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From the Editor

The Legal Eagle welcomes letters and article
suggestions from readers. Please send them to
Lynne Prescott at president@slsa.org. Sacramento
Legal Secretaries Association reserves the right to
edit articles and letters sent in for publication. The
deadline for all submittals is noted in “Dates to
Remember” section of this publication. This
publication is designed to provide accurate and
authoritative information in regard to the subject
matter covered. It is distributed with the
understanding that the publisher is not engaged in
rendering legal, accounting, or other professional
services. If legal advice or other expert assistance is
required, the service of a competent, professional
person should be sought. The opinions expressed in
the articles published herein are those of the
individuals submitting the articles and not necessarily
the views of the board or editorial staff. This
publication may not be reproduced in whole or in part
without the express written consent of the

board of Sacramento Legal Secretaries Association.
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Last Chance - Bring One, Get One!
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President's Message

By Lynne Prescott, CCLS, SLSA President

Don't Stop Believing!

Those are words to live by, not just the title of one
of the greatest rock anthems of all time. | say that
because | have never stopped believing in this
association, and in the few months since we
started this new fiscal year, you have also made it
clear that you have never stopped believing.

For example, SLSA ended the 2021-2022 fiscal
year with 66 members. As of this writing, we have
already surpassed that number, thanks to the new
and returning members we have received thus far.
We inducted 13 members at the July meeting
alone!

The SLSA Executive Board and Committee Chairs
are also putting their feet to faith and have
planned a fantastic year full of educational,
professional development, and social networking
opportunities. Here's a preview of what's to come:

August 2022

18 - SLSA Meeting, Guest Speaker Bryan Hawkins,
Sacramento County Bar Association President,
Topic: Gratitude and Teamwork in the Workplace.
See flyer, page 4.

18 - BOGO Contest, Final Opportunity to Win that
Big Prize by Bringing a Guest to the Meeting and
Sponsoring Their Membership. See page 6.

September 2022

15 - SLSA Meeting, Guest Speaker Hannah Shakin,
Topic: Estate Planning 101. See flyer, page 5.

17 - Member Appreciation Picnic (FREE), William
Land Park. See flyer, page 9.
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October 2022

5 - SLSA 10-Week Beginning Legal
Professional Training Course Begins

15 & 16 - Fairytale Town Safe and Super
Halloween.

20 - SLSA Meeting, Bosses' Appreciation
Night

22 & 23 - Fairytale Town Safe and Super
Halloween.

November 2022

11-13 - SLSA & Placer County LPA Co-Host
LPI's 2nd Quarterly Conference, Hilton
Arden West, Sacramento.

17 - SLSA Meeting

December 2022
15 - SLSA Mock Trial

January 2023
19 - Annual Court Updates Meeting

February 2023
16 - SLSA Meeting, Vendor Appreciation
Night (Tentative)

March 2023
16 - SLSA Meeting & Elections

In addition to all of this, we also hope to
resume the Lunchtime Learning Lessons
this year. Asyou can see, there's no reason
to stop believing!

e
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Summer Court Series
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SLSA Meetings are In-Person Again!

SLSA is holding live, in-person meetings again!

The Black Bear Diner's banquet room is a
perfect spot for SLSA's monthly meetings. The
room can comfortably accommodate more
than 60 people, has a wide screen monitor for
Zoom or video presentations, and is set far
enough away from the main dining room and
the kitchen to allow for business and
educational programs to be conducted with
little to no noise. Restrooms are close to the
banquet room and parking is plentiful (and
HEED)

Menu choices are plentiful and tasty, offering
everything from all-day breakfast to appetizers
and desserts. The Black Bear is known for its
generous portions, so be prepared to ask for a
to-go box!

Located at 2700 El Centro Road, just off I-80,
the restaurant is convenient to those working in
the downtown area as well as those coming
from other parts of town.

The Black Bear's management and staff have
been wonderful to work with and they are
happy to welcome us as “regulars.”

