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May 2018 Sacramento Legal Secretaries Association

President's Message

Brenda Bracy, CCLS

| am truly honored to continue to be your

President for a second year. | am proud to be E‘]ENT
the President of such a great organization. | PAST S
have enjoyed being a part of this organization

and have built some great friendships which |

will treasure for years to come. | am looking

forward to getting to know all of you this year.

We are a team! Together as a team, we can
accomplish anything.

This association has many great members and
I hope that all of you take the opportunity to get
to know other members by attending monthly
meetings and events that we have planned for
this year.

This past year we have had a lot of educational
opportunities. SLSA had many opportunities to
attend educational events through our monthly
meetings and the Lunch & Learns that were
scheduled. Also, our parent organization, LSI,
had many educational opportunities scheduled
this past fiscal year. If you are not taking
advantage of these opportunities, you are
clearly missing out. | attended all of the Lunch
& Learns that were scheduled by our Programs
Chair, Lynne Prescott, CCLS. Lynne is a great
asset to this organization and worked hard to
bring these learning opportunities to our
members. We had a great turn out and positive
feedback from all who attended.

| also attended a lunch time webinar recently
put on by LSI on Table of Contents and Table
of Authorities. While | know how to format the
Table of Contents and Table of Authorities, it
never hurts to learn some extra tips to make
this job easier. The webinar was very well
presented and we were given a nice handout to
use for future reference. | plan on attending
many more webinars on various subjects and |
would encourage all of you to check them out
as well.
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President's Message, cont.

As we begin our new fiscal year, | would just like to encourage everyone to take advantage of the
programs that SLSA has to offer. The members of this organization are very well versed on many
different areas of law. If anyone ever needs assistance, you can contact me, and | can send out an
SOS email and | guarantee someone will know the answer most of the time. We are always here for
our members and can always be contacted. If you have any suggestions or comments, | always
encourage you to send us an email. If you have a negative comment or criticism, | ask that you only
send the email to me and | will handle it with the board or committee member. Please do not contact
any other board member or committee member with anything negative or criticism. We are all
volunteers and some volunteer more time than others.

I would like to see more participation from the members this year. We are in need of volunteers for
various positions. Again, we do not have a Vice President. We had over 100 members last year,
and we could not get someone to step up into this board position. We also have numerous
committee positions that are open. Please think about getting involved. It takes a lot of involvement
to run an organization like this, so please think about participating. If you would like to be involved,
and would like to take on one of the open positions, please let me know.

| encourage you to come to the monthly meetings to take advantage of the education the speakers
provide, get to know other members, as well as obtain MCLE and CCLS credit.

Again, thank you for the opportunity to serve as your President. | hope to see everyone at SLSA
events and meetings. Please feel free to contact me at president@slsa.org if you have any
questions, suggestions, or comments.

Editor's Note

The Legal Eagle welcomes letters to the editor,
guestions, and articles from readers. Please send
them to dawn.forgeur@stoel.com. SLSA reserves the
right to edit articles and letters sent in for publication.
The deadline for all submissions is the Monday after
the dinner meeting.

The opinions expressed in any articles or letters
published herein are those of the individuals submitting
them and not necessarily the views of the officers or
editorial staff. This publication may not be reproduced
in whole or in part without the express written consent
of the President of SLSA.
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Legal Procedures
Don’t Sign that Proof of Service! (Yet)

By: Lynne Prescott, CCLS

The issue of whether proofs of service should be signed or unsigned has come up
several times in my office, in discussions | have had with other legal professionals
throughout California, and through e-mails sent to me by legal professionals
outside of my office whose attorneys are unclear about when proofs of service
should be signed and not signed.

The Code of Civil Procedure addresses this issue in section 1013(b) and subsequent subsections,
and clearly states that the proof of service should be UNSIGNED at the time of service. Once
service has been effected, the proof of service can be signed (and must be signed when filing with
the courts). But again, the proof of service should NOT be signed at the time of service. To do so
would be committing perjury, stating that you have mailED, faxED, or e-mailED, your document
before you have even done it.

Let me give you an example. Your office is filing a motion and all the requisite supporting
documents in the superior court. Everything has been signed by your attorney, and you are
preparing your proofs of service to attach to your documents so that you can get it out the door for
service on the other parties and filed with the court. Do you sign the proofs of service at this point?
NO. Why? Because you have not actually served those documents yet. Here’s what you do:

1. Prepare the proofs of service with all the relevant information, using the current date as your
date of service, and your name typed underneath the signature line (do not sign yet).

