sentence? Not
choosing the correct word can have an adverse/averse affect/effect on your CCLS exam results. One of the
perquisites/prerequisites of attending this workshop will be insuring/ensuring/assuring that you will make the
right choice!
REGISTRATION DEADLINE: November 10, 2015

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

Please make check payable to LSI. Mail registration to Terrie Quinton, CCLS, c¢/o Duckor Spradling
Metzger & Wynne, 3043 4th Ave., San Diego, CA 92103, and email registration to quinton@dsmw.com.
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Rose Bowl A Tradition

BY ROBERT B. JACOBS, ESQ, LIVERMORE-AMADOR VALLEY LPA

On any given New Years Day, perhaps the most valuable piece of real
estate in the entire nation is the football stadium where the Rose Bowl
game is played in Pasadena, California. Without a doubt, the Rose Bowl
is the site of one of the most well known college football games each year.

Perhaps less well-known is the fact that the Stadium
itself is listed as a National Historic Landmark. The
National Historic Landmark Database is maintained by the
National Park Service. According to a National Park Ser-
vice National Historic Landmarks update in 2004, National
Historic Landmarks are designed to provide “reflection
upon how we Americans came to be what we are today.”
(For more information about National Historic Landmarks,
point your browser to http://www.nps.gov/history/nhl/.)

According to the web site maintained by the National
Park Service, the Historic significance of the Rose Bowl
stadium is described as follows: “Since 1922, this has been
the site of the earliest and most-renowned post-season
college football “bowl]” games. Held every New Years Day
since 1916, the Rose Bowl also commemorates the civic
work of the Pasadena Tournament of Roses Association,
the sponsor of the annual flower festival, parade, and bowl
game. Additionally, this was one of the venues of the 1932
and 1984 Olympics.”

Following is an excerpt from the official Rose Bowl web
site at www.RoseBowl.com: “This uniquely American
event began as a promotional effort by Pasadena’s distin-
guished Valley Hunt Club. In the winter of 1890, the club
members brainstormed ways to promote the “Mediter-
ranean of the West.” They invited their former East Coast
neighbors to a mid-winter holiday, where they could watch
games such as chariot races, jousting, foot races, polo and
tug-of-war under the warm California sun. The abundance
of fresh flowers, even in the midst of winter, prompted
the club to add another showcase for Pasadena’s charm:

a parade would precede the competition, where entrants
would decorate their carriages with hundreds of blooms.
The Tournament of Roses was born.”

The popularity of the annual college football bowl game
increased over the years. As a result, there came a time
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ROBERT B. JACOBS practices Real Estate, Business, Bankruptcy and Foreclosure Law in
the Bay Area. Mr. Jacobs can be contacted at Bob7@RBJLaw.com. The foregoing article is not a
complete discussion of the subject addressed, and should not be relied on. Readers with specific
questions or issues should consult an attorney.

when the game sold out, and some of the hopeful observers
were disappointed. One of these situations ended up in a
California legal case. At one point in time, the University
of California at Los Angeles was selected to represent the
Pacific Coast Conference in the annual Rose Bowl game.
Radio and newspaper advertisements were made which
announced that there would be a public sale of 7500 admis-
sion tickets to be conducted at the Rose Bow! stadium.
Several hopeful observers came to the box office, and while
waiting in line were given numbered “identification stubs,”
which were to provide them with the opportunity to pur-
chase two admission tickets to the game. A total of 3,350
“identification stubs” were distributed, but after only 1,500
tickets were sold, the box office closed and announced that
all of the available tickets had been sold. The result was
that most of the persons holding the “identification stubs”
were never able to purchase tickets to the game.

Four of those persons who stood in line and received
“identification stubs” filed suit for $100 in damages. They
each claimed that they had been “wrongfully refused”
admission to the Rose Bowl game. They filed the suit as
a “class action” on behalf of all of those who had received
“identification stubs” and stood in line but had been
refused admission to the game.

The Court held that under the specific facts of this case,
the complaint amounted to nothing more than an “invita-
tion to such persons as may be interested to join with them
in this action seeking relief.” The Court did not allow the
lawsuit to proceed as a class action. The case is reported as
Weaver v. Tournament of Roses Association (1948) 32 Cal. 2d 833.

The scramble for Rose Bowl tickets has been around for
along time. The year when this case was decided? 1948 -
just three years after the end of World War IL

The moral of the story? Get your tickets early. -
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LEGAL SPECIALIZATION SECTIONS
\K I S I 2015-2016 MEMBERSHIP APPLICATION
e o AND ANNUAL RENEWAL FORM
Legal .ﬁ'e:;';,':r-."f J.r).l"ff'.lrL'.'r.\Jerj‘i'J'n'l.'- August 1, 2015 —July 31, 2016

1

Membership includes access to free quarterly workshops at LSI conferences for those sections you are a
member of; quarterly newsletters that include changes to the law and forms; discounted LSS webinars;
statewide roster of all LSS members in each section for easy access to local procedural information in other
counties; and networking opportunities.

v LS| Member Non-LSI Member
New/Renewal New/Renewal
1 would like to join all six sections! $75 $150
Civil Litigation $S20 S40
Criminal Law $20 S40
Family Law S20 S40
Law Office Administration $S20 S40
Probate/Estate Planning $S20 $S40
Transactional Law $20 S40
Total:
Name: [Jccs[1rLs[] cLA[[] paralegal

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

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

Firm/Business Name:

Address:

Local Association or Member at Large:

Phone: | prefer communication via USPS |:|
Method of Payment: [] check payable to “LSI” enclosed [] pay Online at www.lsi.org via credit card or PayPal

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

Send to: Dawn R. Forgeur, CCLS, Legal Specialization Sections Coordinator
c/o Stoel Rives LLP
500 Capitol Mall, Ste. 1600, Sacramento, CA 95814
dawn.forgeur@stoel.com

YEARS OF LEGAL EXPERIENCE:

SPECIALTY:
FAMILIAR WITH THE COUNTIES OF (Please indicate each County, not area):
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| Have Earned the Title
of “LEGAL SECRETARY”

BY CHERYL L. KENT, PLS, CCLS, MT. DIABLO LPA

No, I am not “just a secretary,” I am a Legal Secretary. I have
earned the title. Growing up in the 60s and 70s when the role of
women was transitioning from being stay at home mothers to
having a real presence in the business world, I was always told
I could be whatever I wanted to be when I grew up. My grand-

CHERYL L. KENT, PLS, CCLS, is currently a member of Mt. Diablo LPA, having transferred
from Livermore-Amador Valley LPA in 2014 where she had been a member since 1981. She has
been with her current employer, Gagen, McCoy, McMahon, Koss, Markowitz & Raines in Dan-
ville since 1982 working in the area of criminal defense.

father wanted me to be a veterinarian. I had other ideas — when

I grew up, [ would be a ballerina/school teacher/stewardess (the term “flight attendant” came later). 1
can’t dance, so my number one dream job was not going to happen. I knew I liked learning more than
teaching; and most flight attendants had a fairly short career at that time.

[ always loved to learn and I had the grades to prove it.
By my senior year in high school, I still didn’t know what
career path to take. I decided it best to save some money
and enroll in a two year junior college and then transfer
when I figured out what I wanted to do. The best decision
I ever made was to visit the career counselor. At the time,
the two highest paying and most in demand jobs domi-
nated by women were Dental Hygienist and Legal Secre-
tary. That'sit, I thought, I'll be a dental hygienist. As fate
would have it, there was a wait list for the dental hygienist
program.

My local junior college offered a two year Associate of
Arts Degree in Legal Secretary so I enrolled. The program
had more required courses and fewer electives than any
other program they offered. To complete the required
classes within two years, summer school was necessary.
The program was very comprehensive. Looking back now,
it’s hard to believe that we actually had a class relating to
filing systems, real estate and word processing. How times
have changed. When I graduated, I felt prepared to start
work as a legal secretary. Having to complete an intern-
ship was invaluable.

