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e April Regular Dinner Meeting — April 19. This meeting will be held at the
Courtyard Marriott - Midtown Sacramento, 4422 Y Street, Sacramento. You can
register online through our website (www.slsa.org) or contact Maimie Chyinski at
President

reservations@slsa.org. See page 14.

Dawn R. Forgeur, CCLS
Stoel Rives LLP

500 Capitol Mall, Suite 1600
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president@slsa.org Mission Statement

Bulletin Editor

Liz Gideon The Sacramento Legal Secretaries Association (“SLSA”) is a nonprofit, educational organization
Weintraub Genshlea Chediak whose purpose is to further knowledge of law and its procedures, promote a high standard of eth-
Tobin & Tobin ics, encourage a statewide networking system, and advance the inter-

400 Capitol Mall, 11th Floor ’ & g system,
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President’s Report

by Dawn Forgeur, CCLS

e’re at the end of

the 2011-2012 fis-

cal year for SLSA,
and time has really flown by
for me. SLSA would not have
accomplished all that it did
without all of the awesome
volunteers that SLSA had! I
am so grateful that there are so
many wonderful members who
donate their time and energy to
making this association and its
events great for its members.

I would like to thank:

Sophia Albov, CCLS
Johnny Bateman

Ron Bodenmann
Alexander Cain

Sherri Lee Caplette, CCLS
Jennifer Chastain
Maimie Chyinski
Yolanda De La Cruz
Desiree Delonia, CCLS
Jennifer Estabrook, CCLS
Anne French

Stevie Garcia

Liz Gideon

Rebecca Lerma

Molly Mahoney

Teri McClory, CCLS
Lacy Monserrat

Jaymie Moralez
Lindsey Perry

Shelly Reyes

Corene Rodder

Crystal Rivera
Jennifer Shelton

Without these volunteers,
some who held multiple chair-
manships, I would have been so
overwhelmed with all that needs
to be done each year. I simply
cannot express my gratitude
enough.

I would also like to thank my
executive board for everything
they did this year. All of them
have contributed something to
make this year a success:
stepped into a challenging posi-
tion mid-year; given me endless
advice and answered my
neverending questions; brought
enthusiasm and energy to our
projects and meetings; kept
things organized for meetings;
taken on projects and tasks that
needed to be done; and so much
more — thank youl!

Congratulations on the newly
elected executive board for the
2012-2013 fiscal year:

President
Dawn R. Forgeur, CCLS

Vice President
Lynne Gomes

CHANGE OF ADDRESS:

Please remember if you have moved offices or home, be sure to send us your Change of Address form

Secretary
Maimie Chyinski

Treasurer
Deseree Gamayo

Governor
Melanie Herman

Congratulations to the fol-
lowing delegates who will rep-
resent SLSA at the May 2012
Annual Conference in San
Diego: Anne French, Debbie
Frias, CCLS, and Sherri Lee
Caplette, CCLS. The alternate
delegates, should any of the
main delegates not be able to
attend conference, are: Paula
Lockard, CCLS, Jennifer Rotz,
and Launa Atkinson, CCLS.

Our next dinner meeting will
be held on April 19, 2012, and
our guest will be Judge David
I. Brown. Judge Brown is one
of the Law and Motion judges
from Sacramento Superior
Court.

so that we can update our records. This will minimize any delay in your receiving our monthly bulle-

tin, any correspondence, and the LSI quarterly magazine. The change of address form can be found in

this bulletin or on our website. They should be mailed to our Vice President and Membership chair,
Lynne Gomes to her work address at Greenberg Traurig, LLP, 1201 K Street, Ste 1100, Sacramento,

CA 95814.
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Of Note

by Alex Cain

The Superior Court of California - County of Solano will have limited operation days on:

July 5-6, 2012

August 31, 2012

November 19 through November 21, 2012
December 24 through December 31, 2012
March 20, 2013

During the above days, all Clerks Offices and all but two courtrooms will be closed. The two open courthouses will be located in the
Hall of Justice - 600 Union Ave., Fairfield, California. Drop boxes will be available at this location as well as the Solano Justice Center
located at: 321 Tuolumne Street, Vallejo for same-day filing of documents which are deposited before 4:00 p.m..

Bankruptcy Court—Eastern District:

The United States Bankruptcy Court for the Eastern District of California has amended its Local Rules of Practice. Pursuant to General
Otder 12-01, the Local Rules will be effective as to all cases and proceedings filed or pending on or after May 1, 2012.

PACER—TFee Increase

In September 2011, the Judicial Conference of the United States authorized an increase in the Judiciary's electronic public access
(PACER) fee from $.08 per page to $.10 per page. The fee increase will take effect on April 1, 2012.

Mileage:

.51 for GSA
55.5 for IRS

Federal:
28 U.S.C. § 1821 - Per diem and mileage generally; subsistence

(a)(1) Except as otherwise provided by law, a witness in attendance at any court of the United States, or before a United States Magis-
trate Judge, or before any person authorized to take his deposition pursuant to any rule or order of a court of the United States, shall be
paid the fees and allowances provided by this section.

(2)(2) As used in this section, the term “court of the United States” includes, in addition to the courts listed in section 451 of this title,
any court created by Act of Congress in a territory which is invested with any jurisdiction of a district court of the United States.

(b) A witness shall be paid an attendance fee of $40 per day for each day’s attendance. A witness shall also be paid the attendance fee for
the time necessarily occupied in going to and returning from the place of attendance at the beginning and end of such attendance or at
any time during such attendance.

State:

Government Code section 68093

Except as otherwise provided by law, witness' fees for each day's actual attendance, when legally required to attend a civil action ot pro-
ceeding in the superior courts, are thirty-five dollars ($35) a day and mileage actually traveled, both ways, twenty cents ($0.20) a mile.
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Membership Chair Report

by Lynne Gomes

elcome, and congratulations to the following new SIS A member, who was inducted in absentia at the
March 15, 2012, regular membership meeting.

Active Memberships:

Cindy Perez -- Cindy is a paralegal with the Howard Jarvis Taxpayers Association. She has been a
legal professional since 2009, and specializes in litigation. Cindy celebrates her birthday on February
27, and enjoys reading, arts and crafts, her children, and education.

If you are interested in membership in SLSA, please contact Lynne Gomes at (916) 442-1111, or via e-mail at
gomesk@gtlaw.com.

Condolences: @

To SLSA Member Yolanda De La Cruz on the passing of her grandmother. Please keep Yolanda
and her family in your thoughts and prayers.

On the Move:

Janae Long is now at the legal division of State Farm Insurance.

CONGRATULATIONS!!!

Congratulations to Molly Mahoney on the birth of her baby boy, Conrad Cassius Cote'. Molly says,
“Contad joined our family 3/15/2012 @ 9:38 a.m. He weighed 7 Ibs., 2 oz. and was 18 inches long.
His big brother Dresden (3) is super excited about his new role as big brother and we are thrilled to
be able to share our special news with SLSA.”  We are thrilled for Molly and her family, and wish
them every happiness during this special time!

Congratulations to Justine Gamayo, who gave birth to a daughter, Viviana Sophia Velasco, on
March 16, 2012. Miss Viviana weighed in at 7 Ibs., 7 oz., and was 19 inches long. Further congratu-
lations to the proud Auntie, Deseree Gamayo, on such a cute little niece! We are thrilled for Justine
and her family, and wish them every happiness during this special time!

CHANGES?? UPDATES??

Are you an SLSA member who has moved? Changed jobs? Been promoted? Recently engaged or married? New
addition to the family? We want to know about you!! Let us celebrate your accomplishments with you during the good
times, and support you during the tough times. Please send your news to gomesK@gtlaw.com.
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Employment Report/Positions Available

by Jaymie Moralez

his free benefit provides the legal community with a place to post job openings for all categories of job positions. SLSA assists in
every possible manner to procure employment for members of this association, and cooperates with attorneys in filling positions
in law offices, but in no event does this committee act as an employment agency.

Attorneys will need to give the following information to the Employment Chair: name, firm name, address, phone number(s), areas of
law practice, software used, position available, years of expetience requited. The attorney/employer is tequested to e-mail the
Employment Chair with the advertisement formatted like those cutrently posted on the "Employment Opportunities” page. Ads are
usually posted within 48 hours.

It is the responsibility of the applicants to contact the employers, schedule interviews, exchange résumés, and to discuss benefits and
salary, etc. All information is listed until notification to drop the name/position is given to the Employment Chait.

Please contact Employment Chair Jaymie Moralez, at (916) 446-7979, ot e-mail her at jmoralez@somachlaw.com. A detailed message
can be left, and your call will be returned within 24 hours. If you wish your listing to be placed on our web page, please indicate your
authorization to do so.

e (4/3/12) Senior Paralegal E¥XTRADE Financial is secking a Senior Paralegal for our Roseville, CA office. The Senior Paralegal will
split time supporting the Associate General Counsel in handling securities litigation and arbitration cases, and supporting the
Manager of Legal Services in all aspects of corporate governance and other legal projects for E¥TRADE’s foreign subsidiaries. Must
have 5+ yeats of expetience in a related field and patalegal support position; BA, AA and/or paralegal cettificate preferred. If you are
interested, please send your resume to Melissa Yu at melissa.vu@etrade.com.

e (3/28/12) Transcriptionists Transctiption company providing transcripts of intetrviews, meetings, focus groups, and presentations
is looking for qualified transcriptionists who can work part time from their homes. Excellent work ethic, grammar and punctuation
skills, 80 to 100 wpm typing speed, and the ability to research items on the Internet are required. Transcription experience is
extremely helpful, but not required. Must use Word, e-mail, and be able to transcribe from digital audio recordings. If you are not set
up to do transcription from digital audio recordings, we can help you. Benefits are flexible work schedules, working from home,
interesting subject matter, and great people to work with. Transcriptionists work as independent contractors. Please contact Gwen
McCutcheon, Premium Business Services, gwen@premiumbusinesssetvices.com for mote information.

e (1/27/12) Legal Assistant Education reform non-profit seeks full-time Legal Assistant to support the General Counsel. The Legal
Assistant will prepare highly confidential legal documents, gather/analyze data, and perform administrative duties. At least 5 years
expetience and bachelot's degree requited. Must be very detail-oriented and reliable. Compliance/non-profit/political expetience
helpful. Competitive salary and benefits. Job location is Sacramento. Please apply at www.StudentsFirst.org/Jobs.

e (1/11/12) Legal Secretary Small plaintiff's office (two attorneys, one legal assistant) seeks full time legal secretary. Work does not
involve generic personal injury cases (auto, etc.). Rather, highly sensitive cases that require sensitivity and some psychological
awareness. Superb typing, transcription and computer skills are more important than legal experience, as long as applicant is
industrious, flexible and highly motivated to perform at a superior level. Salary is very competitive and DOE. Retirement, vacation
and health benefits are available. Job location is in Sacramento. Please send cover letter and resume to jgeorgejr@psvclaw.com.
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Legal Procedures: New
Removal and Venue Rules for
Federal Courts

submitted by Kurt A. Kappes, Esq. and Greg Sperla, Esq. -- Greenberg Tranrig, I.LP
(Reprint permission granted to Sacramento 1.SA by Mr. Kappes and Mr. Sperla.)

hanks to Congress and

the president, Christ-

mas came ecatly for
federal civil procedure aficiona-
dos. On December 7, 2011,
President Obama signed into
law the first changes in almost
a decade to federal court juris-
diction and general removal
procedures not involving
class actions. The new law,
the Federal Courts Jurisdic-
tion and Venue Clarification
Act of 2011, H. R. 394, P.L.
112-63 (the “Act”), contains
significant changes to the re-
moval statute, 28 U.S.C.
§ 1441, and will affect nearly
every new case filed or re-
moved next year invoking the
courts’ diversity jurisdiction.
By clarifying the rules affecting
the timing of removal in cases
with multiple defendants, deter-
minations of amount in con-
troversy, and venue, Con-
gress addressed several areas

of statutory confusion and disa-
greement among various courts.
As a result, Congress has hope-
fully simplified removal and
venue rules for both plaintiffs
and defendants in federal court.