2. Attach the UNSIGNED proof of service to each document.

3. Make the appropriate number of copies for serving by mail, overnight mail, or hand delivery, or
scan to PDF if serving via e-mail.

4. Go ahead and mail/overnight mail/fax/e-mail/hand deliver your documents with the UNSIGNED
proofs of service attached.

5. Now that you have actually servED your documents, you may now SIGN your proofs of
service.

6. Make copies of your motion documents with your signed proofs of service attached and file
them with the court (or scan if e-filing).

Although the Code of Civil Procedure was revised some time ago regarding signatures on proofs of
service, there is obviously still a great deal of confusion among legal support professionals as well
as attorneys on this matter. In my office, we have even been challenged on more than one occasion
as to the validity of service when the proof of service is unsigned.
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_Legal Procedures
Don’t Sign that Prootf of Service! (Yet)
cont.

One legal support professional told me that her attorney actually MAKES her sign the proofs of
service, even though she has informed him of the proper procedure. He is, essentially, directing her
to break the law and commit perjury!

The Judicial Council of California has even made it clear that proofs of service are not to be signed
at the time of service, as evidenced by the language included on many of the Judicial Council forms
containing a proof of service.

Listed below are links to two excellent articles on this subject, the first of which was actually written
by a discovery referee:

https://www.resolvingdiscoverydisputes.com/motions/sign-not-sign-proof-service/
http://simasgovlaw.com/media/blog/proof-service-unsigned/

When you or your support staff are challenged on the effectiveness of your service based on an
unsigned proof of service, please refer the person to Code of Civil Procedure section 1013(b). Don't

be the person who signs that proof of service saying you served a document before it was actually
done. Do it the right way, and do it legally, per the statute.

Ways § Means

T-shirts for sae - $20!

If interested, email executiveadvisor@slsa.org

Sizes available: L, XL, 2XL, 3XL, 4XL
(sizes run small)

Sales are supporting SLSA's hosting of
the 2020 Annual Conference.
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Court Updates
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Court Updates
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April Dinner Meeting

By: Lynne Prescott, CCLS

SLSA'’s guest speaker for the April 19, 2018, dinner meeting was Kimberly Chapman, Esq., of
Messing Adam & Jasmine LLP. Ms. Chapman spoke on “What the What?! When Your Non-Criminal
Law Attorney Decides to Handle a Criminal Matter.”

Civil vs. Criminal

Ms. Chapman began by describing the essential differences between the handling of a civil and
criminal matter. Criminal matters are typically charged by a District Attorney, or may have
involvement by the Attorney General, City Attorney, or in some cases, there could be federal
involvement. The principle of “beyond a reasonable doubt” must be established. “Proof beyond a
reasonable doubt is proof that leaves you with an abiding conviction that the charge is true. The
evidence need not eliminate all possible doubt because everything in life is open to some possible or
imaginary doubt.”

Discovery is handled differently by every D.A.’s Office, so talk to the legal secretaries! Generally,
don’t do a long boilerplate discovery motion; ask specifically for what you want. Do it in writing if
there may be a need to compel. As opposed to civil cases, in a criminal case the prosecution is
OBLIGATED to provide discovery, even RAP sheets of victims, prior to a preliminary hearing.

Felony, Misdemeanor or Infraction?

The charge will either be classified as a felony, misdemeanor, or infraction.

An attorney may or may not be necessary in the case of an infraction but can be helpful in navigating
the client through the proper channels. These are typically Vehicle Code violations and may be
found in section 40000.1. Infractions may be charged by the D.A. as a “wobbler” or “woblet,”
resulting in a lesser charge.

Misdemeanors are charged as defined by law or pursuant to Penal Code section 17(b). Few have
statutory minimums (i.e., DUIs). A defendant may waive appearance at an arraignment via their legal
counsel who will appear pursuant to what is called a “Section 977 Waiver.” California, in an effort to
reduce the number of felonies and reduce the population in state prisons, has increased the number
of charges classified as misdemeanors. The best way to know how the crime has been classified is
to look at the actual penalty in the appropriate statute (i.e., Penal Code, Vehicle Code, etc.).
Misdemeanors are no more than one year maximum for punishment or incarceration. Some are six
months, few are 90 days. However, there may be alternative provisions allowing it to be either a
misdemeanor or a felony — thus the term “wobbler.”

In felony cases, the defendant is entitled to a preliminary hearing, and has the right to a speedy
hearing—10 days from arraignment or a not guilty plea.