[ spent my internship working for two attorneys in
downtown Oakland who were practicing personal injury,
bankruptcy, and immigration law. They assumed [ knew
what I was doing, and I actually did! Them making me part
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of their team gave me a confidence that has served me well
to this day. After my internship, I took a couple of short
term assignments with attorneys practicing in a variety

of legal specialties and soon learned what areas of law I
enjoyed and which I didn’t. My first full-time permanent
job was with a general practitioner. He had a paralegal,
who became my mentor and gave me the best advice ever:
join a local legal secretaries association, and I did. This was
back in 1981 and the association I joined was Livermore-
Amador Valley Legal Secretaries Association. The paralegal
left and I was preparing wills, and family law and civil
documents on my own. It was definitely a trial by fire, but
[ learned quickly and if I had a question, I could call one of
my fellow LAVLSA (now LAVLPA) members.

[ wanted to learn everything I could and be the best legal
secretary possible, so I joined the PLS (Professional Legal
Secretary) study group and studied for months. The PLS
program was administered nationally by NALS (National
Association of Legal Secretaries). It was a two day, seven
section exam given twice a year. To this day, passing the
exam is the accomplishment I am most proud of. When
LSI and NALS parted ways, LSI created the CCLS program
and those of us who were PLS’s at the time were grand-
fathered in. I have faithfully kept my certification current
ever since.

Continued on page 19
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APPLICATION TO TAKE CCLS® EXAM

Mail Application, copy of LS| Membership Card (if applicable), and fees to:
CCLS Certifying Board, 14403 Leibacher Avenue, Norwalk, CA 90650

(Select one) (Select one)

|:| Northern California |:| Saturday, October 17, 2015
Southern California |:| Saturday, March 19, 2016

o Deadline: Applications must be received 60 days prior to the examination date.

o Late Application: Late Fees apply when Applications are received less than 60 days (but not less than 30 days) prior
to the examination date, and accepted only if space is available.

o Deferral: Requests to defer to the next exam must be received at least 14 days prior to the exam date.

EXAMINATION FEES Check [ | PayPal | |
(Se|ect payment Type) Payable to “LSI” Email exam application to
Mail to above address CCLSCertifyingBoard@gmail.com.

Payment link will be provided upon
confirmation of eligibility to sit for exam.

LS| Members |;| Non-LSI| Members q
On Time Registration Fee 25.00 On Time Registration Fee 75.00
Examination Fee* 100.00 Examination Fee* 100.00
Late Fee (if applicable) 30.00 Late Fee (if applicable) 30.00

TOTAL DUE w/o Late Fee:  $125.00 TOTAL DUE w/o Late Fee: $175.00

Personal Information

Name:

Mailing Address:
Last4 digitsof SSN: —_______ Email:
Phone (Day): Phone (Evening):

LS| Member: |:| Yes (enclose copy of LS| Membership Card) |:| No
Name of Local LS| Association:

Employment Information

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

Position: Dates of Employment:

Employer:

(name and address)

Supervisor: Supervisor’s Phone:

Supervisor's Email:

Summary of Duties:

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

Date:

Applicant Signature
*Fees subject to change without notice.
Rev. July 2015
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He Better Watch Out...

BY ROBERT, JERIE AND BRIANT JACOBS, LIVERMORE-AMADOR VALLEY LPA

There has to be an exception. Somewhere buried deep in the laws of the
United States, there has to be a legal exception for Santa Claus. I know there’s

got to be one. Ijust don’t know where to find it.

How do I know this? Because without a big legal exception, Santa would be

in a heap of trouble.

What kind of trouble? Every kind. Just think about
it for a minute. Santa runs one of the biggest industrial,
travel and shipping operations in the world.

When we talk about travel destinations, we might think
of Maui or Cancun. But what about a travel agency that
books a destination to every single house on the face of the
planet? And all in a single night? The logistics are mind
boggling. How Santa did all this before the age of the inter-
net is unthinkable. But there it is - he visits every house,
every where, and delivers just about every thing known to
man.

And where does he get it all? He MAKES it. That’s one
big industrial operation.

So what kind of trouble could Santa be in? Well, there’s
plenty of paint and plastics in the things he makes. That
means there’s plenty of hydrocarbons involved in his
manufacturing processes, and there’s going to be industrial
waste. He better not just stuff it under the nearest iceberg
- because he might violate international laws and treaties
about ocean pollution.

He better be careful where he sets up shop - he wouldn’t
want to disturb the natural habitat of the polar bears up
at the North Pole. They are an endangered species - so
any interference with their lifestyle or habitat could be a
problem.

He better watch out for air pollution too, because with
all of that manufacturing going on, there’s sure to be smoke
from all kinds of different things.

And what kind of labor force would he have to use? Just
planning the travel and delivery logistics would take an
army of elves. Getting the right present into the sack in
the right order? No small thing. If the gift you want is at
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ROBERT B. JACOBS practices Real Estate, Business, Bankruptcy and Foreclosure Law in
the Bay Area. Mr. Jacobs can be contacted at Bob7@RB]JLaw.com. The foregoing article is not a
complete discussion of the subject addressed, and should not be relied on. Readers with specific
questions or issues should consult an attorney. Copyright 2012 Robert B. Jacobs.

the bottom of the sack - well, you see the problem. It’s

all got to be stacked in there just so. Besides all the logis-
tical work, there’s all of the manufacturing and other
activities. Santa even has to deal with organized labor
issues. First there’s the general purpose labor union, the
Brotherhood of Northern International Christmas Elves
(BNICE). But Santa also has to deal with specialty unions,
such as the elves that grow all those oranges that go into
the toe of all the Christmas stockings. Their union is
known as the Elves Garden Group of Northern Orange
Growers (EGGNOG). Santa has to deal with other spe-
cialty unions, such as elves who make all the Christmas
candy and also supply the North Pole with ice cream,
which is the Cooperative Organization Of Kandy and

Ice cream Elves (COOKIE). There are other specialty
labor unions, such as a union that only installs locks on
dollhouses, hinges on jewelry boxes and similar hard-
ware (Santa’s Little Elves who Install General Hardware,
or SLEIGH). Elves can get a bit territorial - so even the
smallest, least frequent tasks can require a union with a
long name, such as the Generally Organized Officers and
Dutiful Christmas Holiday Elves who Energize Rudolph
(GOODCHEER). Kind of hard to imagine that periodically
changing the batteries in Rudolph’s nose requires a whole
separate union -- but it does.

And all of this doesn’t even get things “off the
ground.” Once everything has been made, Santa has to
personally deliver it. I wonder if Santa has received appro-
priate licensing from the FAA to operate an aircraft in U.S.
airspace? I dunno - maybe a “miniature sleigh with eight
tiny reindeer” doesn’t qualify as an aircraft. Really, who
in their right mind would consider a sleigh to be an air-
craft? Maybe Santa gets to “slide” by on this one.
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HEBETTER WATCHOUT... e

But “laying aside” this issue, Santa still has to deal
with all of the laws about getting the gifts into each
house. Landing a sleigh on a rooftop without permis-
sion? Could be a trespass. But I've seen stop signs at
homes that say “Santa! Stop Here! The Children inside
have been good this year!” Maybe that kind of sign
is an invitation - and then Santa would be a welcome
guest. When somebody is invited onto a property, there’s
no trespass. But going down the chimney? Could be
breaking and entering - another legal problem. But the

cookies and milk waiting for him might be an invitation
to come inside - and there’s no breaking or entering when
someone is invited to come in.

Santa’s legal problems are almost enough to make
your head swim. Good thing he’s got the world’s best legal
team up at the North Pole. Their address? Holley, Jolley,
Mistle and Toe, LLP, North Pole. And when it’s all
done? On December 26, Santa is probably Ho Ho Ham-
mered.

I HAVE EARNED THE TITLE OF “LEGAL SECRETARY” I

Continued from page 16

At approximately the same time I passed the PLS exam,
I enrolled in the paralegal program and was not challenged
by the program. The most challenging aspect was having
to travel to the law library in downtown Oakland to do
my research assignments (this was in the days before the
internet). I breezed through the program and was awarded
my paralegal certificate.

Just after I earned my paralegal certificate, my employer
started hiring paralegals. It was decided that I would not
take a paralegal position because, “legal secretaries with
paralegal skills are the most valuable employee” and parale-
gals were paid less.

[ think that over the years, people have forgotten that
being a secretary, particularly a legal secretary, is an hon-
ored profession. Did you know:

It is believed that secretaries date back to ancient
Egyptian times when scribes were entrusted with private
and confidential matters. The word “secretary” is from the
Latin word for “secret,” “secretum.”