The centerpiece of the law is a
provision addressing a
longstanding conflict over the
statutory 30-day period for “the
defendant” to remove an action
to federal court. Circuits disa-
greed over how to interpret the
law in cases with multiple de-
fendants served at different
times. Compare Bailey v.
Janssen Pharms., Inc., 536 F.3d
1202 (11th Cir. 2008) (30-day
period runs from the date of
service on the last-served de-
fendant) with Marano Enters. v.
Z-Teca Rests., LP, 254 F.3d 753
(8th Cir. 2001) (30 days to effect
removal for each defendant,
regardless of when others had
sought to remove) with Gezty
Oil Corp. v. Ins. Co. of N. Am.,
841 F.2d 1254 (5th Cir. 1988)
(30 days after service upon the
first -served defendant).

To address the issue, the new
law provides that each defendant
will have 30 days from his or her
own date of service to seek
removal.  Eatlier-served de-
fendants would also be allowed
to join in or consent to re-
moval by another defendant.
To avoid further confusion,
the law also codifies the “rule
of unanimity,” set forth over a
century ago by the Supreme

Court, requiring all defendants
to consent to removal.

In addition, the Act con-
tains significant changes to
how the amount in contro-
versy for purposes of remov-
al is ascertained, alleged and
proved. First, the Act pro-
vides that defendants facing a
state pleading without specific
allegations of an amount in
controversy may still remove,
even after the 30-day period
expires, if they receive discov-
ery from the plaintiff indicat-
ing that the jurisdictional
amount is met. In cases where
state practice does not permit a
specific monetary demand or
whete recovery may be in ex-
cess of the demand, defendants
will now be authortized to allege
the amount in controversy in
the removal notice when the
initial pleading seeks non-
monetary relief. Lastly, the Act
adopts the majority view re-
quiring that the amount be
shown by “the preponderance
of the evidence,” rejecting the
other conflicting standards.

With an eye to eliminating
the need for, but still preserv-
ing, the roughly 200 special
venue provisions found
throughout the Code, Con-
gress also undertook a com-
plete revision of general federal
venue statute, 28 U. S. C. § 1390
et seq. Among the notable
changes made, the Act re-
solves the circuit split on the
question of residency for the

See Legal Procedures, Page 12
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Parliamentarian’s Corner

By Astrid Watterson, CCLS

Rescinding or Amending Something Previously Adopted

ccording to Robert's

Rules of Otder, 11th

edition, section 35, a
motion to rescind or amend
something previously adopted is
required when a meeting is over
(as opposed to a motion to re-
consider, which has to be made
before the conclusion of the
meeting) and you feel that the
membership made the wrong
decision when it adopted the
motion. Robert's Rules of Ot-
der 7n Brigf provides a great ex-
ample. It says: assume the as-
sembly has adopted a resolution
authorizing the purchase of
certain property, which you
now think was a mistake. At
the next meeting, you make a
motion to Rescnd the approval
of the purchase. Or if you
think that perhaps too much
money was designated in the
original motion for the proper-
ty, you can make a motion to

Amend  Something Previonsly
Adopted.

In order to propetly handle
such a motion, you must know
a few rules. Both the motion
to rescind and the motion to
amend something previously
adopted are main motions and
therefore must be seconded,
are debatable, and are amenda-
ble. You may make either mo-
tions regardless of how you
voted on the original motion,
there is no limit on making
either of them, and they can be
moved by any member regard-
less of how they voted on the
original question.  However,
there is a difference in voting
depending on notice. If you
provide notice of your intent to
make one of these motions
prior to a meeting, so members
are aware that you plan on
making this motion, then you
only need a majority vote to

adopt the motion. If previous
notice is not given of an intent
to make these types of motion,
then you will need a two-thirds
vote to pass it. It is most likely
a good idea to provide notice
before a meeting that you plan
on making such a motion so
that you only need a majority
to have it passed.

So how do you make these
motions? You simply say: I
move to tescind the motion
relating to adopted at
the May meeting.

Powerful words for such a
small little sentence. As usual,
these types of motions, while
available to use, should be con-
sidered carefully before being
introduced for considera-
If you require further
detailed information, be sure to
refer to your Robert's Rules.

tion.

According to Robert's
Rules of Order...

~Astrid Watterson,

CCLS

It’s the new fiscal year for earning Chapter Achievement Points (“CAPs”), time to start earning for the 2012-2013 competition. Our

main competitor is San Diego LSA and a little friendly rivalry is always good, right? Throughout the year, please let SLSA’s governor
know when you do things that might earn SLSA CAPs. The governor keeps a record of these points and submits the total to LSI in
April to compete with the other associations in our membership class.

If you are a CCLS that will recertify during the 2012-2013 fiscal yeat, please send the governor an email letting her know, that counts

for Chapter Achievement Points.

Did you know that members who use the LSI Hertz discount can earn SLSA 200 Chapter Achievement Points each time they rent a

car?

Please send an email to Melanie Herman at governor@slsa.org with your CAPs information.
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APPLICATION FOR MEMBERSHIP IN
SACRAMENTO LEGAL SECRETARIES ASSOCIATION
COMPLETE AND DELIVER THE ORIGINAL APPLICATION, WITH CHECK PAYABLE TO SLSA, FOR $40 ($25

FOR STUDENTS) WHICH INCLUDES LOCAL DUES, ANY INITIATION FEE, AND LEGAL SECRETARIES,
INCORPORATED (LSI)* PER CAPITA TAX, TO:

Lynne Gomes, Vice President
Greenberg Traurig LLP
1201 K Street, Suite 1100

Sacramento, CA 95814

NAME OF APPLICANT

EMPLOYER POSITION
MAILING ADDRESS CITY/ZIP
BUSINESS TELEPHONE ( ) RESIDENCE TELEPHONE ( )
BUSINESS E-MAIL RESIDENCE E-MAIL

EMPLOYMENT IN TIHE LEGAL FIELD (INCLUDE POSITIONS, DATES)

PREVIOUS MEMBERSHIP IN A LEGAL SECRETARIES ASSOCIATION (INCLUDE ASSOCIATIONS, DATES),

IF ACCEPTED AS A MEMBER, I AGREE TCO BE BOUND BY TIHE BYLAWS AND STANDING RULES OF LEGAL SECRETARIES,
INCORFPORATED, AND TIE LOCAL ASSOCIATION TO WHICIH I IIERERY APPLY FOR MEMBERSHIP, INCLUDING TIIE FOLLOWING
CODE OF ETHICS:

T SHALL BE THE DUTY OQF EACH MEMBER OF LEGAL SECRETARIES, INCORPORATED 10 OBSERVE ALL LAWS, RULES AND
REGULATIONS NOW OR HEREAFTER IN EFFECT RELATING TO CONFIDENTIALITY AND FRIVILEGED COMMUNICATION, ACTING
WITH LOYALTY, INTEGRITY, COMFPETENCE AND IDIPLOMACY, IN ACCORDANCE WITH THE HIGHEST STANDARDS OF
PROFESSIONAL CONDUCT. [ Dedicated to the memory of Joan M. Meore, PLS, CCLS, LST Presideni 1980-82.)

SIGNATURE OF APPLICANT DATE
SPONSOR APPLICATION APPROVED

~ ~  LST LEGAL SPECTALIZATION SECTIONS MEMBERSHIP ~ ~
LSI MEMEERS MAY ALSO JOIN ONE OR MORE OF THE FOLLOWING LSI LEGAL SPECIALIZATION SECTIONS:
~ CIVIL LITIGATION ~ CRIMINAL LAW ~FAMILY LAW
~ LAW OFFICE ADMINISTRATION ~ PROBATE/ESTATE PLANNING ~ TRANSACTIONAL LAW

SPECIALIZATION SECTION MEMBERSHIP INCLUDES: (1) QUARTERLY SECTION NEWSLETTERS; (2) FREE QUARTERLY
CONIERENCE WORKSHOPS; (3) REDUCED REGISTRATION FEES FOR REGIONAL SPECIALIZATION SECTIONS SEMINARS,
AND, (4) ROSTER LISTING EACH SECTION MEMBER'S NAME, CONTACT INFORMATION, EXPERTISE AND GEOGRAPHICAL
AREA WITH WHICH FAMILIAR. SECTION DUES ARE NOMINAL AND A DISCOUNT IS OFFERED FOR MEMBERSHIP IN ALL 51X
SECTIONS.

