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President's Message
By:  Brenda Bracy, CCLS

Happy Thanksgiving to everyone.  I hope you all have a great holiday with your family and friends.  Think 
about what you are thankful for this year.  I am thankful for my family and my friends.  I am truly blessed to 
be on the Board of such an amazing organization.  I have met some wonderful people and I have some 
life time friends just because I decided to join Sacramento Legal Secretaries Association.  I have had a 
tough year and I couldn’t have made it without the support my friends have given me.  I thank each and 
every one of you.  If you take any family photographs, please send them to our Bulletin Editor, Dawn 
Forgeur, CCLS at editor@slsa.org. 
 
With the end of the year approaching, we will hold our annual Mock Trial on December 13, 2018.  We look 
forward to everyone attending this year.  We will also have our ornament exchange following the Mock 
Trial.  We will do the stuffing of the Christmas stockings on December 18, 2018.  Please bring your 
donations to the December 13, 2018 Mock Trial.  Or, you can email a Board member and we will make 
arrangements to have your donations picked up at your office. 
 
Several SLSA members attended LSI’s Second Quarterly Conference which was held in Reno on 
November 9-11, 2018.  The conference was educational and entertaining.  I attended two education 
classes, and both were outstanding. 
 
The federal class was about human trafficking.  The speaker travels around the globe meeting with people 
and is trying to get a handle on this very sad situation.  The speaker talked to us about how young girls 
and women are recruited by these sex traffickers and are swiftly sent out of the country and how hard it is 
for them to break free.  These people show up all over the place and promise a better life and lucrative 
jobs.  Desperate people are vulnerable and they get sucked in before they know it.
 
The civil class that I attended was about a court drug addiction program.  The speakers were a prosecutor, 
defense attorney and a psychologist.  They spoke about how you get into the program, and how it works.  
Not everyone gets in, and not everyone successfully graduates.  The program is very intense and lasts at 
least a year.  It is only available to people who have been arrested and have a drug, alcohol or gambling 
problem.  The program keeps people out of the jails and allows them to work, but they must comply with 
very strict rules in order to stay in the program.  If they fail, they go back to jail and serve out their 
sentences.  I thought this was a great idea and I hope other counties do similar programs in the future.
 
LSI is continuing to offer educational opportunities for its members.  You can check out the classes offered 
on the LSI website at LSI.org.  If you attend a seminar or class, please send our Governor, Jan Ainsworth, 
an email that you attended, or go to our website, www.SLSA.org and fill out the CAPS form.   
 
I look forward to seeing everyone at SLSA events and meetings.  Please feel free to contact me if you 
have any questions, suggestions, or comments to president@slsa.org.

https://www.slsa.org/chapter-achievement-points-caps-online-submission-form/
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Governor's Report
By: Jan Ainsworth

We “Fell Into Winter” at LSI’s Second Quarterly Conference held at The Silver Legacy Hotel, Reno, 
Nevada, November 9-11, 2018, and a good time was had by all.  Fifteen LSI Directives were responded 
to; eight SLSA members were in attendance; four LSS seminars were attended; four participated in Game 
Night; and two Opportunity Drawing donations.  SLSA earned 900 Chapter Achievement points.

Chapter Achievement Points to date:  18,100
LSI’s Third Quarterly Conference will be held February 15-17, 2019, at the Viejas Hotel and Resort in 
Alpine, CA; Host Association: San Diego County LSA.
 
The "#MeetLSI” Membership Contest is in full swing and runs from now until January 31, 2019.
 
The 2018 revision of the LOPM and LPH have been completed and sent to Rutter.  The PRC will 
begin revising the LOPM and LPH for 2019 shortly.  The LOPM will be soft-bound and replaced in its 
totality annually, so no more hard bound editions with multiple inserts.  In addition, the LOPM will not 
contain any Judicial Council forms.  Instead there will be links to their location.
 
As of November 2018, the LSS has 159 members and a new logo to differentiate itself from the LSI logo.  
Check it out here:

LSI has a total membership of 1,192, which includes 
29 Members-at-Large, 25 Student Members, and 7 Associate 
Members.
 
The CEC Coordinator reported that there is discussion of changing 
“Online Discovery Class” to “Advanced Discovery Class.”

There is also discussion regarding recorded online webinar offerings in the 2019-2020 fiscal year.  LSI 
would like you to have access to an on-demand feature.  In this way, if you are unable to attend a 
webinar, you can still access it on-demand for a time limit yet undetermined.
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Governor's Report, cont.
The LSI Treasurer recommended amending Standing Rule (“SR”) 2.15 to reflect current procedure.  
SR 2.15 currently reads:  2.15.  Oral reports of LSI Officers and Committee Chairmen shall be limited to 
two minutes each, except that of the Treasurer.  The recommendation is to delete the words “except that 
of the Treasurer.”  There was no discussion.  The ayes had it and SR 2.15 was adopted as printed in the 
LSI Executive Resume.
 