During the Middle Ages, clergymen performed most
secretarial work, thus the terms “clerk” and “clerical.”

Men dominated the profession until women took secre-
tarial positions at home during times of war (as early as the
U.S. civil war).

I am proud to respond that I am a Legal Secretary when
asked if T am my boss’s assistant or paralegal. I earned the
title. And no, being a legal secretary is not my job; it’s my

career.

together everyone

TEA

achieves more
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Merced County Legal
Professionals Association
Invites you to

BEAR IT ALL 1IN
YOSEMITE

LSI 3™ Quarterly Conference

February 26-28,2016

TENAYA LODGE
1122 HIGHWAY 41
FISH CAMP, CA 93623

ROOM RATES:* Single: $125.00 Double: $125.00
Triple: $140.00 Quad: $155.00
*Please note room rates are guaranteed only until January 26, 2016

To Make Reservations online: www.Tenayalodge.com

To Make Reservations by phone: (559) 635-5807 option #2; Identify the following:

Group name: LS/ Quarterly Conference hosted by MCLPA Group Code: 30W4XK

Special Requests: Please notify Conference chair or Registration chair for room
accessibility requests as soon as possible. Although the hotel cannot guarantee your
request, reserving your room early will allow a greater opportunity for the hotel to honor your
request.

For General Information contact:

Stephanie Harrison, Lorraine Bettencourt, PLS, CCLS,

Conference Chair Registration Chair

Email: stephmjb@sbclgobal.net Email: plsccls325@att.net

Telephone: (209) 761-4490 Telephone: (209) 356-0815
PARKING IS FREE

e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

20 | THE LEGAL SECRETARY


http://www.TenayaLodge.com
mailto:stephmjb@sbclgobal.net
mailto:plsccls325@att.net

L e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

HHH e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

BEAR IT ALL IN
YOSEMITE

Merced County Legal Professionals

Association
February 26-28, 2016
LSl 3 Quarterly Conference
Tenaya Lodge, Fish Camp, California
Conference Registration Form
Name on badge:
Mailing address:
City/State/Zip:
Contact Phone:
Email address:
Local Association: LSA/LPA (full name)
Please check if applicable and include title: Please check if you are:
[] State Officer [ Governor ] CCLS [ PLS
[ State Chairman
SCRIP (includes registration, welcome reception, banquet and brunch)
Postmarked on or before January 25, 2016 @124.00 S
Postmarked January 26, 2016 or later @134.00 S
Individual Tickets:
Registration by January 25, 2016 @ $20.00 S
Registration January 26, 2016 or later @ $30.00 S
Welcome Reception (Friday) @ $25.00 S
Luncheons (California Cobb salad w/chicken or Vegetarian — w/out chicken)
Governor’s (Saturday) @ $26.00 S
President’s (Saturday) @ $26.00 S
Membership (Saturday) @ $26.00 S
Saturday Night Banquet @ $63.00 S
Salmon Chicken Pasta
*Choose one: [ tomato basil soup or [ salad
Sunday Brunch (All American Breakfast) @ $26.00 S

Special Dietary Restrictions:

Please make checks payable to: February 2016 Conference Fund
Mail Registration to: Lorraine Bettencourt, 3361 Shore Line Drive, Atwater, CA 95301

For General Information Contact:

Stephanie Harrison, Lorraine Bettencourt, PLS, CCLS,
Conference Chair Registration Chair
(209) 761-4490 or stephmjb@sbcglobal.net (209) 356-0815 or plsccls325@att.net

***NO REFUNDS AFTER JANUARY 30, 2016***
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JENNIFER L. PAGE, CCLS has been in the legal field since 1989, starting out as a legal secre-
tary to a bankruptcy attorney. She obtained her Paralegal Certification from St. Mary’s College,
Orinda, CA in 1991. In 2012 Jennifer joined the firm Ragghianti Freitas LLP embarking on the next
adventure in her legal career working for seven partners of the firm and learning new areas of law.

Jennifer has been a member of Marin County LPA since 1990; has held virtually every officer and
chairmanship position. Marin County LPA presented her with Honorary Life Member status in
2001. Jennifer began serving LSI in 1999 when she was appointed as the Legal Procedure Chair

and continued to serve LSI until she was elected Treasurer in 2010. In May 2008, President Lor-

raine Bettencourt, PLS, CCLS, presented Jennifer with the President’s Award. She is currently
serving as LSI Vice President. Jennifer obtained her CCLS designation in October 2008.

To Run, or Not to Run?
To Participate, or Not

BY JENNIFER L. PAGE, CCLS, LSI VICE PRESIDENT

When I joined LSI and Marin County LPA in 1991 I had abso-
lutely no intention of being anything but a “member” of this great
organization. To network, attend educational seminars and meet
new friends who had similar career goals. I attended monthly meet-
ings, met wonderful women, learned from our speakers and really
stayed in my Marin County LPA bubble. I had no real concept what
LSI was other than it was the parent organization. This worked

for a few years. Then I was asked to be a member of the board of

my local association. I thought “why not?” And I accepted the position of Vice President. As the years
went on [ held various chairmanships and have been President several times. At first I was terrified of
holding such important positions. I pictured myself the “worker bee” and never the leader. Why would
anyone want to pay attention to what I had to say, accept my ideas, and have confidence in my ability

to lead our group?

In May 1993, I attended my first LSI Conference. It was
an Annual Conference in Oakland, California and Cheryl
Woodson, CCLS, was the current and incoming President
of LSI. I was overwhelmed and so excited at the same time.
I attended workshops, luncheons and General Assembly of
the Board of Governors. I was completely bowled over - I
found myself among an incredible group of legal profes-
sionals. The educational workshops were top notch, lun-
cheons informative, and the opportunity to network with
legal professionals from all over the state of California was
incredible. I was officially hooked.

I served my association as Governor and learned to
let my voice be heard; not only did I get over the fear of
addressing a room full of people, but I represented my local
association which meant asking questions, expressing
an opinion, getting more information on something that
wasn't quite clear to me or my members. I could no longer
just sit among the crowd and observe, I was now partici-
pating.
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Over the years [ have grown to love being a participant. I
may not always have the best ideas, or ask the right ques-
tions. But, I have learned that it’s okay for my voice to be
heard, to express opinions and question something that
doesn’t make sense. I have been lucky enough to moderate
the Newcomers Workshop and Luncheon several times
and have thoroughly enjoyed sharing the world of LSI with
others.

In 1999 I was first asked to be an LSI chairman. Again,
another opportunity to grow, learn and participate. Since
then, I have been honored to hold various positions in LSL
Each assignment has brought a new set of challenges. But, I
still considered myself a “worker bee” and not a leader.

On May 10, 2008, I was honored and humbled to receive
the President’s Award presented by Lorraine M. Betten-
court, PLS, CCLS, LSI Past President 2006-2008. Receiv-
ing this award validated all the hard work and effort I put
forth for LSI. The award sits on my desk at work and is a



TO PARTICIPATE, OR NOT

constant reminder that my dedication to LSI and my local
association is worth the effort.

[ was happy to serve LSI as a chairman and had no inten-
tion of climbing any further up the ladder. However, a
few LSI members came up to me and posed that terrifying
question: “Why don’t you run for LSI Treasurer?” Fol-
lowed by, “you’d be a terrific officer for LSI.” Never mind
that I had no bookkeeping experience and had no interest
in doing so. At the time my daughter was quite young, I
was studying to pass the CCLS exam, I had a husband,
extended family, etc. and, just plain NO I'm not going to do
it. T pushed those questions aside and was determined to
continue being a “worker bee” until I started to really think
about my contributions to LSI and the membership. I have
enjoyed working with others for the betterment of LST and
legal professionals that attend the conferences, our fellow
members and those who seek out LSI for networking and
education. I decided to go for it! And, in May 2016, T will
have the honor and privilege of being installed as President
of LSI.

If you are thinking about tackling this journey, I would
encourage you to do so. Every single member of LSI has
a voice, ideas, and something to share. If LSI is to con-
tinue into the future, it needs strong individuals to keep
it moving forward. I have met many of you over the years
and I do believe there are many of you who could take on
this journey and make significant contributions to LSI and

Helpful Websites

its membership. Yes, we all have our own lives, families,
friends, work outside of LSI but I would ask you these
questions: “Why did you decide to join LSI?” “What do
you expect to receive as a benefit of being a member?” “Do
you have ideas that would help LSI continue on into the
future?” “Do you enjoy being part of a successful team?” If
you answered yes to more than one of these questions, you
may well have what it takes to be a chairman and maybe
even a leader.