SLSA's Membership Meetings
are Held on the 3rd Thursday
of Each Month
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Membership Renewal

https://www.slsa.org/members-only/membership-renewal/

Aug. 9
6:00 PM

Aug. 12-14

Aug. 18

5:30 PM
6:15 PM

Aug. 25
6-9 PM

Late fee of $5 applies for applications submitted after June 30

Dates to Remember

Executive Board Meeting
Black Bear Diner

LPI 1st Quarterly Conference -
Orange, CA

SLSA Membership Meeting
Black Bear Diner

e Meet & Greet

e Dinner & Business Meeting

Sacramento County Bar
Association Bench Bar
Reception - Sheraton Grand
Hotel, Sacramento
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Sept.5

Sept. 13
6:00 PM
Sept. 15
5:30 PM

6:15 PM

Sept. 17
1AM -3 PM

Labor Day (All Courts
Closed)

Executive Board Meeting
Black Bear Diner

SLSA Membership Meeting
Black Bear Diner
e Meet & Greet
¢ Dinner & Business
Meeting

Member Appreciation
Picnic - William Land Park,
Sacramento
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Member News

Crystal Rivera, Vice President

Welcome, and congratulations to the following new SLSA

members who were inducted at the July 21, 2022, meeting.

If you are interested in membership in SLSA, please contact Vice President Crystal Rivera at
(916) 469-3813, or via e-mail at vicepresident@s/sa.org or crivera@somachlaw.com.

Sheila D. Brown - Sheila is a Practice Assistant at Stoel Rives LLP. She has been a legal professional
since 1989. She enjoys reading and shopping. She celebrates her birthday on August 27.

Launa Atkinson, CCLS - Launa is a Calendar Clerk at Greenberg Traurig, LLP. She has been a legal
professional “forever.”

Brianna Behnoud - Brianna is a SSM1-Legal Support staff at the California State Auditor’s Office.
She has been a legal professional since 2016. She enjoys home DIY, boxing, and pets. She
celebrates her birthday on May 12.

Ana C. Duran - Ana is a Legal Staff Assistant at the Sacramento City Attorney’'s Office. She has been
a legal professional since 2018. She celebrates her birthday on December 15.

Susan Finch - Susan is a Legal Secretary at Hanson Bridgett LLP. She has been a legal professional
since 2008. She enjoys running/walking/hiking; paddling (canoe, kayak, paddle board); yoga;
camping; reading; nature; gardening; pets (dogs & cats). She celebrates her birthday on July 10.
Shannon Gardner- Shannon is a Paralegal at Downey Brand, LLP. She has been a legal
professional for over 20 years. She enjoys kayaking, paddleboarding, swimming, and attending water
polo games. She celebrates her birthday on December 1.

Danielle Gonzales - Danielle is a Legal Assistant at Longyear & Lavra, LLP. She has been a legal
professional for over 20 years. She celebrates her birthday on January 18.

Pamela Anne Lee, CCLS - Pamela is a CLA/CCLS/Secretary at Boutin Jones Inc. She has been a
legal professional since the late 80s. She enjoys writing, art, music, hiking, swimming, camping, other
outdoor activities, cooking, etc. - she enjoys lifel She celebrates her birthday on July 22.

Mindy Lybbert - Mindy is a Legal Practice Assistant at Segal & Associates, PC. She has been a legal
professional since 1998. She enjoys running, reading and piano. She celebrates her birthday on
October 21.

Wendy Phulps - Wendy is a Legal Secretary at Carbone, Smith & Koyama. She has been a legal
professional since 2019. She enjoys reading, yoga and baking. She celebrates her birthday on
March 4.

Julie Reece - Julie is a Legal Secretary at Carbone, Smith & Koyama. She has been a legal
professional since 2008. She enjoys watching sports (baseball, football), hiking, yoga. She celebrates
her birthday on June 27.

Audrey Townsend - Audrey is a Legal Assistant at Longyear & Lavra, LLP. She has been a legal
professional since June 2018. She enjoys thrifting, guitar, movies, and art. She celebrates her
birthday on February 20.