It is wise for your attorney to “know their politics” before

proceeding to a preliminary hearing. It may or may not be

helpful to proceed with a preliminary hearing, but a “prelim”

can demonstrate weaknesses in the case, and where the

burden is only probable cause. Prelims are often

waived. Test witnesses - Proposition 115 can defeat this

purpose. _
Lynne Prescotts, CCLS and Kimberly Chapman
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April Dinner Meeting, cont.

Inquire about the presence of withesses or subpoena them yourself. The attorney may want to
argue for a reduction in charges pursuant to Penal Code section 17b, if applicable. How can you tell
if it is a felony? Imprisonment in state prison or imprisonment under the provisions of subdivision (h)

of section 1170.

How Does the Case Start?

Arrest

Bail amount can be determined by bail
schedule, different by county.

Most misdemeanors will be citation only —
exceptions are domestic violence, DUIs, drunk
in public (danger to self or others).

Citation with date to appear, or warrant may be
issued. Letter to appear is sometimes used as
a courtesy, but not used by all District Attorney
offices.

Arraighment

If still in jail, argue for reduction/release on OR.
In misdemeanors and infractions, attorneys can
appear for their clients under the “977 Waiver”
mentioned previously.

Reading of the Complaint, copy of the
Complaint.

Advisement of rights.

Entry of Plea — likely not guilty, unless there is
an offer made at arraignment that client wants
to consider.

Set next date or trial, discussion of any time
waivers.

Trial Timelines

Misdemeanors

If the defendant is in custody at the arraignment,
the trial must start within 30 days of arraignment
or plea, whichever is later. If the defendant is
not in custody at the arraignment, the trial must
start within 45 days of arraignment or plea,
whichever is later.

Felony

After the preliminary hearing, the prosecutor
must file the information within 15 days of the
date the defendant was “held to answer.” The
defendant will be “arraigned on the information”
— a second arraignment. The trial must start
within 60 days of the arraignment on the
information.

The Legal Eagle

Trial Preparation Advice

Don’t do your own interviews, hire a private
investigator.

Jury instructions are typically prepared by
prosecution; however, you can request special
instructions or argue about how instructions
should be given.

Request RAPs on those testifying.

Prepare and timely file witness list.

Review discovery early.

Negotiate up to and including the eve of trial (in
the interests of your client).

Plea Bargaining Tips

Look for statutory minimums.

Enhancements on pleading may guide you to
proper sections of the Code.

Inquire about “work release.”

Don't be afraid to reach out to the county jail
and ask how things are done.

Consider impacts on immigration, financial aid,
credentials, and advise client of possibilities.
Seek shorter probationary period, if possible.
Be creative — deferred entry of judgment (Penal
Code section 1000 requires in first time drug
cases).

D.A. Diversion — rare.

Have your client “do the work” up front.

Potential Post-Sentencing Remedies
Penal Code section 17b — always remains an
option on a wobbler.

Proposition 47 reduction.

Section 1203.4 petition.

Early termination of probation.

Thank you to Ms. Chapman for helping us to
better understand what happens in the criminal
process and how we may better assist our
attorneys when they decide to handle criminal
matters.
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April Vendor of the Month

By: Jennifer Estabrook, CCLS

Our April Vendor of the Month was Moe’s
Process Serving, Inc. Moe’s has been a
locally-owned and operated company for the
last 27 years, specializing in locating and
skip trace services. Moe’s also provides
court filings, secretary of state filings,
document retrieval, and messenger service
throughout the state. Since losing the
original Moe, the German Shepherd, several
years ago, they have had several furry
friends join the staff. Their current baby is
Roxy and she is in the office daily! For more
information on Moe’s and their services, you
can reach them at processwiz@aol.com or
(916) 498-0808.

DID YOU KNOW?

That SLSA's website has free employment listings available
for employers to post job openings? Contact the SLSA
Employment Chair for more information!
www.slsa.org/employment/
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SAVE THE DATE

Hosted by Placer County LPA
October 20, 2018
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2018-2019 Installation of Officers

y v VvV 9V N
A A A A 4

President Secretary Treasurer Governor
Brenda Bracy, CCLS Kelly Leca Marci Frazier Jan Ainsworth

Installing Marshal
Lynne Prescott, CCLS
LSI Executive Secretary

2018-2019 Executive Board

Congratulations!
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Governor's Report

By: Jan Ainsworth

Annual Conference

LSI's Annual Conference will be held May 17-20, 2018, at The Garland in North Hollywood,
California, and will be hosted by San Fernando Valley Legal Secretaries Association. The theme
will be “Teamwork: Everything is Awesome When You're Part of a Team.” Registration was due
April 18. Late registration is accepted after April 19 but not after May 10. We have six SLSA
members attending, three of which are delegates. | encourage all those who are registered to
attend an LSS seminar or LS| workshop. Continue to check the LSI website under “Upcoming
Conferences” for more information and forms. Your elected Delegates for Annual Conference are:
Debra Clark, Corene Rodder, and Terry Olson. Our three Delegates will be responsible for
reporting the goings on at Conference so look forward to their written and oral reports to come.