When I began this journey, I had no idea what an incred-
ible experience this would be and who I would become
along the way. I have found a new level of confidence in
myself that has spilled over into my day-to-day life both
personally and professionally.

Do I still get a bit spooked to address a crowd? You bet!
Do my palms still sweat, my legs go weak? You bet! Does
my heart race just before I open my mouth? You bet! If
these things didn’t happen, I would think something is
wrong. No one wants to fail or be criticized. But, failure
and criticism make you stronger.

I would encourage each and every one of you to consider
serving LSI in some capacity. Contact the incoming Presi-
dent and ask to be a chairman or committee member. Take
that first step, take a deep breath and PARTICIPATE!

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

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

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

California Assn. of Legal Support
Professionals
www.calspro.org

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

California State Bar
http://www.calbar.ca.gov

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

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

Public Access to Court Electronic
Records
http://pacer.gov

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

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

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

California Secretary of State
WWW.S05.Ca.gov
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LYNNE PRESCOTT, CCLS, has been a legal secretary for over 30 years. She is a member of
Sacramento LSA, and served as its president from 2013-2015. Lynne is employed as a legal sec-
retary at the law offices of Messing Adam & Jasmine LLP in Sacramento, focusing on labor and
employment law and public sector labor law. She earned her CCLS certification in October 2013,
and was elected to the position of LSI Treasurer in May 2014.

Techno Ethics: Ethical Concerns of

Modern Technology

BY LYNNE PRESCOTT, CCLS, LSI TREASURER

Sacramento LSA was fortunate to have Danielle Gsoell of
Veritext Legal Solutions make a presentation to our associa-
tion last year regarding “Techno Ethics.” Some of you may
have attended LST’s First Quarterly Conference in August 2014,
held in Sacramento, where Danielle also made this presenta-
tion for the conference attendees. Danielle is the Western
Region Technical Client Solution Specialist for Veritext, and

presented us with great information regarding the ethical con-
cerns and obligations of today’s legal professional when dealing with modern technology. Below are

some of the highlights of Danielle’s presentation.

ETHICAL ISSUES

Why is it important to look at the ethical issues sur-
rounding the use of technology in the legal field? Some of
the basic tenets of practicing law involve the preservation
of client confidentiality, protecting clients’ confidential
and/or privileged information, and protecting attorney
work-product. Technology security plays a key role in
preserving all of these.

TYPES OF PRIVATE INFORMATION

Danielle stated that there are two basic types of private
information: disposable and detrimental. Disposable infor-
mation would be something like a credit card. If someone
obtained it, you could call your credit card company and
have the account canceled. They would send you a new
card, and there would be minimal damage and no ongoing
damage. You could move on with a new card or account.
Detrimental information, on the other hand, such as medi-
cal information or proprietary company information, is a
different matter. If your medical records are released, there
is no going back. As Danielle said, there is no way to get
that “genie back in the bottle.” The same is true for com-
pany information. Once the 100-year-old secret formula for
Granny’s Feel-Good Tonic is out, everyone knows. There is
no way to “start a new account” like a credit card. There-
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fore, this second type of information is much more signifi-
cant. Law offices are more likely to deal with detrimental

information than disposable information. Either way, you
have an ethical obligation to keep both private and secure.

EVER-EVOLVING TECHNOLOGY

Although technology moves fast, and often times much
faster than the law, that is not an excuse for not making
sure your technological information is secure. Just as igno-
rance of the law does not protect you, neither does igno-
rance of computers. The ethical obligations that surround
the use, or even misuse, of technology are too important
and potentially much too dangerous to ignore.

HACKING AND PACKET SNIFFING

“Hacking” is the process of seeking and exploiting weak-
nesses in a computer system or network, usually involving
countless hours of boring code or network analysis, look-
ing for flaws that will give the hacker access to your com-
puter or network. In other words, a hacker “breaks into”
your computer. Believe it or not, there are also user-friendly
hacking software packages that are available for sale or
download, which allow hackers to access your information.

What is “packet sniffing?” As you communicate via
Wi-Fi, packets of information are sent through the air
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between you and the hotspot. These packets contain the
information you are accessing. It could be your password
being sent to your email server to access your email, or it
could be the emails themselves. The hotspot is not the only
one who can read these packets; they are floating through
the air after all. If you are communicating with a client via
Wi-Fi and including confidential information such as med-
ical information, proprietary company info, social security
numbers, etc., you will want to make sure no one can see
that. When sending email, especially over a public Wi-Fi
network, it is imperative to use an encrypted connection.
Someone could be sitting just feet away from you at the
local coffee house, sipping their latte, capturing everything
you do online.

VIRTUAL PRIVATE NETWORKS (VPN)

If your firm has its own email server, for instance, Micro-
soft Exchange, the best solution is to use a VPN connection
to your network. This is a secure “tunnel” that funnels all
your web activity, completely encrypted, through your
firm’s secure connection. This is the most secure way to
browse and work on open access points or public Wi-Fi.

MULTI-FACTOR AUTHENTICATION

In the unfortunate event your password falls into the
wrong hands, what can be done to add an extra layer of
security? Normally when logging into a network, a website,
etc., it will ask you for your username and password. This
means the hacker only needs to gather two pieces of infor-
mation to access your files. You can add another layer that
substantially increases the security of your computer by
adding what's called a “token code.” Token codes are avail-
able through a small device that generates number “tokens”
at fixed intervals. The user simply clicks a button, and the
code is displayed. These codes are time-sensitive, so if not
used immediately, the user needs to generate a new one.
This means that unless a hacker has the actual physical
device in addition to your user name and password, they
cannot get access. This extra layer of security can drasti-
cally reduce your chances of unauthorized access.

CLOUD SERVICES

How do “Cloud Services” impact the legal field? Accord-
ing to Danielle, if your internet services involve the use of
the cloud, that means your data is stored on some other
computer, some place out there on the Internet. You are
required to make sure the data on that machine is just as
secure as the computer on your desk. You need to ensure
the services you use keep their data secure, encrypted, and
backed up. You should review their security policies and
ensure they comply with your own firm policies.

Danielle gave us two examples of instances where the
use of cloud services was banned by certain companies.
IBM actually banned the use of Siri, the voice transcription
service on iPhones, due to security concerns. With Siri,
your voice is recorded, sent to a server for transcription,
and then sent back. In order to improve their transcription
quality, Nuance occasionally examines the recordings. IBM
was concerned their confidential, proprietary informa-
tion might be leaked. While this example might be a little
paranoid, it demonstrates that you do need to be concerned
with any data in the “cloud.” When you use Siri or Dicta-
tion, the things you say will be recorded and sent to Apple
in order to convert what you say into text and to process
your requests. Your device will also send Apple other
information, such as your first name and nickname, address
book contacts, song names in your collection, etc. (collec-
tively, your “User Data”).

Another example of a cloud service that could poten-
tially expose your firm is Drop Box. This is a very easy
way to share files with multiple computers, which is
why Veritext has blocked it. As Danielle stated, “You can
imagine the incredible amount of confidential data we deal
with every day. From medical records, to social security
numbers, to confidential movie star gossip, we needed to
ensure it was not a simple drag-n-drop for someone to steal
that data.” She emphasized that these are things we should
all be aware of when crafting an IT policy. It is not just the
security of the data, but the ease in which a rogue employee
might steal that data. The ABA compiled a great chart that
shows the opinion of many states on cloud computing.
You can access that chart at: http://www.americanbar.org/
oroups/departments offices/legal technology resources/
resources/charts fyis/cloud-ethics-chart.html

PASSWORD POLICIES

The website SplashData recently released its list of the
most popular Internet passwords for 2012. Because these
passwords are the most common, they’re also the most
vulnerable when it comes to digital security:

1. password

2.123456

3.12345678

4. abcl23

5. qwerty

6. monkey

7. letmein

8. dragon

9. 111111

10. baseball

Continued on page 26
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Continued from page 25

While it may be frustrating to remember long passwords
and have to change your passwords often, it is the simplest
precaution you can do to protect yourself. Danielle says to
think of it like a seatbelt: a simple act that can have life-
saving ramifications. There is a very useful website, www.
howsecureismypassword.net that will tell you just how
long it will take a hacker to crack your password!