Michelle Welch - Michelle is a Paralegal at Downey Brand, LLP. She has been a legal professional
since 2001. She enjoys camping, running and country music events. She celebrates her birthday on
May 20.
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gust Birthdays

Amy Freeman

ary Taylor
Sheila D. Brown
Margarita Jakovas

August 4

August 22
August 27
August 29




Speaker Spotlight

By Marci Frazier, SLSA Programs Chair

OnJuly 17, 2022, our guest speaker was Tyson Hubbard, a partner at Downey
Brand. His riveting subject was Fakes, Frauds, and Forgeries - How to Protect
Yourself Against the F-Words. Tyson is an experienced litigator who focuses
on trust and estate disputes. He draws from more than a decade of litigation
experience across a wide range of matters, as well as from his personal
experience as a trustee of a family trust.

Tyson started his exciting presentation with two very poignant questions:

“In your work, have you ever come across a document
that you thought was fake, fraudulent, or a forgery?” and,
“In a word or two, what made you suspect the document
as false?”

Then, with the skilled utilization of Slido.com, an
interactive audience participate app, Tyson guided

us into the world of the slippery slope of frauds, fakes
and forgeries.

He showed a grant deed signed by a client, and next

to it showed the same client's signature on a later Guest Speaker Tyson Hubbard, Esq., and
document. The signature on the second document was Programs Chair Marci Frazier
significantly different from the signature on the first

document. Using Slido, he asked us to decide if the second

signature was fake.

Most thought the signature was fake. However, the second document was signed by the client in front of the
attorney and therefore was legitimate. It was revealed that the client had suffered a stroke which drastically
limited his ability to sign his name. That explained the extreme disparity between the two signatures.

As Tyson explained, one of the first things to consider in determining whether a signature is fraudulent is the
history or back-story of the signature. Try to determine as much information about the signer and signature
as possible.

Another consideration in determining a document’s validity is to view the metadata. Metadata is often
referred to as data that describes other data, and helps sort and identify attributes of the information it
describes. For many documents, metadata can be found by searching the “properties” of the document. That
information can give details such as when a document was created, its author, when edits were made and by
whom, etc. Those details have played important roles in legal cases as it provides a peek behind the curtain.

(Continued on Page 16)
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Speaker Spotlight

Continued from Page 15

After asking the audience if they had any experience working with a forensic document advisor, a few raised
their hands. Tyson then went to explain that role of a forensic examiner is to:

+ Attempt to determine authorship or authenticity

+ Conduct an unbiased, independent examination of the writing and/or documents in question.

+ Consult with clients regarding best approach to present findings, i.e., full report with exhibits, declaration,
verbal finding, etc.

+ Consult with clients regarding opposing expert's findings and provide needed material for deposition
and/or trial

Document examinations conducted by forensic examiners is to determine a document's: (1) Origin - where
did it come from; (2) Production Process — how was it produced; (3) Production Source - what or who
produced it; and (4) Integrity - is it genuine or fake?

Tyson indicated that there are cases in the appellate court where parties have challenged the authenticity of
a document and forensic examiners are used to test such things as the toner used on a document, font
styles and types, writing impressions, fiber analysis of the paper being used, etc. All of these techniques are
implemented to rule out forgery, fraud or fakes.

The different types of cases where forgery may come up or may be at issues are:

» Trusts/Wills/Holographic Wills

+ Elder Abuse Cases

+ Real Estate Transactions

* Business Transactions/Business Agreements/Business Meeting Minutes
* Medical Malpractice

+ Notary Issues

* Promissory Notes

+ Government Transactions

* International Documents/Passports/Business Transactions

Tyson concluded with the following key takeaways to avoid fakes, frauds and forgeries:
- Maintain the integrity of paper documents

+ Maintain a healthy dose of skepticism

» Start to get comfortable with electronic documents

+ Know what facts are available to authenticate and electronic document

We are grateful to Tyson for presenting this valuable information to our group.
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July 21, 2022
Membership Meeting

Vice President Crystal Rivera New Member Inductee Jonathan Shisler and Kassy Vasquez of A2Z
Michelle Welch Attorney Service, and Margarita Jakovas
Guest Speaker Tyson Hubbard, Esg., and SLSA Meeting Attendees Guest Speaker
Parliamentarian Dawn Willis Tyson Hubbard, Esq.