RECOMMENDATION #1:
The Marketing Committee recommended simplifying SR 13 re items available through corporate office.  I 
will not regurgitate the items, their unit price, and the costs of handling and shipping.  The 
Recommendation is to strike the entire SR 13.1 and insert the following:
 
13.1  Items sold through Corporate Office shall be listed on LSI’s website and on the order form provided 
in The Legal Secretary magazine.  The prices indicated shall include any applicable sales tax, plus 15% 
of the total cost of the order for shipping and handling.  The costs for shipping and handling shall be 
waived for orders placed and prepaid at LSI Conferences.  Individuals have thirty (30) days from the date 
the item(s) are delivered, based on the USPS tracking, to return items in a saleable condition.  Original 
and return freight charges are the responsibility of the customer.  Freight collect shipments will not be 
accepted.  For your protection, we recommend using a traceable shipping method or insured Parcel 
Post.  Shipping costs are non-refundable.
 
There was no discussion.  The ayes had it.  SR 13.1 was adopted as printed in the LSI Executive 
Resume.
 
RECOMMENDATION #2:
The recommendation is to insert the following as Standing Rule 13.3:
 
13.3  The following items may be ordered through Corporate Office for a nominal charge or downloaded 
for free from the LSI website:  (a) Brass Tacks; (b) Guidelines for Preparation of a History Book; 
(c) Guidelines for Preparation for a Legal Education Program; (d) Guidelines for Hosting LSI 
Quarterly/Annual Conference; (e) LSI Bylaws and Standing Rules; (f) LSI History.
 
There was no discussion.  The ayes had it.  SR 13.3 was adopted as printed in the LSI Executive 
Resume.
 
CCLS:  Congratulations to SLSA Member, Susan Heu, CCLS, who passed the September 2018 CCLS 
exam.  If you see Susan, please congratulate her on a job well done.  That’s hard work.
 
Webinars:  So that LSI can keep up with the high demand for webinars, they are closing online 
registration two days prior to a webinar.  In this way, they are able to get the login information out to all 
registrants in a timely manner.
 
Social Media:  Some of LSI’s social media links have changed.  They are:
 
Website:  www.lsi.org                                                          Facebook:  https://www.facebook.com/MEETLSI/ 
LinkedIn:  https://www.linkedin.com/in/meetlsi/               Twitter:  https://twitter.com/MeetLSI
Instagram:  https://www.instagram.com/legal_secretaries_inc/

https://twitter.com/MeetLSI
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Chapter Achievement Reporting Form
Each association in LSI participates every year in the Chapter Achievement Points (CAPs) contest, and these 
points are tracked by SLSA’s Governor.  This covers activities from April 1, 2018, through March 31, 2019.  
 
Please complete this form and mail or email it to SLSA’s Governor, Jan Ainsworth.  If you attend a function and 
are not sure if it applies, include it below on the blank line provided and it will be determined if it applies.
 
Date of Event     Event
 
___________     I submitted an article to The Legal Secretary magazine.  (50 points)
___________     I attended an LSI Quarterly or Annual Conference.  (50 points)
___________     I attended an Officer/Chairman Workshop at the Annual Conference.
                           How many workshops?  _____  (25 points)
___________     I rented a car through Hertz with the LSI discount.  (200 points)
___________     I took the CCLS exam – Test Date:  _______________.  (100 points)
___________     I passed the CCLS exam – Test Date:  _________________.  (200 points)
___________     I recertified as a CCLS during the 2018-2019 fiscal year.  (50 points)
___________     I attended another association’s monthly meeting, installation, or other function. (50 points)
___________     I attended an educational workshop or seminar sponsored by SLSA or another local
                           association. (25 points)
___________     I attended an educational workshop or seminar sponsored by a Forum, CEB, or
                           the Rutter Group.  (25 points)
___________     I attended an educational workshop or seminar via webinar. (50 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, 2019. (100 points)
___________     I attended a Legal Specialization Section Seminar at Quarterly or Annual
                           Conference.  How many?  __________.  (50 points per seminar)
___________     I submitted an article for use in a Legal Specialization Section newsletter.  (50 points)
___________     I purchased the Legal Professional’s Handbook (LPH).  (200 points)
___________     I purchased the Law Office Procedures Manual (LOPM).  (200 points)
___________     I purchased updates to the LPH. (100 points)
___________     I purchased updates to the LOPM. (100 points)
 