LSI 2018 Slate of Officers and Resumes

Nominations with proper credentials may still be made from the floor at the May 2018 Annual
Conference. A ballot, if necessary, will be distributed at that time. If you have any questions, please
contact Nominations & Elections Chair, Mary J. Beaudrow, CCLS.

CAPS

Our fiscal year ended on March 31, 2018. SLSA earned 46,225 Chapter Achievement Points this
fiscal year. We have once again entered the annual contest and will find out whether or not we
have won at the Saturday night banquet. Last year we ended our fiscal year with 51,100 points and
were beaten by San Diego LSA with 52,750 points. The point system changed at Annual
Conference last year. Instead of calculating which group we fit by number of members — we are
now calculating by a point system. We fall in Group E 40,001 — 50,000. Let's see how we fare this
year. | would like to thank all of you who submitted and contributed to this end. | appreciate you all.

Parliamentarian's Corner

By: Astrid Furstner, CCLS, OCP

Have you-ever wondered how you speak at a meeting? Well, we all know that you can use your
voice or your hands, but how can YOU speak and be heard? When the business meeting of the
Sacramento Legal Secretaries Association has begun and there is something on topic that you would
like to participate in, the first thing you should do is to stand up and wait to be recognized by the chair
(the President). In Parliamentary speak for SLSA, the chair usually means the President. The chair
will recognize you by calling out your name (or if they don’t know your name, they will address you by
making eye contact and asking you for your name). Once the chair has acknowledged you, you are
said to have the floor. That means that you have been given the go-ahead to speak and be heard —
the floor is yours. Once you are done, you sit down and give the floor back to the speaker. In
Parliamentary speak, it means that you have yielded the floor. Think of the “talking stick” used

during camping when you were a kid. You could only speak if you had the talking stick. It's a similar
concept.

Next time you are at an SLSA meeting, participate and think of the talking stick! Until next time ...
your parliamentarian.
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Chapter Achievement Reporting Form

Each association in LSI participates every year in the Chapter Achievement Points (CAPs) contest, and these
points are tracked by SLSA’s Governor. This covers activities from April 1, 2018, through March 31, 2019.

Please complete this form and mail or email it to SLSA’s Governor, Jan Ainsworth. If you attend a function and
are not sure if it applies, include it below on the blank line provided and it will be determined if it applies.

Date of Event

Name:

Event

| submitted an article to The Legal Secretary magazine. (50 points)
| attended an LSI Quarterly or Annual Conference. (50 points)
| attended an Officer/Chairman Workshop at the Annual Conference.

How many workshops? (25 points)

| rented a car through Hertz with the LSI discount. (200 points)

| took the CCLS exam — Test Date: . (100 points)

| passed the CCLS exam — Test Date: . (200 points)

| recertified as a CCLS during the 2018-2019 fiscal year. (50 points)

| attended another association’s monthly meeting, installation, or other function. (50 points)
| attended an educational workshop or seminar sponsored by SLSA or another local
association. (25 points)

| attended an educational workshop or seminar sponsored by a Forum, CEB, or

the Rutter Group. (25 points)

| attended an educational workshop or seminar via webinar. (50 points)

| am a member of at least one Legal Specialization Section. (50 points)

I am a member of all six Legal Specialization Sections as of March 31, 2019. (100 points)
| attended a Legal Specialization Section Seminar at Quarterly or Annual

Conference. How many? . (50 points per seminar)

| submitted an article for use in a Legal Specialization Section newsletter. (50 points)

| purchased the Legal Professional’s Handbook (LPH). (200 points)

| purchased the Law Office Procedures Manual (LOPM). (200 points)

| purchased updates to the LPH. (100 points)

| purchased updates to the LOPM. (100 points)

Email:

Sacramento LSA
Attn: Jan Ainsworth, Governor
Murphy Austin, 555 Capitol Mall, Ste. 850, Sacramento, CA 95814
(jainsworth@murphyaustin.com OR governor@slsa.org)
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Annual Conference Registration
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Annual Conference Hotel Form
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Annual Conference Seminars
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California Certified Legal Secretary