SLSA Meeting Attendees
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Vendor of the Month

We had the pleasure of having Jonathan Shisler and

Kassy Vasquez from A2Z Attorney Service (A2Z) as our July
Vendor of the Month. Jonathan is the owner of A2Z and he
has more than ten years in the business. Kassy is the

HR Manager and on-site Notary. A2Z is headquartered

in Sacramento but serves the Nation.

A2Z provides the following services:

e Service of Process: GPS and photo evidence; real time
update; customizable instructions; servers in all 50 states.

e Levy Packages: wage garnishment packages; bank levies;
third party levies.

e E-Filing, Court & Secretary of State: court filings;
corporate/LLC filings; research; records.

e |nvestigations: skip-tracing; backgrounds; stake-outs.

e Medical Records: service of subpoenas; medical records
pickup; on-site scanning.

e In-house Notary.

Set up an Account and add new users any time. Completed

Proofs of Serve are available on-line 24/7! So, if you're

preparing briefing after hours or on the weekend and need

your PoS as an exhibit, you can access it any time from your Account

portal. Need a Certified Shorthand Reporter? A2Z has a very good relationship with Lori Pinkerton, a court
reporter with 40 years of experience. A2Z has very competitive pricing. For service of process, each service
charge includes six attempts per address.

A2Z is also offering a limited special:

e For SLSA members or to any firm that is referred to A2Z by an SLSA member: the first 10 orders are
free, no limitations as to type of service. Only fee advances, if any, will be charged.

e For SLSA members or to any firm that is referred to A2Z by an SLSA member: 10% discount for the first
month, no limitation on the services provided, which is in addition to the first 10 free jobs.

e There is an additional possible discount of 10% that applies to any firm that recommends A2Z to their
colleagues. For example, if you make a recommendation and they use A2Z regularly, A2Z will be taking
an additional 10% off of your bill as well. Itis A2Z's way of saying thank you for referring them to your
friends and colleagues. This can be earned as many times as A2Z retains new firms that use them on a
regular basis. If A2Z receives 10 new firms based upon your referral, A2Z will discount 10 months at
10%.

These are amazing deals! If you haven't used A2Z, give them a try. With these discounts, what do you have
to lose - you only save money for your clients/firm! We thank Jonathan and Kassy for taking the time to join
us at our July meeting and for being an SLSA Vendor Partner. Contact Jonathan or Kassy at
Serve@A2ZAttorneyService.com or (916) 436-5484.
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Governor's Report

By Corene Rodder, SLSA Governor

| was so pleased to attend our July dinner meeting and learn about the

three “Fs” from Tyson Hubbard. We had great fun and learned a lot about

Fakes Frauds & Forgeries. It was good to see everyone, and | was thrilled
that we inducted THIRTEEN new/returning members.

| hope everyone received and had a chance to review all of the proposed changes to LPI's bylaws
and standing rules. The membership at SLSA's July dinner meeting voted to send the governor
uninstructed to the August conference to vote on the first set of changes to the LPI bylaws and
standing rules that President Rod Cardinale, Jr., has proposed to facilitate the restructuring of
LPI's education programs. | will be voting in favor of the changes proposed. Please email me at
governor@slsa.org if you have any questions.

Speaking of conferences, SLSA is looking forward to co-hosting LPI's November 2022 Quarterly
Conference at the Hilton Arden West, November 11-13, 2022, with Placer County LPA. We will
need many hands to help us follow the yellow brick road . . . So, brush off your ruby slippers, and
come and join the fun! Please see the flyer in this issue. | hope you can save those dates. Let us
know if you can help. Send Crystal Rivera or me an email at vicepresident@slsa.org or
governor@slsa.org.

Please email me or use the CAPs Form on www. SLSA.org if you attend webinars, participate in
other association’s events, sign up for the Legal Specialization Sections, or go to conferences, etc.
We want to make sure we track all of our Chapter Achievement Points.

+ =
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CCLS Quiz: Family Law

True or False

1. The first day a divorce may become final in California is 12 months after the date of filing of
the petition for dissolution.

2. In California, property that is brought by each individual into the marriage (not acquired
together during the marriage) is called separate property.

3. Both parties must agree to the divorce in order to dissolve the marriage.
4, Bifurcation is the process of designating the parties' separate and community property.
5. There are only two grounds for divorce in California - - irreconcilable differences and

incurable insanity.