WHERE DOES A COMPUTER GO WHEN IT DIES?
ISIT EVER REALLY DEAD?

According to Danielle, this is actually a serious matter.
Organized criminals have been able to retrieve confidential
information from major governments and corporations due
to the fact that most hard drives are just thrown away, not
erased prior to disposal. Just deleting files does not actu-
ally delete them. It simply tells the hard drive it can now
use that space. The data is actually still sitting there, which
is why forensic data technicians can recover old, “deleted”
files. An application that will erase your old hard drives
before disposal is KillDisk. This application will comply
with the most stringent standards adhered to by many gov-
ernments, including our own. This is a far more effective
process than just deleting the files before disposal. KillDisk,
or a similar application, will actually write over the data
with new data, often several times, ensuring none of the
original information is retained. While it may seem like a
lot of extra work, just imagine throwing away a client file
without shredding it first!
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THINGS TO REMEMBER

« Two types of information: Disposable and Detrimental.

« While all confidential information should be kept
secret, particular care must be used when dealing with
the detrimental information. Once that cat is out of the
bag, there is no going back.

+ When traveling, connect via a VPN. Having that secure
tunnel to the internet is imperative while traveling.
There is no knowing who is sitting around you “listen-
ing” in on everything you send.

+ Implement multi-factor authentication. Passwords
can be guessed, discovered or leaked, but with another
factor of authentication standing between the hacker
and your files, you are much safer.

+ Use caution when using cloud services. The ease and
functionality of cloud-based services are alluring, but
ensure they have safeguards in place to keep your data
private. Also, refer to your local state’s opinion on using
cloud services.

« DO NOT use applications like Skype for depositions!
(We saw how “secure” that was in a video of actual
trial testimony that was being delivered via Skype.)
Use secure passwords -~ one of the simplest things you
can do to ensure better security.

+ Thoroughly erase your old hard drives. Just as you
would never throw away an unshredded client file,
make sure your hard drives are digitally “shredded.”

Stay updated on technology!
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LSI

Educating California s
Legal Support Professionals

LEGAL SPECIALIZATION SECTIONS SEMINARS

November Quarterly Conference — November 13-15, 2015

The deadline to register without a late fee is

Friday, November 6, 2015.

SECTION MEMBER:

; \\
1
Free with Advanced Reservations

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

NON-SECTION MEMBER:
$15 with Advanced Reservation
$20 at the Door/After Deadline -- Handout Only: $15

Friday, November 13, 201

5-7:30 p.m. to 9:00 p.m.

Family Law

Wage Assignments:
Having Your Ducks in a Row

Thomas Allert
Law Office of Thomas D. Allert

CJIWILLATTEND OR [JHANDOUT ONLY
] SECTION MEMBER - ] NON-SECTION MEMBER

Criminal
Medical Marijuana

Jason Ryan Thompson
Thompson Advocacy

COJIWILLATTEND OR [JHANDOUT ONLY
] SECTION MEMBER - ] NON-SECTION MEMBER

Saturday, November 14, 2015 — 10:30 a.m. to 12:00 p.m.

Civil Litigation
Civil Subpoena Laws for the State of

California and U.S. District Courts -
Business Records

Jim Ayer of Titan Legal Services

CJIWILLATTEND OR [JHANDOUT ONLY
1 SECTION MEMBER - [_] NON-SECTION MEMBER

Probate/Estate Planning

Probate and Trust Administration 101

Joseph Terrence Moynihan, Esq.
Law Office of J. Terrence Moynihan

COJIWILLATTEND OR [ JHANDOUT ONLY
1 SECTION MEMBER - [_] NON-SECTION MEMBER

Saturday, November 14, 2015 — 4:00 p.m. to 5:30 p.m.

Transactional Law

Doing Business in California —
What types of entities do we have?

Tammy Manning Dickerson, Sr. Paralegal
KaVo Kerr Group

COIWILLATTEND ©OR [JHANDOUT ONLY

[1SECTION MEMBER - [ | NON-SECTION MEMBER

Law Office Administration

Cyber Security Basics -
What you need to know to protect your data.

David Grant, JD, CIPP/US
ALTEP

[JIwiLLATTEND OR [JHANDOUT ONLY
[1SECTION MEMBER - [ | NON-SECTION MEMBER

Name:

[]ccLs []Paralegal []PLS

E-mail:

Local Association (if applicable):

LILSA [JLPA

PAYMENT: |:| CHECK MADE PAYABLE TO LSI

REGISTER AND PAY ONLINE OR SEND COMPLETED FORM AND PAYMENT TO:

] CREDIT CARD & PAYPAL AVAILABLE AT WWW.LSI.ORG

DAWN R. FORGEUR, CCLS, LSS COORDINATOR
500 CAPITOL MALL, SUITE 1600, SACRAMENTO, CA 95814
EMAIL: DAWN.FORGEUR@STOEL.COM

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

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.
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STATE COURT DISCOVERY

Educating California s
Legal Support Professionals

q\ L S I OVERVIEW OF CALIFORNIA

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

Interrogatories Demand for Physical Examinations
Demand for Production of Documents Deposition Subpoenas

Requests for Admissions Discovery Timelines and Service
Depositions Verifications

CLASS SESSION OPENS MONDAY, NOVEMBER 2, 2015

Classes will take place online utilizing video lectures, discussion boards, email, whiteboard
sessions, chat rooms, and quizzes. Login information will be provided upon enroliment in the
class.

The content of this class is designed for legal secretaries and those studying for the
California Certified Legal Secretary examination.

The cost of the class is $30 for LS| members/$50 for non-LSI members. Each individual must
register separately. Upon completion of the class, students will receive a certificate of
completion from LSI.

OVERVIEW OF CALIFORNIA STATE COURT DISCOVERY CLASS REGISTRATION
(Please type or print clearly)

Name: Email:

Address: City/Zip:

Telephone: Association: LSA/LPA
$30 LSI Member $50 Non-LSI Member

Payment:  Check #
Visa/MC Credit Card #
Exp. Date: 3-digit CVV No.: Zip Code:

Email registration form NO LATER THAN October 26, 2015, to Shaylene Cortez, CCLS, LSI Legal
Secretarial Training/Seminar Chair, training@]lsi.org or mail to LS| (see website for mailing address).
Checks should be made payable to LSI (Note: checks must clear before access will be released).
Registration will also be offered online at www.lIsi.org with PayPal. For further information or inquiries,
email training@lsi.org. No refunds after November 2, 2015.

LSI - Educating California’s Legal Professionals
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5 LS I Legal Specialization Sections

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

1.Reasonable annual dues. ($20 per section; $75 for all six sections)

2.Continuing education in several areas of the law.

3. Quarterly newsletters containing up-to-date information, including changes in the law, new forms and rules,
and legal articles of interest.

4. Quarterly educational programs at LS| conferences - free to section members!

5. Educational webinars throughout the year - free to section members!

6. California Certified Legal Secretary/MCLE/Paralegal CLE credits offered at most of the educational
programs and webinars.

7.Statewide roster of all members in all sections, for access to contacts in other counties.

8. Networking provides a forum for the exchange of information.

9. Professional and personal excellence.

For more information, please contact Dawn R. Forgeur, CCLS, Legal Specialization Sections Coordinator, at
dawn.forgeur@stoel.com.