FOR LSI LEGAL SPECIALIZATION SECTIONS MEMBERSHIP AND DUES INFORMATION, VISIT LSI'S WEBSITE AT
wwiw.lsi.org; or, TRANSMIT A COPY OF THIS ENTIRE PAGE OF YOUR APPLICATION TO:
LEGAL SPECIALIZATION SECTIONS COORDINATOR
LSI CORPORATE OFFICE
P.O. BOX 660
FORTUNA, CA 95540-0660
FACSIMILE: 707.725.1344 E-MAIL: lsiorgi@suddenlinkmail.com

(Form adopted 5/01; revised 5/08)

* ACCOMPANYING MEMBERSHIP IN LEGAL SECRETARIES, INCORPORATED, A CALIFORNIA NON-PROFIT MUTUAL BENEFIT ASSOCIATION,
INCLUDES SUBSCERIFTION TO THE LEGAL SECRETARY MAGAZINE, REDUCED ANNUAL DUES FOR MEMBERSHIF IN LEGAL SPECIALIZATION
SECTIONS AND DISCOUNTED PRICES ON PURCHASE OF L5 LEGAL PROSFEEEIONALE HANDECCE AND LARW CFFICE PROCE TR B AMANUAL,
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SLSA and LSI MEMBERSHIP APPLICATION (continued)

Name: Birthday

Talents, Interests, Hobbies:

YOUR SPECIALTY:
Administrative Law Criminal Law Real Estate Law
Appellate Law Family Law Taxation
Arbitration Law Office Management Other
Bankruptey Litigation Specify:

Business/Corporate Law Probate/Iistate Planning

EDUCATION:

High School Diploma
Secretarial Training Course
Two Year Junior/Business College

Four Year Bachelor’s Degree
Additional Education Above Four Year Degree

TYPE OF OFFICE:
Law Office Self-Employed
Government Services Carporate Legal Department

Court System

Other Specify:

BENEFITS PROVIDED BY YOUR EMPLOYER: (Check all that apply)

Retirement/401(k) Major Medical Vacation

Disability Income Plan Life Insurance Dental

Hospitalization Vision Other
Specify:

CHECK HERE IF YOUR EMPLOYER PAYS FOR YOUR MEMBERSHIF DUES
CHECK HERE IF YOUR EMPLOYER PAYS I'OR MONTIHLY DINNER MEETINGS

CHECK HERE IF YOU ARE WILLING TO HOLD A STANDING COMMITTEE CHAIR OR
ASSISTANT CHAIR POSITION

WHERE WOULD YOU LIKE YOUR E-MAIL DELIVERED? [ ]1BUSINESS [ 1RESIDENCE
SLSA respects vour privacy. If you do NOT want to be listed in SLSA’s membership roster, check here: | |

TTow did you hear about ST.SA?

Please make your check payable to SLSA in the amount of $40 ($25 for students). Mail payment with this form to:

Lynne Gomes, Vice President
Greenberg Traurig LLP
1201 K Street, Suite 1100
Sacramento, CA 95814
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Benefit Highlights

by Jennifer Chastain

Working Advantage Spotlight

Spring has sprung! It’s officially herell Check out these great
deals for springtime fun, spring cleaning and savings! Send
an email to chastain.j@gmail.com to get LSI’s member num-
ber to take advantage of these discounts. This is just a sam-
pling of what is offered!

Nike Golf Up to 70% off

24 Hour Fitness Membership deals, $10 off bodybugg
calorie system, 10% off $50+

Monterey Bay Aquarium (Monterey, CA) Save up to
$3.00 per ticket

Get Organized 10% off your order

Staples Free delivery on $50+, E-Gift Cards

Shindigz Party Supplies & Decor Free shipping on $85+,
Deal of the Day

Magazines.com 2nd year for just $1, Save up to 95% + an
additional $5 off select titles

Six Flags Discovery Kingdom (Vallejo, CA):

Adult/Child
Member Price: $35.99 (Regular price*: Adult $56.30, in-
cluding tax; Child $38.94, including tax)

Heavenly Mountain Resort (Lake Tahoe, CA) Save up
to $4.05 per ticket

CCLS

Quiz

by Jennifer Estabrook, CCLS

Solid v. Compound Verbs & Nouns

Which is correct?

1. A
___B.

2 A
___B.

3 A
___B.

4 ___ A
___B.

5 A
___B.

6 Al
___B.

7 Al
___B.

8 A
___B.

9 ___ A
___B.

10. Al
B.

A breakdown in communications
A break down in communications

A thorough follow up of the report
A thorough follow-up of the report

They have the knowhow
They have the know-how

Plan a crack-down on the violators
Plan a crackdown on the violators

When they give us a go ahead
When they give us a go-ahead

Let’s have a run-through
Let’s have a runthrough

Devise another plan as a fall back
Devise another plan as a fallback

After you complete the cleanup
After you complete the clean-up

Let’s have a get-together on Friday
Let’s have a get together on Friday

We expect a turnaround in sales
We expect a turn-around in sales

See Answers, Page 19
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Law Office Products/Management

by Allison Horak, Lori McCleerey, and Katelynn Ponlos, Felderstein Fitzgerald Willonghby & Pascuzzi 1.LLP

Checklist for New Hires and Exiting Employees

any legal secretaries for sole practitioners and in small
to medium-sized firms perform administrative func-
tions in addition to their “regular” secretarial duties,
especially in the absence of an office manager. Part of these duties
may include dealing with new hires as well as exiting (terminated or
otherwise departing) employees. Naturally, each office has needs

specific to its practice of law, size, geographic location, etc.

The following is an effort to give a basic list for processing incom-
ing and exiting employees that can be tailored to suit your office’s
needs. We have tried to cover all the bases: practical considera-
tions, as well as risk management issues. We use the term “new
employee” to apply to any new hire, whether a support person or
an attorney. And, we use the designation “exiting employee” to
apply to any employee severing ties with your firm, whether or not

on favorable terms.

Disclaimer: The information in this article does not constitute legal
advice and is not intended to do so. Anyone needing legal advice
on employment matters should contact an attorney.

NEW HIRES

Before start date:

e  Prepare employment offer letter, calendar follow-up deadline,
ensure receipt of executed letter.

e  Obtain names of all previous cases worked on by new employ-
ee at other firms and run conflicts check. Discuss outcomes
with Managing Partner and need for possible ethics wall. Add
all names to new employee’s contact information in database
and conflicts database.

e Add new employee contact information to internal database
(include bar number and admission date, and any CM/ECF
logins/passwords, etc.).

e  Request bio/CV from new employee for website and for up-
dating Martindale Hubbell profile.

e Order business cards.

e Notify building management re identity and start date of new
employee. Request card key, suite key, directory strip for lob-
by.

e Submit work order to IT service provider to set up new work
station, including email account, remote access, access to all
programs, etc. (Make sure new employee is added to any in-
ternal groups in Outlook.)

e  Establish online research account (Lexis or Westlaw) and ar-
range for training.

e Set up new employee as a timekeeper in time tracking soft-
wate, including ascertaining new employee billing rate. Up-
date existing contracts.

e  Contact phone system technician to personalize extension and
any other telephone related issues.

e  Prepare new employee form DE34 for submission to EDD.

e  DPrepare and obtain approval of press release/announcement
for local Bar and business publications.

e  Establish cost recovery account for new employee.

e Establish signature block (for e-mails)/lettethead for new
employee.

e Add new employee information to any company machines
(copiers, fax) to which s/he will need access.

e  Prepare new employee’s work station/office.

e  Circulate email notifying firm of name, position, and start date

of new employee.

On/after start date:

e Furnish new employee with firm’s employee handbook (and
any other policy and procedures manuals) and obtain signed
acknowledgment of receipt.

Pictured from [ to r: Allison Horak, Lori McCleerey, and Katelynn Poulos

See Law Office Products/Management, Page 14
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Governor’s Report

n February 29, 2012,
LSI sent all local asso-
ciations a Notice of
Proposed Bylaw Amendment.
This amendment seeks to
amend LSI Bylaw Article V,
section 1(a) by adding the bold,

underlined section below:

@) Qualifications.  An
active member shall be a per-
son: (1) licensed to practice
law; (2) employed as legal sup-
port staff in the office of any
attorney engaged in the prac-
tice of law; (3) employed by
the courts; (4) employed in any
other institution or office di-
rectly engaged in work of a
legal nature, in California; or
(5) who possesses, or is in
the process of obtaining, a
degree of certificate from an
educational institution

Legal Procedures (cont.)

which is related to the field of
law.

At the March 15, 2012, regular
dinner meeting, after much dis-
cussion, voted to oppose this
amendment. Sacramento LSA
already offers a student mem-
bership at a discounted rate, if
this amendment passes, SLSA
would then have to raise its
student membership rates to
cover the per capita that SLSA
pays to LSI for each active
membet. This amendment
would also result in SLSA hav-
ing to amend its Bylaws so that
they are not in conflict with
LSI’s Bylaws. The members felt
that the LSI Bylaw amendment
was unnecessary as SLSA al-
ready has options for student
members in its own Bylaws.

It’s also time for LSI’s elec-
tion of officers. The nominees

being:

President:
Sandra T. Jimenez, CCLS

Vice President:
Mary J. Beaudrow, CCLS

Secretary:
Jennifer L. Page, CCLS

Treasuret:
Heather Edwards
Carrie Hughes, CCLS

At the April 19, 2012, regular
dinner meeting, the member-
ship will vote on which nomi-
nee for treasurer SLSA,
through the delegates, should
vote for in May.

submitted by Kurt A. Kappes, Esq. and Greg Sperla, Esq. - Greenberg Tranrig, ILP
(Reprint permission granted to Sacramento 1.SA by Mr. Kappes and Mr. Speria.)

purposes of venue, adopting
the majority standard that resi-
dency is a natural person’s
state of domicile, the same
standard used in the determi-
nation of citizenship for di-
versity jurisdiction. And begin-
ning in 2012, Congtess has pro-
vided that litigants may stipulate
to the transfer of venue to a
district where the lawsuit may
otherwise have not originally
been brought “for the conven-
ience of the parties and wit-
nesses and in the interest of
justice.”

The Act makes a variety of
other changes to supple-
mental jurisdiction involving
unrelated state claims, suits
between aliens, and residency

of non-resident aliens and for-
eign corporations for venue
purposes. Judges, federal prac-
titioners and students of civil
procedure will also note the
law’s reorganization of the juris-
dictional statutes found in Title
28 of the U.S. Code, which have
been graciously simplified for
clarity.

The Act, and its numerous
changes, take effect on Janu-
ary 6, 2012. The law will apply
to all new state and federal law-
suits commenced on or after
that date.

One immediate result: plain-
tiffs considering legal action
must decide now if they prefer
the current rules in their circuit

and should immediately file, or
prefer instead to litigate after
the law takes effect. Looking
further down range, no mat-
ter the subject area or party
represented, the changes will
require all federal practice litiga-
tors to reconsider longstanding
litigation strategies. And one
interesting footnote: while the
Act does not eliminate the prior
law’s provision that the 30-day
removal period is triggered by
service or “receipt” of the
pleading, there is no indication
that Congress intended to ab-
rogate the decision in Murphy
Bros., Inc. v. Michetti Pipe
Stringing, Inc, 526 U.S. 344
(1999), holding that formal
service, not mere receipt, is
required.
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CHAPTER ACHIEVEMENT REPORTING FORM

Each association in LS| participates every year in the Chapter Achievement contest. An award of $250 is
presented by LSI to the highest scoring association in each membership category at the Annual Conference of
LSl. Chapter Achievement Points (CAPs) are tracked during the year by SLSA’s Governor. This covers
activities from April 1, 2012, through March 31, 2013. This form’s purpose is to track each member's activity
during the course of the fiscal year. Please complete this form each time you attend a function and mail it to
SLSA’s Govemnor. 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 7he 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? (25 points)

| belong to an LSI-sponsored credit union. (100 points)

| am insured through an LSI plan. (100 points)

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

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

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

| submitted questions to LSI for use on the CCLS Mock exam.