6. In California, a marriage must be consummated in order to be considered valid.
7. In California, child custody is determined by the wishes of the child.
8. Visitation is not contingent on child support.

L Pl Code of Ethics

ebEditor

each member of

DW ; W Legal Professionals,

est. 1995 Incorporated, to

observe all laws, rules and regulations now or
hereafter in effect relating to confidentiality
and privileged communication, acting with

Scott Herman loyalty, integrity, competence and diplomacy,
in accordance with the highest standards of

WebEditor Design Services, INC. | professional conduct.

WWWwW.we bed itor.com Dedicated in memory of Joan M. Moore, PLS,
7 6_694_9992 CCLS, LSI President 1980-1982
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Parliamentarian's Piece

By Dawn Willis, SLSA Parliamentarian

What Is Parliamentary Procedure?

What is parliamentary procedure? Simply put: Itis a set of rules for conducting business at
meetings and public gatherings. Originating in early English Parliaments, parliamentary
procedure has a long history, and coming to America with the first European settlers. It
became uniform in 1876, when Henry M. Robert published his manual on Parliamentary Law.
Today, Robert's Rules of Order, 12th Edition, published by Henry M. Robert Il (keeping it in
the family), is the basic handbook of operation for many clubs, organizations, and other
groups (including SLSA) .

Parliamentary procedure is important because it allows everyone to be heard and to allow
decisions to be made without confusion. It involves democratic rule, flexibility, protection of
rights, a fair hearing for everyone, and can be adapted to fit the needs of any organization. It
is important for everyone (not just board members) to know the basic rules of parliamentary
procedure!

To begin with, a meeting needs a fixed agenda, or order of business, is generally followed by
organizations that use parliamentary procedure. If a quorum is present, the chair calls the
meeting to order. Before conducting any new business, a record of the previous meeting
must be approved. In other words, the Minutes from the previous meeting must be adopted
into the record. Officers and standing (permanent) committees may provide a report on their
activities. Special (temporary) committees can report next on the tasks for which they were
created. If there were any special orders (important business previously designated for
consideration at this meeting) are entertained next. This is followed by unfinished business
that has come over from the previous meeting, any new business, announcements, and
finally adjournment.
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Legal Procedures
Preparing for Trial: The Other Checklist

When it comes to trial preparation, we're all familiar with the famous “100 Days Before Trial”
checklists that tell us what documents have to be filed by certain dates, when information
exchanges have to take place, making sure trial binders are put together, etc. However, there is
another checklist you need to make sure is in your trial toolbox that will ensure you and your trial
team have all the logistical and finer details covered. Your team will appreciate you taking the lead
and being proactive in handling these tasks so that they can focus on the bigger picture and trial
strategy.

e Meeting with Clients - Set up a meeting with the trial team and the clients to go over
expectations, pros and cons, costs, and all available options.

e Begin Booking Offices and Accommodations — Hotel room blocks. Who needs
accommodations? (All attorneys? Support staff? Clients? Witnesses/Expert Witnesses? Vendors?)
Do you need a “war room” at the hotel or at the local court reporter’s office? Do you need
meeting rooms? Can local counsel assist with meeting rooms?

e Will everyone need to be there the entire duration of trial?

e Remember, cases settle, so make sure any reservations can be canceled without penalty, if
possible.

e How close are the accommodations to the courthouse?

e Do you need to arrange transportation (i.e., to the trial city, to and from the airport, to and from
the courthouse, etc., do witnesses need to be picked up and brought to the courthouse or
other location, etc.?)

e What Vendors Will Be Needed - Printing companies for exhibit preparation (posters, display
boards, photo reproduction, document reproduction, etc. - - use local company and transport
to trial? Is there a company near the trial location in the event of additional needs or damage to
originals?), audio-visual tech/assistance for A/V presentations during trial (reputable, has trial
experience, willing to travel or use vendor in trial location?), court reporter (is there a court
reporting agency at the trial location with the most updated technology - real-time reporting,
dailies deliveries, etc., or do you need to arrange for a reporting agency with those capabilities
that can travel?). Are your vendors willing to be on call for the duration of the trial?

e A/N Equipment - Who is using it/running it? Is it your own equipment or rental equipment?
Does the person who will be using it have experience doing so? What tech support does the
court have available? Don't set yourself up for surprises - - DO A PRACTICE RUN BEFORE THE
START OF TRIAL. Have a tech on standby to assist or consider hiring a trial tech vendor.