Dates to Remember

November 2, 2015 Overview of California State Court Discovery November 14,2015  CCLS Workshop at November
class begins ConferenceAbility To Communicate

Effectively - Word Usage
November 6, 2015 Deadline to register without late fee for

Legal Specialization Seminars at August December 1, 2015 Deadline for submission of articles for
conference February issue of The Legal Secretary

November 13-15, 2015 LSI Second Quarterly Conference January 12,2015 LSI CCLS On-Line Study Group class begins
Riverside Marriott
Hosted by Riverside LPA February26-28,2016 LS| Third Quarterly Conference

Tenaya Lodge, Fish Camp, California

November 13,2015  CEC Workshop at November Conference Hosted by Merced County LPA
Sexual Harassment Law in California
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LEGAL SECRETARIES INCORPORATED (LSI) - BENEFITS

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

WORKING ADVANTAGE HERTZ CORPORATION
Toll Free: (800) 565-3712 Effective Date: June 1, 1996
www.workingadvantage.com CDP Card #447698
Discount on event tickets, movie tickets, (800) 654-3131
theme parks, Broadway theater, sporting events, www.hertz.com
ski tickets, hotel certificates, family events,
gift cards and more.
Member ID: Contact LSI Corporate Office,
Isiorg@suddenlink.com, or LSI Vice President
FINANCIAL PROVIDERS
CAPITAL INVESTMENT ADVISERS LEGACY WEALTH MANAGEMENT
Emerson J. Fersch, CFP, ChFC, CLU, CASL Daniel R. Henderson, MBA, CFP
3780 Kilroy Airport Way, Suite 320 3478 Buskirk Avenue, Suite 300
Long Beach, CA 90806 Pleasant Hill, CA 94523
Office: (562) 420-9009 or (877) 270-9342 Fax: Office: (925) 296-2853 or (877) 679-9784
(562) 420-9955 Fax: (925) 944-5675
E-mail: efersch@iferr.com E-mail: daniel@legacywealthmanagement.biz
www.ciadvisers.com www.legacywealthmanagement.biz
Offering Retirement Planning/Investment Offering discounted John Hancock Long Term Care
Management, Pension and 401K Rollover Insurance and Life Insurance, Annuities, Retirement,
Consulting, and Comprehensive Financial Planning Investment and Estate Planning, Mutual Funds, and
401K
DAVID WHITE & ASSOCIATES ATHLETES BUSINESS CONSULTANTS
Wealth Accumulation and Preservation Jory Wolf, President/Founder
3150 Crow Canyon Place, Suite 2000 350 10™ Avenue, Suite 1000
San Ramon, CA 94583 San Diego, CA 92101
(800) 548-2671 Office: (858)886-9842
Contact: Ryan Gonzales (ext. 2682), Cell: (510)919-9062
rgonzales@dwassociates.com, or jory@athletesbiz.com
Matt Kay (ext. 2628), mkay(@dwassociates.com California Insurance License: 0E88330
Offering Investments, Retirement Plans, Education 10% discount on Long Term Care, call for information
Savings Accounts, Medical Insurance, Life Insurance, on life, long term, and disability insurance, as well as
Disability Insurance, and Long Term Care Insurance commercial and residential lending
CREDIT UNIONS
LA FINANCIAL FEDERAL CREDIT UNION PROVIDENT CREDIT UNION
P.O. Box 6015 303 Twin Dolphin Drive
Pasadena, CA 91102-6015 P.O. Box 8007
(800) 894-1200 Redwood City, CA 94603-0907
www.lafinancial.org (800) 632-4699 - (650) 508-0300
Open to anyone living, working or worshiping in Los www.providentcu.org
Angeles County, or referral from existing member. All LSI members are eligible to join.

QUESTIONS AND CONCERNS CONTACT:
Jennifer L. Page, CCLS, LSI Vice President
LSI Marketing Committee Coordinator
PO Box 150427, San Rafael, CA 94915
Home - (415) 989-1010
Cell - (415) 710-3402
jlpage@ix.netcom.com
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CCLS ON-LINE STUDY GROUP

January 12, 2016 — March 15, 2016

If you are interested in studying for the California Certified Legal Secretary (“CCLS”) Exam,** join
LSI's CCLS On-Line Study Group. During the classes, all topics covered in the CCLS exam will be
reviewed, including:

California Legal Procedure (civil, family, probate, real estate, corporate)
Legal Terminology (citations, terminology)

Legal Computations (calendaring, math)

Skills (proofreading, following directions)

Ability to Communicate Effectively (grammar, punctuation, word usage)
Law Office Administration (computers, filing)

Reasoning & Ethics (ability to act reasonably and ethically)

Classes will take place once a week via videoconference on Tuesday evenings from 7 p.m. to
approximately 8:30 p.m., and will continue through March 15, 2016. Login information will be
provided upon enrollment in the classes.

The cost of the 10-week Study Group is $100 for LS| members and $125 for non-LSI members taking
classes for first time; and $50 for LS| members and $75 for non-LSI members repeating. Each
individual must register separately.

Students will be provided with homework and handouts. Students are responsible for providing
their own Law Office Procedures Manual, The Gregg Reference Manual (11th Ed.), California
Style Manual (4th Ed.), and Pocket Guide to Legal Ethics, NO LATER THAN the start of the
classes. Students are also encouraged to have the CCLS Study Guide.

**All examinees must meet eligibility guidelines outlined in the CCLS Information Kit on LSI’s website.

CCLS STUDY GROUP REGISTRATION
(Please type or print clearly)

Name: Association: LSA/LPA
Address:
Daytime Phone: Evening Phone (during class time):

Email (during class time):

Payment:.  Check # Credit Card #_visa/MC only)
Exp. Date: Sec. Code:

DEADLINE TO REGISTER IS DECEMBER 31, 2015. Send registration to Terrie Quinton, CCLS, LSI CCLS
Chair, c/o Duckor Spradling Metzger & Wynne, 3043 4th Avenue, San Diego, CA 92103, email Isiccls@outlook.com.
You may also pay via PayPal at www.Isi.org. NO REFUNDS AFTER JANUARY 5, 2016.

STRIVE FOR SUCCESS - BE A CCLS!
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—— GUIDELINES FOR SUBMISSION OF ARTICLES
TO THE LEGAL SECRETARY

DEADLINES FOR RECEIPT OF ARTICLES BY EDITOR

1. August issue (First Quarter) June Ist 3. February issue (Third Quarter) December Ist
2. November issue (Second Quarter) September st 4. May issue (Annual/Fourth Quarter) March 1st
SUBMISSION OF ARTICLES

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

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

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

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

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

Quarterly Assignments

THE FOLLOWING ASSOCIATIONS ARE EXPECTED TO SECURE ARTICLES FROM GUEST
WRITERS FOR PUBLICATION IN THE MAGAZINE ISSUES SPECIFIED BELOW.

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

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

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

MAY ISSUE (to be submitted no later than March 1st):
Santa Barbara, Santa Clara County, Santa Cruz County, Santa Maria, Sonoma County, Southern Butte County,
Stanislaus County, Stockton-San Joaquin County, Trinity County, Ventura County
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T Kern Legal Services
We have offices statewide  offers a full range of

and offer level pricing to all litigation support
of the major metropolitan services.

areas of California. # Process
~ serving
nationwide
Call us or visit us on

X b ! [ Skiptracing/
the web now! Investigation

[ Courthouse
filing
: [ Records
San Luis Obispo research

Balkersfield
Venxa g [ Online tracking

* Los Angeles

Document
Santa Ana L

reproduction

& Offices
throughout
California

Southern California Northern California
Headquarters Headquarters
1614 W. Temple Street 1155 N. 1st St., Ste. 100

Los Angeles, CA 90026 San Jose, CA 95112

800) 675-KERN (376 ST ——
Fax (866) 241-005] ettty Aol
www.kernlegal.com mse e doay

E-mail: orders@kernlegal.com e mone. Piease call for details
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INDISPEN___BI.E

YEARS OF
RELIABILITY A

LEGAL PROFESSIONALS
HANDBOOK

..THE ULTIMATE RESOURCE GUIDE!

Busy lawyers rely on their staff to handle many details of
their practice. They look to you, as a professional, to know
what to do, and when and how to do it. The Legal
Professional’s Handbook provides you with the answers
..just as it has for over 75 years! Each chapter contains
detailed practice forms and step-by-step instructions
covering every major area of California law practice. The
Handbook is an invaluable resource to add to your entire
reference library!

LSI MEMBERS-ONLY PRICE ........ccccceeeeuueee $273
NonmMembers PriCe........ooueeeeeevveeereernnee $390

Price includes shipping. Add applicable sales tax.
This title is updated annually for subscribers
by replacement pages.

LAW OFFICE
PROCEDURES MANUAL

..THE IDEAL TRAINING MANUAL FOR NEW STAFF!

This Manual contains detailed practice forms for every
major area of law practice, along with step-by-step
instructions for completing them. This is a “must-have”
forms guide for legal secretaries, paralegals and new
lawyers; and it's a great resource for training your office
staff. In fact, the Manual is frequently used in schools,
workshops and legal secretaries classes. You'll also find
handy miscellaneous aids, such as procedural checklists
and guidelines, tips on transcription and proofreading, law
office abbreviations and legal terminology, and a list of
useful reference books.