How many’? . (25 points per question)

| recertified as a CCLS during the 2012-2013 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)

I 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, 2013. (100 points)

| attended a Legal Specialization Section Seminar at Quarterly or Annual

Conference. How many?
| attended a Legal Specialization Section Regional Seminar. (75 points)

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

| purchased the Legal Professional’s Handbook (LPH) between April 1, 2012, and
March 31, 2013. (200 points)

| purchased the Law Office Procedures Manual (LOPM) between April 1, 2012,

and March 31, 2013. (200 points)

| purchased updates to the LPH between April 1, 2012, and March 31, 2013. (100 points)

| purchased updates to the LOPM between April 1, 2012, and March 31, 2013. (100 points)

. (50 points per seminar)

Email:

If you have any questions or would like to email this form, you can reach the Governor at governor@slsa.org,
otherwise you can mail this form to:

Sacramento LSA
Attn: Melanie Herman, Governor
Perkins & Associates
300 Capitol Mall, Ste. 1800
Sacramento, CA 95814
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To be removed from this list please contact president@slsa.org.
L] | | ]
Sacramento Legal Secretaries Association

Dinner Meeting = April 19, 2012

ek Law and Motion

‘ With Special Guest:
m 11 Judge David |. Brown

l ) i

'/ / Sacramento Superior Court, Dept. 53 | \
\ EN \ f
I |
) | Vendor of the Month:
l \ ﬂ Capitol Digital Document Solutions

\H _;" 5:30 - 6:15 p.m. Meet & Greet !
' E 6:15 - 8:00 p.m. Dinner Meeting \
- Courtyard Marriott - Midtown Sacramento "

= 4477 Y Street, Sacramento ~

$25 SLSA Members*/$28 Non-Members*

R.S.V.P. by April 17. Checks should be made payable to SLSA, and mailed to: Maimie Chyinski, Registration/Reception Chair
2011-2012, SLSA, c/o Fagen Friedman & Fulfrost, LLP, 520 Capitol Mall, Ste. 400, Sacramento, CA 95814; or fax: 916-443-0030;
or email to: reservations@slsa.org. You may also register online at wiww.slsa.org. Please add $3 for reservations made after
April 17. NOTE: Cancellations must be received 48 hours in advance for a refund. No-Shows will be billed.

MCLE & CCLS Credit: SLSA, alocal association of Legal Secretaries, Incorporated, an approved provider, certifies that this activity has been approved for
minimum continuing leaal education credit by the State Bar of California in the amount of 0.3 hours.

Entrée Selection:

NAME. [ ] Penne Rustica: Chicken, shrimp,
and prosiutto in an Asiago cream sauce.

ADDRESS:

[ ] Mushroom Ravioli: stuffed with
mushrooms and cheese and a Marsala

City: STATE: ZIP: )
scallion cream sauce.

EnaiL: (] BBQ Angus Tri-Tip with mushroom
demi glaze, garlic mashed potatoes,
TEL: Fax: and vegetables.

Do you require an CIMCLE or C1CGLS certificate? All meals are served with a Caesar
salad and dessert.
Are you an SLSA member? [ JYES [ NO If “No”, are you interested in membership? [ JYES []NO
Are you inferested in volunteering with SLSA? []YES [JNO
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AnNnnouncing

The 2012 Edition of
Introduction to California Civil Litigation
(Emphasizing Superior Court Cases)
by Brenda Thomas Wilson, J.I).

Used as both a textbook and a reference book for aver a decade, this 404-page edition focuses on the procedural
aspects of civil hitigation before tnal n Califorma supenor court cases. Vanous [orms, documents, and rules are
explained, with many examples based on the Sacramento Superior Court local rules to show how the general aspects
of litigation are specifically implemented through the application of both state and local rules. In a practical “nuts
and bolts™ approach, key information is provided on major topics, and tips that can only be learned through

experience are shared. Contents in the latest edition, updated with rules and statutes effective January 1, 2012,

include:
»  Requirements for filing and methods of serving documents
»  Civil case management rules, including Sacramentoe Superior Court’s requirements
»  Definitions of forcign words and phrases, general legal terms, symbols, jargon, and acronyms
» Basic elements of letters, use of boilerplate forms, and requirements for formatting pleading paper
» Discovery documents and procedures with California Electronic Discovery Act provisions
»  Motions, including formatting, filing, service, tentative rulings, and court orders, with specific

information for motions filed in Sacramento Superior Court
»  Basic calendaring demysiified with step-by-step illustrations, sample entries, and {imeline summaries

Please complete and mail the form below or place your order by fax, phone, or ¢-mail.

ThomasBooks LLC
P.O. Box 205 « Roseville, CA 95678 « Phone 916.773.5803 » Fax 916.773.5851 « Toll-free 877.694.9282

ThomasBooks@surewest.net « www.ThomasBooksI.I.C.com

2012 Intreduction to CA Civil Litigation (@) $76.50 each, plus § for mailing,* for a total of §

*Priorily mailing cosis: one book = $6.00; iwo books = §7.50; three books = $9.00; 41 books = No charge
Prices include sales tax!
Please make checks payable to ThomasBooks L1.C

Name Law Firm/Company

Address,

City State Zip

Tclephone Fax E-mail
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Law Office Products/Management (cont.)

by Allison Horak, 1ori McCleerey, and Katelynn Poulos, Felderstein Fitzgerald Willonghby & Pascuzgzi I.LLP

Provide security photo and vehicle description to building se-
curity personnel.

Submit new employee form DE34 to EDD within 20 days of
start of work.

Obtain completed 1-9 Employment Eligibility form (for em-
ployee file — not submitted to any agency) from new employee.
Add new employee to any calendar entries re matters on which
s/he will be working.

In jurisdictions whete there ate existing CM/ECF logins, up-
date user profile to reflect new employee’s firm change/address
information. In additional jurisdictions where new attorney is
likely to practice, register attorney for CM/ECF logins and
schedule training, if required.

Prepare and send email blast and/or announcement by mail to
firm contacts re addition of new employee.

Notify California State Bar and other trade groups of employ-
ee’s new firm and address information.

If not already a member, obtain memberships to relevant trade
groups and bar sections.

Notify payroll service provider of new employee and have em-
ployee fill out direct deposit information, and W-4 form.
Contact photographer to arrange for photo for website and
press release.

Update (or arrange for update of) firm website and Martindale
Hubbell profile to reflect addition of new employee, using in-
formation from bio/CV.

Submit approved press release/announcement for local Bar
and business publications.

Meet with new employee re building safety and security issues
(within two weeks of start date).

Provide new employee with firm’s holiday schedule.

Update company directory/phone extensions list and provide
new employee with copy. Circulate updated directory to all
employees.

Make new employee aware of Forms folder and expectations of
usage.

Provide tour of office and facilities, and introduce new employ-
ee to all staff.

Provide training to new employee on all software and office
equipment.

EXITING EMPLOYEES

Before date of separation:

Prepare severance letter (and check, if any).

Notify IT service provider of exiting employee and request

immediate change of server password.

e Instruct all employees to change passwords to their work-
station computers.

On date of separation:

e  Have exiting employee return suite key and any other physi-
cal access card.

e Note date of separation on master calendar and in exiting
employee’s personnel file.

e  Return access card to building management and request deac-
tivation of card and removal of exiting employee’s name
from lobby directory.

e  Contact building security re no access to suite by former em-
ployee.

e  Call IT service provider to eliminate exiting employee’s logins
and passwords to all computers and programs. Request de-
activation of exiting employee’s email, set up auto-reply re
inactive mailbox, and arrange for emails to be forwarded to
another responsible staff member or supervising attorney.
Ensure remote access rights and access to the cloud are ter-
minated.

e  Change security settings on sensitive (or all) documents to
which exiting employee had access.

e Notify benefits administrator of date of separation. Com-
plete Cal Cobra Qualifying Event form and forward to bene-
fits administrator.

e Deactivate Lexis-Nexis and/or Westlaw logins via account
representative.

e Call phone service provider to deactivate exiting employee’s
voice mail, obtain temporary password and change greeting
to say that the voicemail box is currently inactive, and direct-
ing the caller to the receptionist for assistance.

e Destroy exiting employee’s business cards.

e Update (or arrange for update of) website.

We are happy to provide these lists in Word format via e-mail,
upon request. Additionally, we are always looking to improve our

list, so if you have suggestions, please write to
ahorak@ffwplaw.com.
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There are several rea-
sons why you would
need to know the ba-

sics of skip tracing...

~Dawn Forgeur, CCLS

March Regular Meeting Speaker
Spotlight: Bob Schabert of
California Civil Process

by Dawn Forgenr, CCLS

ur speaker for our

March regular meet-

ing was Bob Schabert
of California Civil Process who
gave us an introduction to skip
tracing. Skip tracing involves
contacting employers, relatives,
and other known contacts or
conducting research to try and
obtain information about a
debtor's or defendant’s where-
abouts. Why would you need
to know the basics of skip trac-
ing? There are several reasons
why you would need to know
this, but a quick example might
be that you may encounter a
defendant or witness who does

not want to be found, they
don’t want to be served, or
they don’t want to be deposed
or testify at all. Basic skip trac-

ing techniques can help you try
and locate someone without
having to hire an expensive
firm.

Mr. Schabert provided a
handout for attendees that listed
several ways that you can go
about locating your subject.
The very first thing you can do
is write a letter to the Postmas-
ter at the last known address for
your subject. The postmaster
can tell you if the subject still
received mail at that address; if
there is a new address; if the
address is a post office box,
does the subject still get mail
there, what is the physical ad-
dress of the box holder, who is
the box holder; if the address is
an apartment complex but you
have no
apartment
number, the
Postmaster
can  provide
that.

M r .
Schabert then
provided
several web-
sites that you
can use to get
information
on your sub-
ject, a few of
those  web-
sites are listed
below.

Consumer
Affairs — You
don’t  know
what type of
license
subject

your
may

Pictured from I to r: Bob Schabert , Dawn Forgeur, CCLS and Brandi Richardson

hold, they could be a security
guard or a nurse and this web-
site will tell you if the subject
holds any licenses.

Department of Real Estate —
When the real estate market
was booming, it seemed like
everyone had a realtor’s li-
cense, you can find that infor-
mation here.