(Continued on Page 24)

The Legal Eagle - August 2022 Page 23



Legal Procedures
Continued from Page 23

e Meals - Do meals need to be arranged for the trial team, for meetings, for clients/witnesses,
juries? What restaurant/market options are near the courthouse and the hotel? Can you
arrange for an Instacart or grocery delivery to the hotel for items such as bottled water, non-
perishable snacks, fruit, etc.?

e |s There an Office Supply Business Near the Hotel or Courthouse - Staples, Office Depot,
Walmart, etc., where office supplies can be readily purchased if need be?

e Mail/Overnight Delivery Services - Is the trial being held in a remote location? Is there overnight
delivery available in the event something needs to be expedited to the trial team?

e The Courthouse - Has anyone on your trial team been to the assigned courthouse/department
before, or is this a new location for them? Where are the electrical outlets in the assigned
courtroom for purposes of plugging in A/V equipment, laptops, etc.? Do you need extension
cords, extra batteries? Does the court have “dark days” or half-days?

e Consider Using a Shared Project Management Software Platform for the Trial Team - Such as
Trello or a similar program that allows team members to update tasks, assign new tasks, track
status, enter completed items, etc.

e (Create a Trial Contacts List and a Witness Contact List for the Trial Team - Make sure the

information is accurate and the contacts on each list are notified that they should be prepared

to receive calls/texts/emails from the trial team at any time during the duration of the trial. This
listis a LIFESAVER!

Last But Not Least - Prepare for the unexpected and be ready to adapt to changes in trial.

The Podium Legal Blog

Stay up to date with the latest court updates ana
legal industry news:
https:.//www.legalprofessionalsinc.org/Ipi-blog/
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Upcoming LPI Conferences

Second Quarterly Conference
November 11-13, 2022

Hilton Arden West - Sacramento, CA
Co-Hosted by Placer County LPA
and Sacramento LSA

Third Quarterly Conference
February 24-26, 2023

San Mateo Marriott - San Mateo, CA
Hosted by San Mateo County LPA

Answers to CCLS Quiz

1. False

2. True

3. False California
Certified

4. False fra0

5. True Secretary

6. False

7. False

8. True
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Benefits

Note: This list is maintained for use by members of Legal Professionals, 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. For information, call these representatives directly. For questions and concerns regarding Member
Benefits, please contact the LPI Vice President at vicepresident@legalprofessionalsinc.org.

LEGALSHIELD/IDSHIELD

Contact: Courtney Coats, Independent
Associate. (925) 580-6446
coats8@legalshieldassociate.com
LegalShield offers legal, identity theft
protection, along with a massive Perks

Program with significant savings to over 500

local and national companies.

EMPLOYEE AND MEMBER DISCOUNTS

https://www.employeeandmemberdiscounts.

com/employee-discounts-and-offers/legal-
secretaries-incorporated/
Discounts on auto and car, entertainment,

financial, health and medical, home services,

insurance and warranty services, travel and
vacation, pet care, and other unique offers.

WORKING ADVANTAGE

Toll Free: (800) 565-3712
www.workingadvantage.com

Discounts on events, movies, theme parks,
live theater, sporting events, ski tickets,
hotels, family events, gift cards and more.
Member ID: Contact LPI Corporate Office at
info@legalprofessionalsinc.org, or LPI Vice
President.

PROVIDENT CREDIT UNION

303 Twin Dolphin Drive

P.O. Box 8007

Redwood City, CA 94603-0907
(800) 632-4699 - (650) 508-0300
www.providentcu.org

All LPI members are eligible to join.
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HERTZ CORPORATION
Effective Date: June 1, 1996
CDP Card #447698

(800) 654-3131
www.hertz.com

LA FINANCIAL FEDERAL CREDIT UNION
P.O. Box 6015

Pasadena, CA91102-6015

(800) 894-1200

www.lafinancial.org

Open to anyone working or living in L.A.
County, or referrals from existing member.