By: Elizabeth Madden, CCLS

O Word Search ®
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antebellum -- before the war
assumpsit -- he undertook

caveat emptor -- buyer beware
corpus juris -- body of law

dictum -- an authoritative statement
fiat -- sanction

flagrante delicto -- in the very act of
committing a crime

The Legal Eagle

hypothecate -- to post as security

ipso facto -- by the fact itself

nunc pro tunc -- now for then

per curiam -- by the court

quo warranto -- by what right or authority
res ipsa loquitur -- the thing speaks for itself
sua sponte -- on one’s own initiative
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Law Office Products § Management

By: Gisele Mitsuk

Are you a computer guru and always looking to see if there’s something more
you can learn to hone your craft? Or, are you a little tentative with the
computer and looking to improve your talents? Or, somewhere in between?

Whichever category you fall into, | hope that | can help you learn a new trick or
two to help make your day-to-day computer experience just a little bit better.
After all, knowing shortcuts and maximizing your keyboard use can help you be
more efficient and allow you to focus on the task at hand.

| have some ideas on tips that might be handy, but please let me know if you have a question,
request or suggestion. I'll do my best to share tips and tricks that can help you. You can remain
anonymous if you like. So don't be shy, write to me at gmitsuk@gmail.com.

Windows OS

Do you ever have too many windows open and just want to
minimize all and open only the window(s) you need? It's easy!
There are a couple of ways to do this. And don't worry, this
only minimizes your windows, it does not close any windows.
The windows remain open in your taskbar.

Windows 7 and 10 - Keyboard Shortcut
Windows key + M (minimizes all windows) (See Figure 1.)
Windows key + M (pressing these keys again brings them
back*)
*Note: Bringing all of the windows back does not work with
Windows 7 using this keyboard shortcut.

Windows 7 and 10 - Using the Mouse
Right click on your taskbar. Select “Show the desktop” (like magic, your windows are minimized!)
Right click on your taskbar. Select “Show open windows” (like magic, your windows reappear!)

Windows 7 - Using the Mouse
Click the “Show Desktop” button to the far right of your digital
calendar/clock on your task bar. (See Figure 2.)
And like magic, your windows are minimized!
Click the “Show Desktop” button again.
And like magic, your windows reappear!
Hover over the button and it will “peek” at the desktop.

Once all windows have been minimized, hover over the icons in your taskbar and select the one(s) that
you want to see. Now you can continue working with less desktop clutter.
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Law Office Product§ & Management,
cont.

Microsoft Excel Tip #1

Have you ever wanted to show two lines of text in a cell but you want a little more control than
wrapping text? This one is fun and it's also easy to do. The way you do this is by inserting a soft
return.

Soft Return within a cell = Alt + Enter

You may need to change the row height to show the second line
if Excel doesn’t do this automatically. You have two methods to
manually make the row taller.

Method 1: Click and drag the bottom border of the row to
make it taller. (less exact) (See Figure 3.)

Method 2:  Select any cell in the row you want to modify. Right
click on the row number to the far left. Select “Row height.”
Enter the row height that works for you. (more precise)

Microsoft Excel Tip #2

Have you printed an excel worksheet and instead of the spreadsheet “printing nicely” on one page, it
prints on multiple pages and makes it more difficult to follow the data? Rest assured, we have two
ways you can remedy this situation.

Method 1: Change your view and adjust the page
breaks. Change from the default “Normal” view (red
arrow) to “Page Break Preview” view (blue arrow).
(See Figure 4.)

Now you can click and drag the page break line to
where you want the page to break.

Method 2:  Set the worksheet to print on one page
wide by one page tall.

(1) Select the “Page Layout” tab.

(2) Inthe “Page Setup” group, expand this selection by
clicking on the expand arrow. (See Figure 5.)

(3) Under the “Page” tab in the “Scaling” group, select
the radio button next to “Fit to: 1 page(s) wide by 1
page(s) tall.” Here you can adjust your printout to be
one page wide by one page tall (or any combination).
Here you have a lot of control over your Excel print-out.
Poke around and have fun!

Pro Tip: Remember, Excel spreadsheets are often printed, not just

viewed on the computer. Be proactive and try to setup your worksheet
to print nicely before sharing the file.