Inmate Information — As Mr.
Schabert says: never underesti-
mate one’s ability to end up in
custody. Check the Sacramen-
to County Sheriff’s website or
the California state prisons’
website.

CA State Licensing Board —
Your subject may be a contrac-

tor or he may work for a con-
tractor. Even if he is only a
salesman or personnel for a
contractor, he will be listed on
this site.

Social Media — Don’t forget to
search Facebook, Twitter, ot
other social media websites. A
lot of times people will not
have their privacy settings
locked down and they will give
away too much information on
their Facebook page.

Robert Schabert has been a licensed
private investigator since 1971 and
is one of the principals of California
Civil Process, a private investigative
and process serving firm. He bas
also written books on skip tracing,
Judgment enforcement, asset location,
and process serving; and has been an
instructor for many MCLE classes
Jor the past five years.
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CCLS Terminology List

by Jennifer Estabrook, CCLS

Terminology: Conservatorships and Guardianships.
Conservatee: A person under the protection of a conservatorship.
Conservator: A person, entity or institution appointed by the court to care for

the person and/or estate of a conservatee.

Developmental Disability:

A disability which originates before a person attains age 18, and
which continues or can be expected to continue indefinitely and
constitutes a substantial handicap for that person.

Guardian: A person, entity or institution appointed by the court to care for
the person and/or estate of a minor.

Guardian Ad Litem: A person appointed by the court to protect the interests of an-
other.

Incompetent: A person for whom a conservator may be legally appointed.

Investigator: A person appointed by the court to personally visit the proposed

consetvatee and inform him/her of the nature, purpose and ef-
fect of the proceeding and advise as to his/her various rights.

Limited Conservator:

A person appointed by the coutt to cate for the person and/or
estate of a developmentally disabled adult.

Minor: A person under the age of 18 who is unmarried at the time of
any petition for appointment of a guardian for his/her person.
Ward: A minor person under a guardianship.

CCLS Quiz Answers

by Jennifer Estabrook, CCLS

CCLS QUIZ ANSWERS (from page 10):
1.
2.

3.

A

B
B
B
B

@

co
= e~ I

10.

Page 19
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Sacramento Legal Secretaries Association
Membership Renewal Invoice

Membership Period: May 1, 2012 — April 30, 2013
Due Date: May 1, 2012

Make check payable to:
Sacramento Legal Secretaries Association

Retum the completed invoice and full payment to:
Deseree Gamayo, Treasurer
Sacramento Legal Secretaries Association
c/o Stone & Graves
2377 Gold Meadow Way, Ste. 210
Gold River, CA 95670

Amount Due: $40

Renewals are due May 1, 2012.

There will be a late fee of $5 after June 1, 2012.

MEMBER INFORMATION (PLEASE PRINT LEGIBLY):

NAME:

BIRTHDAY:

TITLE:

EMPLOYER:

BUSINESS ADDRESS:

CITY, STATE & ZIP:

BUSINESS PHONE:

BUSINESS FAX:

BUSINESS E-MAIL: (for vital updates/reminders)

RESIDENCE ADDRESS:

CITY, STATE & ZIP:

RESIDENCE PHONE:

RESIDENCE E-MAIL: (for vital updates/reminders)

YOUR SPECIALTY:

[0 Administrative Law

[ Appellate Law O Bankruptcy

[1 Corporate Law

[ Criminal Law

1 Environmental

[0 Family Law [ Labor and Employment [0 Law Office Management

O Legal Support O Litigation O Personal Injury

O Probate/Estate Planning O Real Estate O Other:
MAILING/LISTING INFORMATION:
Where do you want your SLSA/LSI mail delivered? 0 Business 0 Residence
Where do you want e-mail delivered? O Business O Residence
Which address should be listed in the membership roster? O Business O Residence
If you do NOT want to be listed in the membership roster, check here: 0 No roster listing
INVOLVEMENT:
Have you been awarded lifetime membership in SLSA? (If yes, return form only w/out dues) O Yes 0 No
Are you interested in volunteering as a committee chairperson or co-chairperson? o Yes o No

What topics and speakers would benefit you most this coming year?

SL.SA USE ONLLY DateReceived: On Roster:
Check no.: On LI
On Email List: To Editor:
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April 2

Dates to Remember

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 11 12 13 14
Excecutive
Board
Meeting
15 16 17 18 19 20 21
Regular
Dinner
Meeting &
Installation
22 23 24 25 26 27 28
Last Day
to Submit
Articles for
Bulletin
29 30

o April 9 - SLSA Executive Board Meeting
(Location: Stoel Rives - Time: 6:00 p.m.)

e April 19 - Regular Dinner Meeting & In-

stallation (Location: Courtyard Marriott—
Midtown, 4422'Y Street, Sacramento, CA, 5:30

p.m.)

o April 23 - Last Day to Submit Articles for
the May issue of The Legal Eagle
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CONGRATULATIONS,

Please remem-
ber to support
our vendors,
because they
support usl!

~Lynne Gomes

Congratulations to
Jennifer Estabrook, CCLS
and Crystal Rivera who
are the winners of SLSA’s
Membership Contest!
Both attended the most
meetings during the
2011-2012 year. They

each won a $25 gift card.

4

March Regular Meeting Vendor
Spotlight: Sarnoff Court
Reporters (A Veritext Company)

by Lynne Gomes

arnoff Court Reporters,

a Veritext Company, is

SLSA’s Vendor of the
Month. Sarnoff is a Veritext
company focused on advanced
technology and unsur-
passed customer service. With
offices across the nation, they
are able to service the needs of
its diverse client base. Sarnoff
provides court reporting, digi-
tal video services, videoconfer-
encing, and because of our vast
knowledge of the
industry on a nation-
al and an internation-
al level, can provide

services to clients anywhere in
the wotld on 2 moment’s notice.
Their experienced management
team understands clients’ needs
and exceeds their expectations.
Sarnoff stands by their slogan:

“The answer Is yes...what’s
the question?”

Thank you very much to Matj
Walker from Sarnoff Court Re-
porters for being at our March
meeting and talking to us about
the services Sarnoff provides, as
well as being SLSA’s Vendor of
the Month!

For more information on

Sarnoff Court Reporters,
please contact:

Marj Walker

Senior Account Executive
Sarnoff,

A Vertiext Company

555 Capitol Mall, Suite 280
Sacramento, CA 95814
916.379.5553 (Ph.) |
916.379.5554 (Fax)
mwalker(@veritext.com

www.veritext.com
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Superior Service.

Advanced Technology.

At Veritext, we are leading the way by providing the highest quality
legal services, innovative products and sophisticated technologies

including:

» Court Reporting » Mobile Depositions

» Digital Videography » Mobile Apps

» Videoconferencing p Videostreaming

» Document Management » Video Synchronization

P Online Repositories b Exhibit Management Solutions

Manage Your Transcripts with our

+—- Mobile App!

Veritext.com/Mobile

VERITEXT

Hosoheere

Sacramento Representative
Marj Walker
555 Capitol Mall, Suite 280
Sacramento, CA 95814

016.379.5553 rHone | 916.379.5554 rax
VERITEXT '

Ntiorel Dogoafion & LAigatn Sarvicss www.veritext.com
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Imperial County Legal Professionals Association
and

San Diego Legal Secretaries Association

celebrate the 50s with

HAPPY DAYS

Legal Secretaries, Incorporated’s 78th Annual Conference

Bahia Resort Hotel
ﬁ ﬁ 998 W. Mission Bay Drive, San Diego, CA 92109 ﬁ

May 17-20, 2012

‘i H CONFERENCE REGISTRATION FORM ﬁ

NAME (AS IT WILL APPEAR ON BADGE):
MAILING ADDRESS:

CITY/STATE/ZIP:

TELEPHONE:

EMAIL ADDRESS!

LOCAL ASSOCIATION (DO NOT ABBREVIATE):

PLEASE CHECK IF APPLICABLE (INCLUDE TITLE):

STATE OFFICER:
STATE CHAIRMAN:
DGOVERNOR |:|CCLS |:|PLS |:|DELEGATE DALTERNATE DELEGATE

SCRIP TICKET (INCLUDES REGISTRATICN, WELCOME RECEPTION, BANQUET, AND BRUNCH):
BY CHECK BY PAYPAL

POSTMARKED ON OR BEFORE APRIL 15, 2012 $127.00 $130.99 $

POSTMARKED ON OR AFTER APRIL 16, 2012 $137.00 $141.28 $

INDIVIDUAL TICKETS:

REGISTRATION ON OR BEFORE APRIL 15,2012 _ @ $20.00 $20.88 $
REGISTRATION ON OR AFTER APRIL 16, 2012 _ @ $30.00 $31.17 $_
GOVERNCRS' LUNCHEON (FRIDAY) _ @ $25.00 $26.03 $
PRESIDENTS' LUNCHEON (FRIDAY) _ @ $25.00 $26.03 $
NEWCOMERS' LUNCHEON (FRIDAY) ) $25.00 $26.03 $
WELCOME RECEPTION (FRIDAY) _ @ $25.00 $26.03 $
CCLS LUNCHEON (SATURDAY) @ $27.00 $28.09 $
BANQU ATURDAY) @ $60.00 $62.04 $
ﬁPR[ME RIB |:|_ satmoN ] VEGETARIAN
BRUNCH (SUNDAY) _ @ $28.00 $29.12 $
TOTAL AMOUNT PAID: $
SPECIAL DIETARY REQUEST (INCLUDING VEGETARIAN):
MAKE CHECKS PAYABLETO: 2012 ANNUAL CONFERENCE FUND
SEND TO: ESPERANZA LARIOS, P.O. BOX 3805, EL CENTRO, CA 92244

TO PAY BY PAYPAL: WWW,.SDLSA .ORG (PAYMENT INCLUDES TRANSACTION FEE)
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Imperial County Legal Professionals Association
and
San Diego Legal Secretaries Association

celebrate the 50s with

HAPPY DAYS

Legal Secretaries, Incorporated’s 78th Annual Conference

Bahia Resort Hotel
ﬁ ﬁ 998 W. Mission Bay Drive, San Diego, CA 92109 ﬁ

May 17-20, 2012

ﬁ ﬂ HOTEL REGISTRATION FORM ﬁ

Name:

Mailing address:
City/State/Zip:
Telephone:
Email Address:

Arrival Date: Departure Date:
Roommate(s):

Accommodations:

Single/Double $139.00 per night

1F,
A
Triple $159.00 per night

Quad $179.00 per night i
Add'l Person $20.00 per night

Children 17 and under may stay in BA H I A

parents’ room at no additional charge RESORT HOTEL

Reservations: https:/shop.evanshotels.com/bahia groups/I1si0516b12. html or
call the hotel at 858-488-0551

DEADLINE TO RESERVE YOUR ROOM IS APRIL 16, 2012 - BOOK EARLY!
Check In: 4:00 p.m. Check Out: 12:00 p.m.
Parking: Complimentary
Airport. San Diego International Airport is 7 miles from the hotel.