Northwestern Mutual

Charles Hamilton

515 South Flower Street, 34th Floor
Los Angeles, CA 90071

Office: (213) 243-7033
charles.hamilton@nm.com
www.charleshamilton.nm.com
Comprehensive Financial Planning and
Wealth Management

CAPITAL INVESTMENT ADVISERS
Emerson J. Fersch, CFP, ChFC, CLU, CASL
3780 Kilroy Airport Way, Suite 320

Long Beach, CA 90806

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

www.ciadvisers.com

Retirement Planning/Investment
Management, Pension and 401K Rollover
Consulting, Comprehensive Financial
Planning.
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Six Traits You Need For Effective Law Firm Management
By Erika Winston*

Management of a law firm is no easy task. Not only
are you dealing with the expectations of demanding
clients, you are also handling the financial, ethical,
and administrative demands of keeping your law
office up and running. Effective law management is
key to the profitability and longevity of a legal
practice. Without it, necessary tasks and
responsibilities can go unmet, leading to financial
and ethical challenges.

The successful management of a law office is characterized by some specific traits. While each of
these attributes is important in and of itself, it takes all of them to truly cultivate a successful legal
practice.

Effective Leadership

Success starts at the top. Every member of the firm looks to leadership for guidance on how to
conduct themselves when handling office business. Firm leaders need to provide a positive example
for lower level attorneys and staff members to follow. Whether heading a staff meeting or speaking
with clients, firm leaders are constantly being watched and emulated.

Ineffective and incompetent leadership can have an extremely negative effect on the entire firm,
leading to such problems as:

e High staff turnover rates - Poor leadership often leaves employees feeling dissatisfied and
unheard. Rather than deal with a negative environment, they choose to leave for employment
elsewhere. High turnover rates can be costly for a firm. You lose valuable experience and
knowledge, while having to spend extra money on hiring and training new employees.

e Poor client relationships - Poor firm management spills over into client relationships. When
leaders are not providing adequate oversight to lawyers or paying attention to the level of service
being provided, attorneys and staff members may fail to meet their responsibilities to clients.
Telephone calls may go unanswered and important appointments may be missed. Poor client
relationships can mean the end a legal practice.

e [ack of firm direction - Direction comes from the top. Part of the leadership role is creating
objectives for the firm and developing a path to meet those long-term goals. After all, if you don't
know where you are going, how are you ever going to get anywhere?

(Continued on Page 31)
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Administrative Support
Law firms are just as dependent on administrative tasks
as they are on client matters. There must be people and
processes in place to ensure that administrative
responsibilities are handled in a timely, accurate, and
efficient manner. This entails hiring support staff
members who have adequate knowledge and experience
to handle the tasks assigned to them. You also want to
ensure that staff members have a temperament that fits
into the culture of your firm. Effective law firm managers understand that the right administrative
staff is a valuable asset to their legal practice.

Adequate support also requires systems that proficiently handle your administrative needs, without
draining your time or financial resources. Legal billing software such as TimeSolv is one such
system. Not only does it provide convenient and easy time tracking, but it also gives your staff with
the ability to create quick and accurate client invoices. Using cloud-based technology, these
programs help your firm handle administrative tasks efficiently and economically.

Adequate Planning

As | said before, firm growth requires proper planning. You will not become successful by simple
luck. Most clients don't just happen to walk through the door, and money doesn't just fall into your
bank account. You need to establish concrete goals for the firm and develop a plan for reaching
them. The most successful law firms have plans for growth and understand the significant
challenges that exist within a legal marketplace that is constantly changing and evolving. With a
strategic plan, you can prepare for possible roadblocks and position your firm to best deal with
fluctuations in the industry.

Client Services

| touched on this earlier, but let's dive in a little deeper. A well-run law firm consistently provides
excellent customer service to each of its clients because successful practice management spills
over into successful client services. This happens for a couple of reasons:

o Effective management creates a culture of high customer service. Attorneys and staff members
recognize these expectations and work hard to meet them.

o Effective law firm management includes mechanisms to ensure that time is accurately tracked,
so clients are billed correctly. This type of practice cuts down on client complaints. There are
also processes in place to promote adequate client communications and efficient use of time to
complete client tasks.