Name: ________________________________  Email:  ________________________________
 
 

Sacramento LSA
Attn:  Jan Ainsworth, Governor

Murphy Austin, 555 Capitol Mall, Ste. 850, Sacramento, CA 95814
(jainsworth@murphyaustin.com OR governor@slsa.org)
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Upcoming Conferences

February 2019 Quarterly Conference
Viejas Casino & Resort Hotel, Alpine, CA
[Opposite the Viejas Factory Outlet Mall]

Dates:  February 15-17, 2019
Scrip - $150 / Room - $167.63
Host Assn:  San Diego County LSA

 
May 2019 Annual Conference

DoubleTree by Hilton Fremont/Newark 
Newark, CA

Dates:  May 15-19, 2019
Scrip - $135 / Room - $159

Host Assn:  Alameda County LSA
 

August 2019 Quarterly Conference
Hilton Los Angeles North/Glendale, Glendale, CA

[Nearest Airport:  Bob Hope/Burbank]
Dates:  August 15-18, 2019
Scrip - $182 / Room - $175

Host Assn:  San Gabriel Valley LSA

November 2019 Quarterly Conference
Hilton SF Financial District, San Francisco, CA

[Located across the street from Chinatown]
Dates:  November 21-24, 2019
Scrip - $165 / Room - $185

Host Assn:  Alameda County LSA
 

February 2020 Quarterly Conference
DoubleTree Hotel, Modesto, CA
Dates:  February 21-23, 2020

Scrip – TBA / Room - TBA
Host Assn:  Stanislaus County LPA

 
May 2020 Annual Conference

Hilton Arden-West, Sacramento, CA
Dates:  May 7-10, 2020

Scrip - $138 / Room - $149
Host Assn:  Sacramento LSA

 
August 2020 Quarterly Conference

Stockton Hilton, Stockton, CA
Dates:  August 21-23, 2020
Scrip - $135 / Room - $149

Host Assn:  Stockton/San Joaquin County LSA
 

Updated 8/23/18
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November Dinner Meeting
By: Lynne Prescott, CCLS

Our guest speaker for the November dinner meeting was Heidi Cornell,
Regional Manager of Marketing and Sales for Macro-Pro, Inc.  Heidi is also 
a member of SLSA.  Her presentation was on “Ethical and Efficient Records Retrieval.”
 
Heidi reminded us that ethics are a “should do,” while laws are a “must do.”  Laws are a codifying of ethics with 
penalties. In the past, medical records were not always protected, even though it was ethical to do so. As a result, 
laws were written to provide protection for the patient and punishment for the offenders.  Medical record retrieval 
laws, including HIPAA, are covered under federal and state statutes.  These laws are written primarily for the 
protection of the patient.  It is important to note that California’s Constitution declares privacy an inalienable right, 
and California state law protects the privacy of individually identifiable personal information and the release of 
medical and other types of records.
 
Personal medical information in the wrong hands can lead to blackmail, loss of income, embarrassment, etc.  
Medical records often contain personally identifiable information, which is often used in identity theft cases and 
can result in major financial losses for the victim.  The HIPAA privacy rule, 45 C.F.R. § 164.501 et seq., requires a 
HIPAA-compliant authorization signed by the patient or their assignee with sufficient information to identify the 
patient’s records.
 
Heidi stated that while there are many different types of medical records, some have more legal protection than 
others:

Standard Doctor Visit Records
Hospital
Clinic Records
Physical Therapist
Substance Abuse
Psychological
HIV/AIDs

Records concerning substance abuse, psychological, genetic, sexually-transmitted disease and HIV/AIDS 
information have more legal protection because of the social stigma that may attach to them.  Most facilities will 
only release these records with a special patient-signed authorization that specifically authorizes the release of 
these records.  A subpoena may be used ONLY when plaintiff has raised the issue and claim of injury is related to 
drug, alcohol, psych/stress, genetic, sexually-transmitted disease or HIV/AIDS.
 
HIPAA
 
HIPAA, as we commonly refer to it, stands for the Health Insurance Portability and Accountability Act, also known 
as the Kennedy-Kassembaum Bill, and was signed by President Clinton in 1996.  HIPAA is a part of the federal 
law that protects the “Privacy of Individually Identifiable Health Information.” CFR Title 45 - Public Welfare § 
164.508.   HIPAA applies to “covered entities,” such as healthcare providers, health plans, healthcare 
clearinghouses and their contracted business associates.  HIPAA also codifies the conditions under which the 
covered entities may release records and details the requirements for valid authorizations.