Transportation: Cloud 9 Shuttle ($12 each way); taxi ($22-$27 each way)

For additional information, contact:

Liz Adame, CCLS, Conference Co-Chair (760) 460-1916
lizadame@sbcglobal.net
Michelle D, Tice, CCLS, Conference Co-Chair (619) 820-9525

michelle@danstanfordlaw.com and mdtice@cox.net

(please send emails to both addresses)
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California Certified Legal Secretary

A Program of
Legal Secretaries, Incorporated

APPLICATION

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

‘California
Certified
Legal

CCLS Certifying Board
24740 Oro Valley Road
Auburn, CA 95602

|:| Northern California |:| Saturday, March 17, 2012
|:| Southern California |:| Saturday, October 20, 2012

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

listed below, if space is available.

EXAMINATION FEES*

LS| MEMBERS** Non-LSI| MEMBERS
Registration fee: $15.00 Registration fee: $ 55.00
Examination fee: $ 95.00 Examination fee: $ 95.00
Total $110.00 Total $150.00

Enclosed is a check in the sum of $ *** payable to LSI.

* Fees subject to change without notice.

* LSI members: Name of local association: LSA/LPA.

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

***  Include $25 late fee if applicable.

Name Last 4 Digits of SSN

Mailing Address:

City/State/Zip:

Day Phone: Evening Phone:

E-mail(s):

Rev. 12/2/2011 Please Complete Reverse Side This form may be reproduced.
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Highest level of formal education completed: ; Highest Degree:

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

Dates Position

Employer
Address
City/State/Zip

Supervisor Phone

Summary of Duties

Dates Position

Employer
Address
City/State/Zip

Supervisor Phone

Summary of Duties

| 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 are not to be discussed. | understand
that my employment record will be verified by a member of the California Certified Legal Secretary
Certifying Board.

Signature of
Applicant Date
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LEGAL SPECIALIZATION SECTIONS

Of LEGAL SECRETARIES, INCORPORATED
2011-2012 MEMBERSHIP APPLICATION/ANNUAL RENEWAL FORM

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

Mail to: Cheryl L. Kent, PLS, CCLS, Legal Specialization Sections Coordinator
5534 Blackbird Drive, Pleasanton, CA 94566

Enclosed is payment of my dues for the fiscal year 8/1/11 through 7/31/12 for the following Section(s). Please
check appropriate boxes below for the sections you are joining.

Method of Payment: Check, payable to “LSI,” enclosedD VISA D MASTERCARD D AMEX |:|
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.

NEW RENEWAL <

=

Civil Litigation

Criminal Law \%.

Family Law a 4N a
174

Law Office Administration

Probate/Estate Planning

Transactional Law

(PLEASE PRINT OR TYPE)

NAME: MR./MRS./MS. PLS/CCLS/CLA/PARALEGAL
ADDRESS/CITY/STATE/ZIP

LOCAL ASSOCIATION: LSA/LPA
RESIDENCE PHONE () BUSINESS PHONE: ()
E-MAIL ADDRESS(ES):
EMPLOYER:
EMPLOYER'S ADDRESS:

PREFERRED MAILING ADDRESS: [] HOME [] OFFICE [] EMAIL
YEARS OF LEGAL EXPERIENCE:

SPECIALTY:

FAMILIAR WITH PRACTICE IN COUNTIES OF (Please indicate each County, not area):
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% Casie Campbell April 3 Julie Patrice Bell April 10 .
~. ©  Rose Pyle April 6 Michelle Carpenter April 10 -~
:) Lorraine Ballew April 7 Jolene Gordo April 10 ‘:)5
(:7 Desiree Delonia, CCLS ~ April 7 Janine Rowe April 10 (:7
~ Karen Zeitvogel-Benzler April 7 Jean Wright April 16 f

+#
(7 v K (7
Y SN S NN N

when you neen it FAST!

Speed and Accuracy are not just words to us,
they are the heart and soul of what we do.
They are the very foundation of Atkinson-Baker’s
two decades of lightning fast service and 100%
accurate transcripts.

They are the reason we have delivered over
552,000 deposition transcripts in 50 states and
25 foreign countries.

And we do it all at great rates.

Call now to schedule a court reporier.
800-288-3376

ATKIN ‘BAKER

WWW. depo com
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM
ITEM UNIT PRICE QUANTITY TOTAL
BRASS TACKS* A guide instructing local officers and chairmen on how to perform | $ 5.00 $
their respective duties. Contains check lists, calendars and forms. (Rev. 1/2010)
Nocharge for PDF| |  Sendhardcopy| |
CAREER PROMOTION/SCHOLARSHIP NOT JUST A SECRETARY
BOOKLET Currently under revision and not available at this time
CCLS BROCHURFE.  Tri-fold brochure promoting the benefits of taking the CCLS N/C
Exam. Includes tear-off to request application form and information kit. (Rev. 2/08)
CCLS MOCK EXAM (Revised 2010) Sample questions and answers to assist in 25.00
preparing for all sections of the CCLS Exam.
CCLS PIN A ' high, 10-karat gold-filled pin with CCLS3 logo. For the CCLS. 35.00
CCLS STUDY KIT Contains Mock Exam (see above), Gregg Reference Manual 199.00
with Instructor’s Resource Guide, Basic and Comprehensive Worksheets.
GUIDELINES FOR HOSTING LSI CONFERENCES* An instruction guide, N/C
including forms and samples, esgential to any asgociation considering a bid to hostan
LSI Conference. (Rev. 12/09)
GUIDELINES FOR PREPARATION OF A LEGAL EDUCATIONAL 5.00
PROGRAM A 34-page guide, with sample forms, to assist with the planning and
execution of a successful legal educational program. (Rev. 8/03)
HISTORY BOOK AND SCRAPBOOK COMPETITION RULES AND 5.00
GUIDELINES* A booklet with step-by-step directions, including rules and
examples, for preparing a History Book for entry in the LST History Book Competition.
Created for local asgociation historians and/or presidents. (Rev. 11/08)
HISTORY OF LEGAL SECRETARIES, INCORPORATED A 50-page memory 5.00
of people, places and events since 1929. (Rev. 3/2010)
LAW OFFICE PROCEDURES MANUAL FLYER An 8 !4” x 11 advertisement N/C
of the LOPM. Includes listing of contents and Order Form. (Rev. 1/2010)
LAW OFFICE PROCEDURES MANUAL INSTRUCTOR'S GUIDES  To assist
instructors in conducting training classes. Teacher Training Chapter offers tips for
teaching. Other Guides supplement Chapters of the LOPM and contain projects,
instructions to student, completed and blank legal forms, exams and answer keys.
TEACHER TRAINING CHAPTER (Rev. 9/07) 4.00
ADOPTIONS CHAPTER (Rev. 6/11) 7.00
CIVIL PROCEDURE CHAPTER (Rev. 9/07) 7.00
CONSERVATORSHIP CHAPTER (Rev. 6/11) 7.00
CORPORATIONS CHAPTER (Rev. 6/11) 7.00
COURT STRUCTURE CHAPTER (Rev. 9/07) 7.00
CRIMINAL LAW CHAPTER (Rev. 9/07) 7.00
DISCOVERY CHAPTER (Rev. 6/11) 7.00
FAMILY LAW CHAPTER (Rev. 6/11) 7.00
PROBATE CHAPTER (Rev. 9/07) 7.00
REAL ESTATE CHAPTER (Rev. 6/11) 7.00
UNLAWFUL DETAINER CHAPTER (Rev. 6/11) 7.00
WORKERS’ COMPENSATION CHAPTER (Rev. 9/07) 7.00
MISCELLANEOUS CHAPTER (Rev. 6/11) 7.00
LEGAL SECRETARY'S REFERENCE GUIDE A legal procedure guide designed 30.00
to assist local associations in conducting a training class. Also useful for training office
personiel and as a general reference for experienced staff. (Rev. 11/09)
LSI BYLAWS AND STANDING RULES* As currently adopted by the L3I 5.00
Governors.
TOTAL THIS PAGE $

*Ttem available to LSIT members only.
lof2

(Prices effective 07/01/2011)
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LEGAL SECRETARIES, INCORPORATED ~ ORDER FORM

ITEM UNITPRICE | QUANTITY TOTAL
LSI LEGAL PROFESSIONAL’S HANDBOOK FLYER An8!%7x 117 $ N/C
advertisemment of the LPH. Includes listing of contents and Order Form. (Rev. 1/2010)
LSI LEGAL SPECIALIZATION SECTIONS BROCHURE  Lists Sections offered N/C
and reagons for joining. Includes Section Membership Application. (Rev. 2/08)
LSI MEMBERSHIP BROCHURE Tri-fold brochure, extolling the advantages of N/C
LSI membership and programs. Contains request for membership application. (Rev.
2/08)
LSI MEMBERSHIP PIN* (Magnetic) A 34 high oval gold-tone pin with blue and 5.00

white enamel overlay. LSIlogo in center and “Legal Secretaries, Incorporated™
inscribed on circumference. For all L3I members.

LSI ROSTER* Booklet with current listing of LS officers, chairmen, past- N/C

presidents, honorary members, scheduled conferences, local association presidents and

GOVETNOrs.

MEMBERSHIP APPLICATION FORM* An 8 147 x 117 form adopted 5/01 by N/C O E-mail

LSI for use by all local associations. Includes request for Legal Specialization Sections
information. Local agsociations may add second-page for supplemental information.
(Rev. 5/08) Can be transmitted as an e-mail attachment (Word format), if so requested. 0 Printed
NEW MEMBER PACKET* A 2-pocket folder containing letter from LSI President, N/C
LSI membership information, Specialization Sections Membership Application, list of
benefits and providers, CCLS information, Legal Professional’s and Law Office
Procedures Manual flyer and Code of Ethics. Local associations may insert additional
material. For new local association members only.

PRESIDENT’S PENDANT* A 17 high oval gold-tone pendant with blue and white 7.00
enamel overlay. L3I logo in center and “Legal Secretaries Association” inscribed on
circumference. Eye for necklace chain on back. Forlocal association presidents.
PRESIDENT’S PIN* Same as pendant (see above). Specify magnetic or pin back. 7.00
[ ] Magnetic [ ]Pin back closure

-0T-

TOTAL THIS PAGE

TOTAL PREVIOUS PAGE +

TOTAL ORDER =

MAILING/SHIPPING AND HANDLING (15% OF TOTAL ORDER) +
SUB-TOTAL, INCLUDING MAILING/SHIPPING AND HANDLING =
CALIFORNIA SALES TAX (7.25% OF SUB-TOTAL ABOVE) +
TOTAL DUE =

2 |2 |2 |2 | | |0

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

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

PER LSI STANDING RULES , CHECKS ISSUED TOQ 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 LSIBY THE FINANCIAL INSTTTUTION FOR PROCESSING THE ORIGINAL CHECK.