(Continued on Page 32)
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Proficient Marketing Plan

Marketing is the cornerstone of any successful business.

How can you attract clients if they don't know that you are

there and what you have to offer? Effective practice

management must include a marketing strategy that

grows the firm, or at least maintains its profitability. A

well-rounded marketing plan includes a web and social

media presence, along with traditional marketing tools

like television and/ or radio. Learn where your ideal client

would likely look for an attorney and make sure you are

available to be found. Effective law firm managers know that, if they are unsure about the best
marketing direction, professional legal marketing firms are available for contract and assistance.

Regular Review

Effective law firm managers keep a constant eye on the firm’s health. These managers want to
recognize issues before they turn into crippling problems and they know that this requires routine
review of various metrics, including those that measure:

e Profitability

Client satisfaction

Billable hours

Overhead costs

Invoice payment

Trust account balances and transactions

Effective law firm managers also know that legal software programs make these regular reviews easy
to conduct. Effective management doesn't just fall into place without some effort on your part. Look
at these common traits and identify any gaps you may have in your current management processes.
Then, take the steps to fill them so you can proactively work to improve the health of your legal
practice and ultimately increase your law firm profits and productivity.

*This article originally appeared as a blog piece for TimeSolv. Erika Winston is a freelance writer with a passion for law. Through
her business, The Legal Writing Studio, she helps legal professionals deliver effective written messages. Erika is a regular
contributor to a variety of other publications.

The Legal Eagle - August 2022 Page 32



Employment Report

The following is a snapshot of some of the employment
opportunities currently listed on SLSA's website. For
more information on these job listings, go to:
www.slsa.org/employment/

To submit an employment ad, please email
employment@slsa.org
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Advertising /Vendor Liaison
Crystal Rivera

Audit & Budget Commitee
Crystal Rivera
Marci Frazier

Benefits
Vacant

Bulletin Editor
Lynne Prescott, CCLS

California Certified Legal Secretary (CCLS)
Brenda Johnson, CCLS

Charitable Projects

Day In Court
Terry Olson

Employment
Brenda Johnson, CCLS

Historian
Vacant

Interclub
Vacant

Law Office Products & Management
Vacant

Legal Procedures
Vacant

Legal Professional of the Year/Boss of the

Year
Vacant
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Legal Secretarial Training
Brenda Johnson, CCLS & Lynne Prescott, CCLS

Marketing & Membership
Crystal Rivera

Nominations & Elections
Marci Frazier

Professional Liaison
Dawn Willis

Programs
Marci Frazier

Reservations & Reception
Marci Frazier

Scholarship
Vacant

Ways & Means
Vacant

Website Coordinator/Social Media
Lynne Prescott, CCLS

Fairytale Town
Vacant

November 2022 Conference Committee
Crystal Rivera
Corene Rodder

We'd love to have you on the
team! Please contact President

Lynne Prescott, CCLS, for more
information at president@slsa.org
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Membership Application

Applications may also be downloaded at https://www.slsa.org/pdf/Membership-
NEW-Application-2022-23.pdf
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Renewal Form

Renewals may also be completed online at https://www.slsa.org/members-
only/membership-renewal/
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Lynne Prescott, CCLS | | : l \ M

President
president@slsa.org

Crystal Rivera
Vice President
vicepresident@slsa.org

Sarah Martinez
Secretary
secretary@slsa.org
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The officers for the 2022-
2023 term are committed to
offering you the best
opportunities for continuing
legal education and
professional networking in
the Sacramento Valley area.
Please let us know if there is
any way we can assist you.

Christie Kaelber
Treasurer
Treasurer@slsa.org

Corene Rodder
Governor
governor@slsa.org

Dawn Willis
Parliamentarian
parliamentarian@slsa.org

Marci Frazier
Executive Advisor
executiveadvisor@slsa.org
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SL.SA & LPI Branded
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Merchandise

Show Your Pride!

WWw.slsa.org/store

https://www.legalprofessionals
inc.org/product-
category/merchandise/
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