LSI Members-Only Price $164.50
Nonmembers PriCe.......couoveeereevreeeeernne $235

Price includes shipping. Add applicable sales tax.
This title is updated bi-annually for subscribers
by replacement pages.

Buy both LSI books together and get a discount!
Combo price for both books.......... $425

Price includes shipping. Add applicable sales tax.

COMPILED BY

LEGAL SECRETARIES, INCORPORATED

¥ THE RUTTER GROUP’

THOMSON REUTERS

TO ORDER OR FOR MORE INFO, CALL

(800) 747-3161 (Exr. 2)

™

www.RutterGroup.com

40541696
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Worldwide Court Reporting, Videography,
Interactive Real-time Streaming Solutions

Web Based Scheduling and Calendar Management
Worldwide Web Conferencing
Web Based Repository and Online Invoicing Access
Transcripts Synchronized with Video

Call Huseby today to learn more at (800) 333-2082

R
SAMBUNG
£ 0 1]

fippusiory

W W W W W W W W W

Nd M Huseby.com

Every experience inspired by excellence.
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World-class deposition services

6)

eS| eUIE

Proud Supporter of
Legal Secretaries Incorporated

\\\\\\\\\\\\\\\\\\\\\\\\

Responsive service. Impeccable quality. Powerful technology.

800.211.DEPO or www.esquiresolutions.com

make your statement with REDRQOMAN concise & professional design

LORI MCEROY

Creative Director

redromancreative@gmail.com
www.redromancreative.com
619.772.3335

corporate identity | marketing | newsletters | presentations | proposals | frial exhibits
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__Knox__

ATTORNEY SERVICE

Service of Process \

E-Filing / E-Service E-Discovery ESI

Record Retrieval Hosting & Review

Subpoena Prep

Scanning & Imaging

Backfile Conversion

Skip Trace

Investigations
Copy Center

Asset Searches

Writs o
\ Facilities Management

Trial Preparation

In-house Services

Knox Attorney Service, Inc.
1-800-99-KNOX-IT
619-233-9700

sales@knoxservices.com

www.KnoxServices.com
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ELECTED OFFICERS

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

Vice President
JENNIFER L. PAGE, CCLS
Cell: 415-710-3402; Home: 415-898-1010
E-mail: jlpage@ix.netcom.com
Executive Secretary
HEATHER EDWARDS
Cell: 818-482-7040; Work: 818-827-5159
E-mail: heatheredwardslsi@aol.com
or hedwards@alpertharr.com

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

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

SANDRA T. JIMENEZ, CCLS

Cell: 760-425-0118

E-mail: sjimenez52@yahoo.com

Parliamentarian

ASTRID B. WATTERSON, CCLS

Cell: 209-406-9984

E-mail: astrid. watterson@gmail.com
Editor-In-Chief, Publications
Revision Committee (CEC)

MARIA BISHOP, CCLS

Cell: 925-324-0712; Work: 925-284-7788

E-mail: maria@mtdiablolpa.info

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

Educational Program Coordinator
(CEC/Marketing)

J. CORIMANDY, CCLS

Work: 619-515-3256

E-mail: cori. mandy@procopio.com

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

Legal Specialization Sections
Coordinator (CEC/Marketing)
DAWN R. FORGEUR, CCLS
Cell: 916-601-1380; Work: 916-319-4786
E-mail: dawn@forgeur.com

CHAIRMEN

2016 Annual Conference Co-Chairs
KRISTI EDWARDS, CCLS
Home: 415-663-1838; Work: 415-388-7918
E-mail: kledwards@justice.com

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

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

2015 LSI Roster

California Certified Legal
Secretary (CEC/Marketing)
TERRIE QUINTON, CCLS
Cell: 951-294-1246; Work: 619-209-3056
E-mail: Quinton@dsmw.com

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

Editor, LSI Legal Professional’s
Handbook (PRC/Marketing)
ANN BOCCIA ROSADO
Cell: (310) 995-1104; Home: 310-833-9952
Work: 562-435-8300 x229
E-mail: arosado@skes-law.com

Editor, Law Office Procedures
Manual (PRC)

KAREN J. JONES

Cell: 818-269-5750

E-mail: kdj_Jones@yahoo.com

Legal Procedure (CEC)

BECKY J. NEIDHARDT

Cell: 619-892-0197

E-mail: becky.neidhardt@gmail.com
Legal Secretary
Training/Seminar (CEC)

SHAYLENE CORTEZ, CCLS

Cell: 951-768-8370; Home: 951-738-9829

E-mail: ccls4me@carr.com

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

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

LIAISON TO LAW PRACTICE
MANAGEMENT AND
TECHNOLOGY SECTION OF THE
STATE BAR OF CALIFORNIA
MARY S. ROCCA, CCLS

Work: 510-444-6044; Home: 510-865-0473
E-mail: msrocca@handlittle.com

or marysrocca@aol.com

LEGAL SPECIALIZATION
SECTIONS

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

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

Criminal Law
JILL GARDELLA, CCLS
Cell: 650-269-6435
E-mail: jgardella@nablaw.com
Family Law
TANYA TATE
Cell: 650-796-4100; Work: 650-343-1500
E-mail: tanya.tate@hotmail.com
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Law Office Administration
TAMMY L. HUNT, CCLS
Work: 916-233-2544
Email: loaleader@tlhunt.org

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

Transactional Law
BARBARA BARREGAR
Cell: 949-285-527
Work: 714-641-5100 x1357

E-mail: Isstransactional@gmail.com

PUBLICATIONS REVISION
COMMITTEE

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

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

Editor, Legal Professional’s
Handbook (PRC/Marketing)
KAREN J. JONES
Cell: 818-269-5750; Office: 310-284-5696
Email: kdj_jones@yahoo.com
or karenjacobjones@aol.com

Editor, Law Office Procedures
Manual
LINDA LANE, CCLS
Home: 818-248-0739; Cell: 818-434-6600
Email: Llane44@yahoo.com

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

Assistant Editor

LINDA MOORE, CCLS

Cell: 619-723-5336

Work: 619-232-3122, ext. 404

E-mail: Imoore@stutzartiano.com
Assistant Editor

MICHELLE CHAVEZ, CCLS

Cell: 925-787-0374

E-mail: michellechavez@yahoo.com
Assistant Editor

LISADELAO

Work: 818-715-7025; Cell: 818-590-3441

E-mail: ldelao@fitcheven.com
Assistant Editor

BETTY THOMAS

OFFICE: 213-426-6900 X258360

E-MAIL: BJTHOMAS1946@A0L.COM

CCLS CERTIFYING BOARD
Member (Chair)

ELISE DRESSER, CCLS

Home: 408-375-4437; Work: 650-903-0500

E-mail: edresser@newtonremmel.com
Member

HOLLY WONG, CCLS

Cell: 213-590-5804; Work: 909-445-9133

E-mail: hollywong661@yahoo.com
Member

LEQUITA HODGE, CCLS

Cell: 562-293-7200

Work: 213-426-6900 ext. 258323

E-mail: ihelpcertify@yahoo.com

Member
SHARA J. BAJURIN, CCLS
Cell: 650-619-8928; Work: 650-696-2595
E-mail: sbajurin@carr-mcclellan.com
Member
CINDY FRAZIER, CCLS
Cell: 805-766-6344; Work: 805-777-7371
E-mail: clfrazierl@me.com
Attorney Member
EMILY JILL LYNCH MORISSETTE, ESQ.
Office: 619-437-8621
E-mail: elmorissette@cox.net
Attorney Member
LAUREN E. DODGE, ESQ.
Work: 925-837-0585
E-mail: led@gagenmccoy.com

CONTINUING EDUCATION
COUNCIL
Educational Program Coordinator
J. CORIMANDY, CCLS
EC Liaison/Executive Advisor
SANDRA T. JIMENEZ, CCLS
Editor-in-Chief
MARIA BISHOP, CCLS
California Certified Legal
Secretary
TERRIE QUINTON, CCLS
Legal Secretary Training/Seminar
SHAYLENE CORTEZ, CCLS
Legal Procedure
BECKY J. NEIDHARDT
Legal Specializations Section
Leader
DAWN FORGEUR, CCLS