Ethical and Efficient Records Retrieval
Heidi Cornell, Macro-Pro, Inc.
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November Dinner Meeting, cont.
In order for an authorization for records to be HIPAA compliant, it must contain the following:

HIPAA and the California Privacy Code does apply to attorneys obtaining records.  You must use HIPAA-
compliant authorizations and you must protect the information you receive.  HIPAA does not apply to lawful 
subpoenas.
 
Role of the Subpoena Service
 
The role of the subpoena service is to: act as the deposition officer; obtain the records efficiently and timely; 
ensure code requirement compliance; memorialize, retain and distribute records; and, support the client’s 
discovery efforts. The subpoena service must be in compliance with Code of Civil Procedure section 2020.420 
and must be a professional photocopier.  (Bus. & Prof. Code, §§ 22450-22463.) They must be registered in the 
county where their main office is located.  The subpoena service must be bonded, and one member of 
management must be a Notary Public.
 
The subpoena service should provide for timely service, both statewide and nationally, and should have a 
database of custodian requirements/preferences.  They should be highly experienced with difficult custodians 
(i.e., Stanford, Kaiser billing), and be capable of advancing fees or can issue checks for fees.  The subpoena 
service should ensure that all parties receive the same records.
 
Some exceptions allow attorneys to act as a deposition officer, primarily that the attorney “shall not be financially 
interested in the action” and “shall not act as an advocate before a jury which will hear testimony from a member 
except under specific circumstances.”
 
How Do You Word Your Request So You Receive All Relevant Information? 
 
Start with standard things like case name, person’s identifying information, records requested, etc.  Your provider 
can assist with wording, and some facilities have formal descriptions for what can be released.  Be mindful that 
some records are not in the standard file, so ask for specific items as necessary; for example, brain scan, fetal 
monitor strips, psychiatric records.  Ensure all pertinent jurisdictional code requirements are adhered to and that 
all parties are properly noticed.  Be aware of upcoming dates such as depositions, mediations, trial, and 
communicate those to your service provider.  Make sure you include clear, identifiable information for locating 
records such as date of birth, SSN, policy and account numbers, etc.
 
Government Records
 
There are different requirements for government records, especially for Medicare and Medi-Cal, where the patient 
gets their own records or the authorization is on behalf of the patient.  The federal government cannot be 
subpoenaed with a state subpoena, and you must use a federal authorization to obtain records.  The 
consumer/plaintiff must sign and date the authorization forms.  Note that some federal agencies can take up to a 
year to get records.

The information to be disclosed.
The name of the facility that is the custodian of the patient’s records.
The name of the entity that is entitled to receive the records and their agent.
The purpose of the disclosure.
A statement informing the patient of the right to revoke, the procedure to revoke, and 
any exceptions to that right. 
The date on which the authorization will expire or the occurrence upon which it will 
expire.
The signature of the patient and the date the patient signed.
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November Dinner Meeting, cont.
Military records and records from the Social Security Administration must go through the appropriate federal 
agency channels.  To avoid any delays or having the request rejected, all required fields must be completed, 
signed and dated, and you must specify the type of records you are requesting. They will not honor generalities 
such as “Any and All” or “Entire File.”
 
Local government emergency services records, such as from the fire department, police department, 
paramedics/EMT agencies and ambulance companies, are NOT filed by the person’s name, date of birth or SSN, 
but by the date and place of incident.  To secure these records, it is extremely important to provide the date, time 
and place of incident, as well as the address, cross streets or freeway exits, if known.
 
Out-of-State Subpoenas
 
Regarding out-of-state subpoenas, until recently a subpoena from one state would not work to obtain records for 
a service provider or incident in another state.  However, the Interstate Depositions and Discovery Act allows 
litigants to present to a clerk of the court located in the state where discoverable materials are sought, a 
California subpoena for a California case.  Once the clerk receives the California subpoena, the clerk will issue 
their state subpoena for service and attach it to the California subpoena.  Both subpoenas are served upon the 
person or entity to which the original subpoena is directed.  The terms of the issued subpoena must incorporate 
the same terms as the original subpoena and contain the contact information for all counsel of record and any 
party not represented by counsel.  There are several states that have not enacted the Interstate Depositions and 
Discovery Act: Connecticut; Nebraska; Maine; Massachusetts; Missouri; Texas; Florida; Wyoming; and, the U.S. 
Commonwealth of Puerto Rico.
 