Looking ahead... In the next edition of The Legal Eagle | plan to share Word and Outlook QAT
(Quick Access Toolbar) tips and inserting dynamic checkboxes. Let me know what you want to see!
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Member News

By: Crystal Rivera

TI M E To Renewals are due May 1 and

considered late June 1. Updated

R E N E W YO U R for:ls.thavve been posted onI.SLSA’s:l
website. You can renew online an
M E M B E R S H I P pay via PayPal or credit card, or

renew by mail and pay by check.

CONDOLENCES

Our condolences go out to LSI President Jennifer L. Page, CCLS, whose father, Andrew Merkling,
passed away April 21, 2018. Please keep President Jennifer and her family in your thoughts and
prayers. Details regarding services have not yet been finalized. Expressions of sympathy and
condolences may be sent to President Jennifer at P.O. Box 150427, San Rafael, CA 94915-0427.

Happy May Birthoays!

Micky Kelly, CCLS - May 6
Christina Witt - May 6

Deseree Aguillen - May 11

Joanie Mather - May 13

Johanna Gibson Ford - May 26
Jessica Patton - May 27

Rosanna Keenan - May 28
Jeanette Osman-Bravard - May 30
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2018-2019 Committee Members

Advertisin
Crystal Rivera

Audit (Financial Review)
Kim Bogie, Gisele Mitsuk, Open

Benefits
M’;ry Taylor

Budget Committee
Cgrystal Rivera, Open (2)

Bulletin Editor
Dawn Forgeur, CCLS

Bulletin Pro)gfin
Christie Kaelber, Jessica Patton,

Shannon Kline

California Certified Legal Secretary
lizabeth Madden, CCLS

Charitable Projects
Gisele Mitsuk

Day in Court
%essica Patton (Chair), Nita Smith, Open

Employment
aymie Moralez

Historian - Open
Interclub - Open

Law Office Products & Management
Gis]eﬁlre Mitsuk I

Legal Procedures - Open
Legal Professional of the Year/Boss of the Year

Elizabeth Madden, CCLS
Michelle Chavez, CCLS

The Legal Eagle

Legal Secretarial Trainin
Astrid Furstner, CCLg, OCP
Dawn Forgeur, CCLS

LSI Annual Conference 2020
Crystal Rivera
Corene Rodder

Marketing & Membership
Crystal Rivera

Nominations & Elections

Crystal Rivera, Dawn Forgeur, CCLS, Open

Prolgessional Liaison

awn Willis

Programs - Dinner & Lunch
E]ynne Prescott, CCLS

Publicity
Terry Olson

Reservations & Reception

Corene Rodder

Scholarship
Crystal Rivera, Lynne Prescott, CCLS

Vendor Liaison

Jennifer Estabrook, CCLS
Ways & Means - Open

Website / Social Media
Deseree Aquillen

Fairytale Town
geseree Aguillen, Christina Witt

Reno Bus Trip
Crystal Rivera, Corene Rodder
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Brenda Bracy, CCLS

President

Brenda is a legal secretary with Boutin Jones Inc. in their
Litigation Department. She has been a member of SLSA since
2014, and was Vice President from 2016-2017 and Secretary
from 2015-2016. She has been in the legal field for 30+ years.
president@slsa.org

Kelly Leca

Secretary

Kelly is the Administrative Assistant at Messing Adam & Jasmine
LLP. Kelly has been a member of SLSA since 2016. She has
been in the legal field for 7 years.

secretary@slsa.org

Marci Frazier

Treasurer

Marci is a civil and bankruptcy litigation secretary at Downey
Brand LLP. She has been in the legal field for 30+ years and has
held several positions including paralegal, office manager, and
legal secretary.

treasurer@slsa.org

Jan Ainsworth

Governor

Jan is a litigation secretary and docket clerk for Murphy Austin.
She has been in the legal field for 30+ years and was awarded
Lifetime membership in SLSA. She has served SLSA in many
capacities over the years, including President (2002-2004).
governor@slsa.org

Crystal Rivera

Executive Advisor

Crystal is a legal secretary at Somach Simmons & Dunn, an
environmental law firm. She has been a legal secretary since
1979. She has served SLSA in many capacities over the years,
including President 32015-2017).

executiveadvisor@slsa.org

Astrid Furstner, CCLS, OCP, CORE Registered Paralegal
Parliamentarian

Astrid has been a paralegal for 15+ years, with a specialization in
environmental law and litigation. She was awarded Lifetime
membership in SLSA. She has served SLSA in many capacities
over the years, including President (2005-2007, 2010-2011).
parliamentarian@slsa.org
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