MARKETING COMMITTEE
Coordinator/EC Liaison
JENNIFER L. PAGE, CCLS
Educational Program Coordinator
J. CORIMANDY, CCLS

Editor, LSI Legal
Professional’s Handbook
ANN BOCCIA ROSADO

Advertising
LARRY MCGREW
California Certified Legal
Secretary
TERRIE QUINTON, CCLS
Social Media
ROD CARDINALE, JR.
Legal Specialization Sections

Coordinator
DAWN R. FORGEUR, CCLS

LSI CORPORATE OFFICE

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

LSI WEBSITE:
htep://www.Isi.org
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

UNIT
ITEM QUANTITY | PRICE TAX TOTAL
BRASS TACKS* A guide instructing local officers and chairmen on how to perform their 5.00
respective duties. Contains check lists, calendars and forms. (Rev. 4/2014)
CAREER PROMOTION/SCHOLARSHIP NOT JUST A SECRETARY BOOKLET
[Currently under revision and not available at this time.]
CCLS BROCHURE  One-page brochure promoting the benefits of taking the CCLS Exam. N/C
Includes tear-off to request application form and information kit. (Rev. 8/2015)
CCLS STUDY GUIDE (Revised 2013) Sample questions and answers to assist in preparing for 25.00
all sections of the CCLS Exam.
CCLS STUDY KIT Contains Study Guide (see above), Gregg Reference Manual with Basic 199.00
and Comprehensive Worksheets.
GUIDELINES FOR HOSTING LSI CONFERENCES*  An instruction guide, including N/C

forms and samples, essential to any association considering a bid to host an LSI Conference.
(Rev. 2/2015)

GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL PROGRAM A 5.00
34-page guide, with sample forms, to assist with the planning and execution of a successful legal
educational program. (Rev. 11/14)

HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND GUIDELINES* 5.00
A booklet with step-by-step directions, including rules and examples, for preparing a History
Book for entry in the LSI History Book Competition. Created for local association historians
and/or presidents. (Rev. 5/2015)

HISTORY OF LEGAL SECRETARIES INCORPORATED A 50-page memory of people, 5.00
places and events since 1929. (Rev. 5/2015)

LAW OFFICE PROCEDURES MANUAL FLYER An 8 /4 x 117 advertisement of the N/C
LOPM. Includes listing of contents and Order Form. (Rev. 7/2015)

LAW OFFICE PROCEDURES MANUAL INSTRUCTOR’S GUIDES To assist ALL $65.00

instructors in conducting training classes. Teacher Training Chapter offers tips for teaching.
Other Guides supplement Chapters of the LOPM and contain projects, instructions to student,
completed and blank legal forms, exams and answer keys.

TEACHER TRAINING CHAPTER (Rev. 5/2013) 4.00
ADOPTIONS CHAPTER (Rev. 5/2013) 7.00
CIVIL PROCEDURE CHAPTER (Rev. 5/2013) 7.00
CONSERVATORSHIP/GUARDIANSHIP CHAPTER (Rev. 5/2013) 7.00
CORPORATIONS CHAPTER (Rev. 5/2013) 7.00
COURT STRUCTURE CHAPTER (Rev. 5/2013) 7.00
CRIMINAL LAW CHAPTER (Rev. 5/2013) 7.00
DISCOVERY CHAPTER (Rev. 5/2013) 7.00
FAMILY LAW CHAPTER (Rev. 5/2013) 7.00
PROBATE CHAPTER (Rev. 5/2013) 7.00
REAL ESTATE CHAPTER (Rev. 5/2013) 7.00
UNLAWFUL DETAINER CHAPTER (Rev. 5/2013) 7.00
WORKERS’ COMPENSATION CHAPTER (Rev. 5/2013) 7.00
MISCELLANEOUS CHAPTER (Rev. 5/2013) 7.00
LEGAL SECRETARY’S REFERENCE GUIDE A legal procedure guide designed to assist 30.00

local associations in conducting a training class. Also useful for training office personnel and as
a general reference for experienced staff. (Rev. 5/2013)

LSI BYLAWS AND STANDING RULES*  As currently adopted by the LSI 5.00
Governors. (Rev. 5/2015)

LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An 8 '4” x 117 advertisement of N/C
the LPH. Includes listing of contents and Order Form. (Rev. 7/2015)

LSI LEGAL SPECIALIZATION SECTIONS BROCHURE Lists Sections offered and N/C

reasons for joining. Includes Section Membership Application. (Rev. 8/2015)

TOTAL THIS PAGE

*Item available to LSI members only.
** Shipping/Handling is free with paid purchase at conferences.
1 of2
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

UNIT
ITEM QUANTITY PRICE TOTAL
LSI MEMBERSHIP BROCHURE  One-page brochure, extolling the advantages of LSI N/C
membership and programs. Contains request for membership application. (Rev. 8/2015)
LSI ROSTER* Booklet with current listing of LSI officers, chairmen, past-presidents, N/C
honorary members, scheduled conferences, local association presidents and governors.
MEMBERSHIP APPLICATION FORM* Not available. Currently under revision. N/C
O E-mail or- O Printed
NEW MEMBER PACKET* A 2-pocket folder containing letter from LSI President, LSI N/C
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.
JEWELRY
CCLS PIN A '»” high, 10-karat gold filled pin with CCLS logo. For the CCLS. 35.00
LSI MEMBERSHIP PIN* A !5 high oval gold-tone pin with blue, gold and white enamel 5.00
overlay. LSI logo in center.
PRESIDENT’S PIN* A 1-% ” high oval gold-tone pendant with blue, gold and white enamel 7.00
overlay. LSI logo in center and. For local association presidents.
MISCELLANEOUS
LSI Tote Bag 10.00
FLASH DRIVE 8gb 18.00
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 (OF SUB-TOTAL ABOVE) +
TOTAL DUE =

NOTE: SALES TAX IS *% AT THIS CONFERENCE.

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, 2520 Venture Oaks Way, Suite 150, Sacramento, CA 95833. OR, FAX TO (916) 924-7323. CHECK OR CREDIT CARD INFORMATION
MUST BE INCLUDED. ORDER WILL BE MAILED OR SHIPPED WITHIN 10 DAYS OF RECEIPT, SUBJECT TO AVAILABILITY.

DELIVER TO: NAME ASSOCIATION
ADDRESS CITY STATE ZIP
DAY TELEPHONE ( ) E-MAIL
Method of Payment: Check, payable to “LSL” enclosed |:| VISA I:‘ MASTERCARD I:‘
Credit Card Information: Number
Expiration Date: Month Year
Name on Credit Card: Card Verification Number

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

*[tem available to LSI members only.
** Shipping/Handling is free with paid purchase at conferences.
2 0f2
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First Legal | Network

« Support Services « Deposition Services
« Investigations « Records Retrieval

« Digital Solutions « National Division

To speak with someone directly, feel free to contact us at
one of the numbers below depending on your location.

Northern California, Bay Area:  415.626.3111
Northern California, Sacramento: 916.444.5111
Southern California, LA & Inland: 213.250.1111
Southern California, OC & SD:  714.541.1110

www.firstlegalnetwork.com

: 24171, AZ PI: 1551710. In Nevada, Support Services and Investigations operations are provided by First Legal Investigations, NV Lic




JANNEY & JANNEY

LEGAL SUPPORT SERVICE

-
‘Né”ﬁflllng

portal
Orange County! <o

REGISTER YOUR NEW

E-FILING ACCOUNT NOW AT
s

= User Friendly = E-Service Capable = Searchable Filing History &=
Multiple Users - One Account = Helpful/Knowledgeable Customer Service =

janneyandjanney.com

THREE FORMS OF PAYMENT

1 . AC H (link directly with bank account)
2 . C R E D IT CA R D (Visa, Mastercard, American Express)
3. BILL YOUR JANNEY ACCOUNT (with approved credit

If you have any questions, please contact Jay Roll, our Director of e-filing.
You can reach him at (714) 953-9451 or at jayr@anneyandjanney.com ﬁ

s

Los Angeles Inland Empire Ventura

1545 Wilshire Bivd. Ste. 311 455W. La Cadena Ste. 17 801 S. Victoria Ave. Ste.304
Los Angeles, CA 90017 Riverside, CA 92501 Ventura, CA 93003

(213) 628-6338 (951) 369-8369 (805) 650-9077