*[tem available to LSI members only. (Prices effective 07/01/2011)
20f2
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BENEFITS
LEGAL SECRETARIES INCORPORATED (LSI)

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.

DISCOUNT THROUGH CEB

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

WORKING ADVANTAGE
Toll Free: (800) 565-3712
www.workingadvantage.com
Discount on event tickets, movie tickets,
theme parks, Broadway theater, sporting events, ski tickets, hotel
certificates, family events, gift cards and more.
Member ID: Contact LSI Corporate Office, Isiorg@suddenlink.com,
or LSI Vice President

HERTZ CORPORATION
Effective Date: June 1, 1996
CDP Card #447698
(800) 654-3131
www.hertz.com

INSURANCE AND FINANCIAL PROVIDERS

AFLAC AND
WORKER=S COMPENSATION QUOTES
Steven C. Dannenberg (Independent Broker)
11091 Rhyolite Drive, Suite 4

Redding, CA 96003
Direct: (530) 339-5889 - Office: (530) 243-9879

Fax: (530) 243-9880

E-mail: dannenberginsurance@gmail.com
Offering supplemental insurance for Accident, Sickness, Cancer,
Dental, Hospital Indemnity and Heart Attack/Stroke.

CAPITAL INVESTMENT ADVISERS
Emerson J. Fersch, CFP, Ch¥C, CLU, CASL
5000 E. Spring Street, Suite 200
Long Beach, CA 90815
Office: (562) 420-9009 or (877) 270-9342
Fax: (562) 420-9955
www.ciadvisers.com
Offering Retirement Planning/Investment Management,
Pension and 401K Rollover Consulting, and
Comprehensive Financial Planning

DWORKIN INSURANCE SERVICES
Ear| Dworkin
467 Hamilton Avenue, Suite 1
Palo Alto, CA 94301
Office: (650) 329-1330 or (800) 332-4313
Fax: (650) 329-9957
www.dworkininsurance.com
Offering Indiyidual and Family Medical Insurance,
Travel Medical, Medicare Supplements, Dental Plans, and
Part D Prescription Drug Plans

LEGACY WEALTH MANAGEMENT
Daniel R. Henderson, MBA, CFP
3478 Buskirk Avenue, Suite 300
Pleasant Hill, CA 94523
Office: (925) 296-2853 or (877) 679-9784
Fax: (925) 944-5675
E-mail: daniel@Jegacywealthmanagement.biz

www.legacywealthmanagement.biz
Offering discounted John Hancock Long Term Care Insurance and

Life Insurance, Annuities, Retirement, Investment and Estate
Planning, Mutual Funds, and 401K.

DAVID WHITE & ASSOCIATES
Wealth Accumulation and Preservation
3150 Crow Canyon Place, Suite 2000
San Ramon, CA 94583
(800) 548-2671

Contact: Ryan Gonzales (ext. 2682),

rgonzales@dwassociates.com, or
Matt Kay (ext. 2628), mkay@dwassociates.com
Offering Investments, Retirement Plans, Education Savings
Accounts, Medical Insurance, Life Insurance, Disability Insurance,

and Long Term Care Insurance.

MWG FINANCIAL AND INSURANCE SERVICES
Jory Wolf, President/Founder
6333 Greenwich Drive, Suite 210
San Diego, CA 92122
Office: (858)888-7300
Cell: (510)919-9062
jorv@mwegfinancial.com
California Insurance License: 0E88330
Individual disability insurance solutions

CREDIT UNIONS

LA FINANCIAL FEDERAL CREDIT UNION
P.O. Box 6015
Pasadena, CA 91102-6015
(800) 894-1200
www.lafinancial.org
Open to anyone living, working or worshiping in Los Angeles
County, or referral from existing member.

PROVIDENT CREDIT UNION
303 Twin Dolphin Drive
P.O. Box 8007
Redwood City, CA 94603-0907
(800) 632-4699 - (650) 508-0300

www.providentcu.org
All LSI members are eligible to join.

QUESTIONS AND CONCERNS CONTACT:
Sandra T. Jimenez, CCLS, LSI Vice President
LSI Marketing Committee Coordinator
P.O. Box 58, Secley, CA 92273
Cell - (760) 604-3057
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LEGAL SECRETARIES, INCORPORATED
MEMBERSHIP LIST AS OF 1/31/12

Total Members |
{Fiscal Year-end | New Transfer Continuing
4/30/11) Association ! Members | Members Members Total Members
42 Alameda County LSA 3 34 37
0 Antelope Valley LSA 2 ] 10
50 Beverly Hlls/Century City LSA 3 30 42
22 Bufte County LPA 1 18 19
28 Capitol City LPA 1 15 17
5 Congjo Valley CFA 2 ) 7
17 Desert Palm LEA [ 15 21
16 El Dorado County LPA Z 19 21
49 Fresno County [PA B -1 3B 45
48 Hurnboldl County LPA 4 BEE] 39
37 Tmperial County LPA 14 26 40
27 Civermore-Amador Valley LPA 4 21 25
64 Long Beach LSA 18 52 70
46 Los Angeles [SA 7 36 43
17 Marin County LPA 1 12 13
38 Merced County LPA 7 1 33 41
14 Monterey County LSA 0
62 ML Diablo [FA 19 54 73
15 Napa County LSA 13 13
78 Orange County [SA 43 50 93
25 Palo Alto LSA 9]
39 Placer County LPA 5 15 20
19 Reading LPA ] 9
17 Rio Hondo District LPA [] 15 21
20 Riverside LPA 4 17 21
161 Sacramento LSA 54 109 163
239 San Diego [SA 59 146 205
34 San Fernando Valley LSA 22 20 42
43 San Francisco LPA 23 24 47
3 San Gabnel Valley LSA 3] 18 27
77 San Mafeo Counfy [SA 7 B0 67
26 Sanla Barbara [8A_ 4 22 76
59 Santa Clara County CSA 33 C- 79
] Santa Cruz County LPA 7 7
16 Santa Maria LPA 9 I 12
39 Sonoma County [SA 5 30 35
12 Southern Butte LSA 4 8 12
36 Stanislaus County .PA p] KI5 38
28 tockion-San Joaquin LPA [ 42 48
4 Trinity County LSA [¢] 4 4
22 Venfura County LPA 3 20 23
36 Members at Large -1 28
1688 YTD TOTALS 16043

Membership list as of 1/31/12
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Sacramento Legal Secretaries Association
Name/Address Change Reporting Form

Please fill out this form to let us know the changes you would like to make to your membership record.

CHANGES IN MEMBER INFORMATION (PLEASE PRINT LEGIBLY):
NAME:

FORMER NAME:

NEW EMPLOYER:

BUSINESS ADDRESS:

CITY:

STATE & ZIP:

BUSINESS PHONE:

FAX:

BUSINESS E-MAIL: {for vital updates/reminders)

NEW HOME ADDRESS:

CITY:

STATE & ZIP:

HOME E-MAIL:

(for vital updates/reminders)

CITANGE IN SPECIALTY:
o Administrative Law
o Business/Corporate Law
01 Law Office Management
r Real Estate

o0 Appellate Law
o Criminal Law
11 Litigation

r Taxation

CHANGES TO MAILING/LISTING INFORMATION:

Where do you want The Legal Eagle and other SLSA/LSI mail delivered?

Where do you want e-mail delivered?

Which address should be listed in the membership roster?
If you do NOT want to be listed in the membership roster, check here:

Please submit to:
Lynne Gomes

O Arbitration
o Family Law
11 Probate/Estate Planning

r Other:
O Business o Home
1 Business 1 Home
1 Business 0 Home

0 No roster listing

SLSA Vice President and Membership Chair 2012-2013
1201 K St., Ste. 1100

Sacramento, CA 95814

E-mail: vicepresident@slsa.org



The Legal Eagle

Volume 4 Book 12

Page 35

LEGAL SECRETARIES, INCORPORATED

Presents:
p) s LSI
The Legal Secretary’s Reference Guide THE LEGAL SECRETARY'S
REEERENCE GUIDE

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

The guide includes:

o Grammar and punctuation tips, document control

and filing tips

o Legal terminology

o Legal research tips/proper usage of citations

o Timetables in civil litigation, discovery, and statutes

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

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

NAME,

ORDER FORM:

$37 - INCLUDES TAX AND
SHIPPING & HANDLING

NUMBER OF COPIES

E-MAIL ADDRESS

PHONE ( )

ADDRESS

cITY

STATE ZIP

Educating Since 1934

LEGAL SECRETARIES, INCORPORATED
P.O. Box 660, Fortuna, CA 95540-0660
(800) 281-2188 or (707) 725-1344
Fax: (707) 725-1344 www.lsi.org
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LEGAL SECRETARIES, INCORPORATED

LEGAL PROFESSIONAL'S HANDBOOK
FOR CALIFORNIA LAW PRACTICE

compiled by Legal Secretaries, Incorporated
published by The Rutter Group

LEGAL STAFF’'S ULTIMATE RESOURCE GUIDE FOR OVER 75 YEARS!

STEP-BY-STEP GUIDANCE: Step-by-step instructions for each major area
of law practice; shows deadlines, fees, number of copies, addresses and
all the other details needed to do the job right the first time!

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

RELIABLE: The Handbook is written and reviewed by experienced legal

secretaries, attorneys, and judges. The Publications Revision Committee 2 Volumes

has years of practical know-how and expertise in each area covered LSI Members-Only Price: $236
in the Handbook. Nonmembers Price: $295
UP-TO-DATE: The Handbook covers the current statutes and court rules. (Includes shipping)

It is kept up-to-date by the Publications Revision Committee through
annual replacement pages.

CONTENTS
* California Court System * Foreclosures: Mortgages and Trust * Probate Proceedings: Decedents' Estates;
* Statutes of Limitation/Jurisdiction Deeds; Mechanic's Lien Guardianships/Conservatorships; Trust Law
* Attachment/Other Provisional Remedies - Unlawful Detainer * Workers' Compensation
» Commencement of Civil Actions . * California Commercial Code

Federal Civil Procedure and Appeals
* Bankruptcy

Discovery in Civil Actions
Pretrial and Judgment in Civil Actions

* Corporations
Limited Partnerships

* Postjudgment Proceedings + Family Law * Intellectual Property Law: Copyrights;
= Civil Appeals and Writs * Adoptions Trademarks; Patents
= ADR * Criminal Law and Procedure * Miscellaneous General Information

=

LEGAL PROFESSIONAL'S HANDBOOK ORDER FOR

Legal Professional’s Handbook $236 (LS| Members-Only Price)

Legal Professional’s Handbook $295 (Nonmembers Price) |

[J MY PAYMENT IS ENCLOSED. 45-day return privileges apply.
[] PLEASE SEND ON 45-DAY APPROVAL. If | decide not to keep this title, | will return it within 45 days at my own expense.

3 ways to order! Your subscription(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Mail or fax this order form [J Do not send future Updates. | understand this product has limited value without Updates. (Cost of 2011 Update was $135.)
Call 1-800-747-3161 (ext. 2) e —
Visit www.RutterGroup.com £-MAIL: ADDRESS STATEGAR HUMBER

FIRM —
Mail to THE RUTTER GROUP ADDRESS SUITE
15760 Ventura Blvd.
Suite 630 o =TAE 2l
Encino, CA 91436 [ Enclosed is my check for payable to THE RUTTER GROUP
Or fax to 1-818-377-7839 [ Charge $ onmy [JWVISA [JMASTERCARD [ AMERICAN EXPRESS

CREDIT CARD NUMBER — EXP. DATE

SIGNATURE

To order or for more information, call 1-800-747-3161 (ext. 2) 10272000

=

¥ THE RUTTER GROUP’

: THOMSON REUTERS
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LEGAL SECRETARIES, INCORPORATED

LAW OFFICE PROCEDURES MANUAL

FOR CALIFORNIA LAW PRACTICE

compiled by Legal Secretaries, Incorporated
published by The Rutter Group

THE IDEAL TRAINING MANUAL FOR NEW STAFF!
QUICK REFERENCE FOR EXPERIENCED STAFF!

The Problem: Training new law office staff members is time-consuming and expensive.
The adequacy of the training is often dependent on the ability of the existing staff.

Loss of key personnel may make it impossible to train and supervise less experienced staff.
The Solution: A system for training new staff and a reference source for all existing

office personnel. The Law Office Procedures Manual, created by Legal Secretaries,
Incorporated, provides everything you need to know about the forms, rules and

procedures required in a law office. TVolume
STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice. LSI Members-Only Price: $140
FORMS: The Manual includes the major Judicial Council forms, plus typical Nonmembers Price: $175
attorney-drafted forms. Sample forms are filled out to illustrate common applications. (Includes shipping)
UP-TO-DATE: The Manual is updated twice a year to include revised Judicial Council
forms and er changes in applicable rules and procedures.

CONTENTS
* Court Structure * Adoptions Notarial Acknowledgments; Recording
= Civil Procedure * Probate Laws; Forms of Address; U.S. Postal
* Local Rules + Conservatorships and Guardianships Service Addressing Standards and State
= Discovery « Corporations and Limited Liability Code Abbreviations; Transcription and
= Unlawful Detainer Companies Proofreading; Alphabetic Filing Rules;
* Real Estate * Workers' Compensation Calendars; Legal Abbreviations
* Criminal * Miscellaneous: Practice Tips; Service and ;2?;::&?;12:2:;1':mcedums;
= Family Law Proof of Service; Fax Filings; Verifications;

Substitution/Association of Counsel; * Glossary

LAW OFFICE PROCEDURES MANUAL ORDER FORM

$140 (LSI Members-Only Price)

Law Office Procedures Manual $175 (Nonmembers Price)

[C] MY PAYMENT IS ENCLOSED. 45-day return privileges apply.
[J PLEASE SEND ON 45-DAY APPROVAL. If | decide not to keep this title, | will return it within 45 days at my own expense.

3 ways to order! Your subscription(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.
Mail or fax this order form [ Do not send future Updates. | understand this praduct has limited value without Updates. (Cost of 2011 Update #2 was $50.)
Call 1-800-747-3161 (ext. 2) NAME PHONE ( )
Visit www.RutterGroup.com E-MAIL ADDRESS STATE BAR NUMBER

FIRM -
Mail to THE RUTTER GROUP ADDRESS SUITE
15760 Ventura Blvd.

3 ar 5 P

Suite 630 e TATE ¢
Encino, CA 91436 [J Enclosed is my check for $ payable to THE RUTTER GROUP
Or fax to 1-818-377-7839 [OcCharge$_ onmy [IWVISA [JMASTERCARD [ AMERICAN EXPRESS

CREDIT CARD NUMBER i EXP. DATE

SIGMATURE

To order or for more information, call 1-800-747-3161 (ext. 2) e

S THE RUTTER GROUP”

'z THOMSON REUTERS
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SLSA COMMITTEE CHAIRMEN

COMMITTEE
Advertising Chair
Benefits Chair

Boss of the Year Chair
Boss of the Year Co-Chair
Boss of the Year Co-Chair

Budget Committee Members

Bulletin Chair
CCLS Chair
Charitable Projects Chair

Day in Court Chair
Day in Court Co-Chair
Employment Chair

Fairytale Town Chair
Fairytale Town Co-Chair

Financial Review Committee Members

Historian
Interclub Chair

Law Office Products/Management Chair

Legal Procedures Chair
Legal Procedures Co-Chair

Legal Professional of the Year
Legal Professional of the Year
Legal Professional of the Year

Legal Secretarial Training Chair
Marketing Chair
Membership Chair

Nominations & Elections Chairs

Professional Liaison

Programs Co-Chair

Programs Co-Chair

Publicity Chair

Reno Bus Trip Chair

Reno Bus Trip Co-Chair
Reservations and Reception Chair
Scholarship Chair

Vendor Liaison Chair

Ways & Means Chair

Website Coordinator

2011-2012

SLSA CHAIRMEN
Open

Jennifer Chastain

Maimie Chyinski

Lindsey Perry

Desiree Delonia, CCLS
Astrid Watterson, CCLS
Maimie Chyinski

Alex Cain

Liz Gideon

Jennifer Estabrook, CCLS
Crystal Rivera

Teri McClory, CCLS

Lacy Monserrat

Rebecca Lerma

Crystal Rivera

Jaymie Moralez

Ron Bodenmann

Jennifer Estabrook, CCLS

Sherri Lee Caplette, CCLS
Jennifer Shelton

Teri McClory, CCLS
Executive Board

Open
Corene Rodder

Molly Mahoney
Stevie Garcia

Maimie Chyinski
Lindsey Perry

Desiree Delonia, CCLS
Astrid Watterson, CCLS
Lynne Gomes

Lynne Gomes

Jaymie Moralez
Yolanda De La Cruz
Shelly Reyes

Open

Executive Board
Sophia Albov, CCLS
Open

Lynne Gomes
Johnny Bateman

Maimie Chyinski
Anne French
Lynne Gomes
Open

Executive Board

CONTACT

chastainj@gtlaw.com

mchyinski@fagenfriedman.com
lindseypetryl@yahoo.com
ddelonia@yahoo.com

awatterson@somachlaw.com
mchyinski@fagenfriedman.com
acain@nationwideasap.com

leideon@weintraub.com

ctivera@somachlaw.com
teretad@hotmail.com
Imonserat@cbmlaw.com
rmlerma@stoel.com
ctrivera@somachlaw.com
jmoralez@somachlaw.com

ron@capitol-digital.com

scaplette@fagenfriedman.com
jsundquist@murphyaustin.com
teretad@hotmail.com

rodderc@gtlaw.com

mmahoney214@gmail.com
steviegarcia@gmail.com

mchyinski@fagenfriedman.com
lindseyperryl@yahoo.com
ddelonia@yahoo.com

awatterson@somachlaw.com
gomesl@gtlaw.com
gomesl@gtlaw.com

jmoralez@somachlaw.com
ydelacruz@somachlaw.com
shelly@binnslaw.com

salbov(@cookbrown.com

gomesl@gtlaw.com
jbateman(@capitol-digital.com
resetvations@slsa.otg
afrench@downeybrand.com

gomesl@gtlaw.com
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SLSA EXECUTIVE BOARD

President

Dawn Forgeur, CCLS
(916) 319-4786
president@slsa.org

2011-2012

Vice President

Lynne Gomes

(916) 442-1111
vicepresident@slsa.org

Secretary

Deseree Gamayo
(916) 631-1522
secretaty@slsa.org

Parliamentarian

Astrid Watterson, CCLS
(916) 446-7979
parliamentarian@slsa.org

Governor
OPEN
governor@slsa.org

4 Treasurer
Melanie Herman
(916) 446-2000
treasurer@slsa.org

OPEN

by Liz Gideon

The Legal Eagle welcomes
letters and article suggestions
from readers. Please send them
to: Liz Gideon, c¢/o Weintraub
Genshlea Chediak Tobin &
Tobin, 400 Capitol Mall, 11th
Floor, Sacramento, CA 95814
or lgideon@weintraub.com.

The Sacramento Legal Secre-
taries Association treserves the
right to edit articles and letters
sent in for publication. The
deadline for all submittals is

the Monday after the general
meeting of the month preced-
ing the month of publication.
This publication is designed to
provide accurate and authorita-
tive information in regard to
the subject matter covered. It
is distributed with the under-
standing that the publisher is
not engaged in rendering legal,
accounting, or other profes-
sional services. If legal advice
or other expert assistance is
required, the setvice of a com-

petent, professional
should be sought.

person

The opinions expressed in the
articles published herein are
those of the individuals sub-
mitting the articles and not
necessarily the views of the
board or editorial staff. This
publication may not be repro-
duced in whole or in part with-
out the express written consent
of the board of the Sacramento
Legal Secretaries Association.

Legal Secretaries, Incerporated

It shall be the duty of each Member of the Legal Secretaries, Incorporated to observe all laws, rules,

Do not follow where
the path may lead.

Go instead where there
/s no path and leave a
trail.”

~ Harold R. McAlindon

and regulations now and hereafter in effect relating to confidentiality and privileged communication,

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

professional conduct.

Dedicated te Jean Maeare, PLS



PITOL

Digital Document Sohitions

555 Copito! Mall, Suite 235

CAPITOL DIGITAL DOCUMENT SOLUTIONS

Your Reliable Source for Litigation Support Services:

Copying. Scanning and Electronic Discovery

Awailable 24 hours a day —Sewven days a week!

Electronic Discovery Litigation Scanning
Litigation Copying On-site Copying & Scanning
Bates Mumbering Banner and Court Exhibit Boards

Labeling Cwersized Copying, Scanning & Printing
Binding Color Copying, Scanning & Printing
Web Hosting Wideo & Audio Duplication
High volume Copying File Corwersion

Free Pickup & Delivery in the Greater Sacramento Area

(916)449-2820