You DO NOT have to obtain records under UIDDA if the entity being subpoenaed is located out-of-state and the 
records are located out-of-state, but the entity is registered with the California Secretary of State as a foreign 
corporation.  The entity must have a designated agent for service of process inside the State of California, and 
the entity must have performed the service or the incident must have occurred inside the State of California.  
Then the entity MUST honor a California subpoena for records.
 
Roadblocks and Challenges
 
Roadblocks and challenges can occur with any subpoena or records request.  An objection is designed to be 
used by a non-party to the case, usually the facility whose records are being subpoenaed.  However, opposing 
counsel will often send an objection letter to the facility telling them not to release records.  Most of the time the 
opposing counsel wants to limit the scope of the subpoena.  The attorneys confer and, if agreement is not 
obtained, the opposing counsel may file a motion to quash.
 
If a motion to quash is filed with the court, all work to obtain records must cease.  Any objection or motion to 
quash should be served on the attorney and the record retrieval company.  If there is an order to quash, or if the 
objection is agreed upon by the attorneys, all records subject to the order or agreement obtained, but not yet 
distributed, must be destroyed by the record retrieval company.
 
Receiving Improper Records
 
The custodian is responsible for releasing only the records called for in the authorization or the subpoena.  
Sometimes the custodian inadvertently releases records that contain substance abuse, psychological, HIV/AIDS 
records, or records that include the medical records of another person.  Usually these records are discovered by 
the attorney or their staff as they go through the records.  Once these records are discovered, all persons in 
possession of the records should destroy them.  This includes the record retrieval company.
 
SLSA is very grateful to Heidi and Macro-Pro for providing such in-depth information on this very important 
topic.



December 2018

15The Legal Eagle

Sacramento Legal Secretaries Association

Vendor of the Month
By: Jennifer Estabrook, CCLS

Our Vendor of the Month for November was Heidi Cornell of Macro-Pro.  An international records 
retrieval company, Macro-Pro is a certified WBE (women-owned business enterprise) that has been 
in business for over 25 years.  Macro-Pro has served and obtained legal documents and located 
people all over the world and maintains many specialized authorizations to expedite the retrieval 
process.  Photocopying, scanning and x-ray duplication are available on or off-site and document 
delivery can be accomplished via paper, CD, USB, secure email, encrypted online download and 
secure file transfer (SFTP) directly to the client’s server.  Macro-Pro prepares and serves civil, 
federal, workers’ compensation and longshore subpoenas and signed authorizations.  Other services 
offered include medical record summarization, permanent disability calculators, expert witnesses for 
lien trials, CEU training and workshops, and investigations and special searches.  For more 
information you may contact Macro-Pro at (800) 696-2511 or www.macropro.com.
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Member News
By: Jaime Gooch

ACTIVE MEMBERSHIP
 
Mary Fisher – Mary is a Supervising Legal Secretary at the Sacramento County Office of
County Counsel, and has been employed as a legal professional since 2012. She specializes in
family law, law office management, and juvenile dependency. She celebrates her birthday on
April 22. She has been a member of Placer County LPA 2015-2018 and San Mateo LSI 2012-2015.
 
Fatima Qauomi – Fatima is an Administrative Legal Secretary at California Rural Legal
Assistance, Inc., and has been employed as a legal professional since 2000. She specializes in
criminal law, law office management, and litigation. She celebrates her birthday on June 30 and 
enjoys travel and family events.

Happy December
Birthdays!
Shareen Khan - December 7

Linda Gerst - December 8
Debbie Jordan - December 10
Karen Takao - December 11
Serena Heller - December 14
Serena Pena - December 16
Maria Cantrell - December 17

Margie Fair - December 19
Marci Frazier - December 20

Anna Marie Argumedo - December 28

Welcome, and congratulations to the following new members of SLSA.
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Member News, cont.
CONDOLENCES

 
With deepest sympathy, our thoughts and prayers are with you.

 
SLSA member Mary Taylor’s mother has passed away.

Cards of condolence can be sent to Mary at the following address:
 

Mary Taylor
3301 N. Park Drive, #212
Sacramento, CA  95835

 
The mother of Michelle Tice, San Diego LSA's Governor, has passed away.

Cards of condolence may be sent to:
 

Michelle Tice
1774 Fuerte Estates Drive

El Cajon, CA 92019
 

The mother of Cathleen McGrath Siler of Long Beach LPA, and former LSI Social 
Media Chair, has passed away. Cards of condolence may be sent to:

 
Cathleen McGrath Siler
779 Stone Harbor Circle

La Habra, CA 90631-8935
 

The father of former LSI PRC Assistant Editor, Linda Moore has passed away
Cards of condolence may be sent to:

 
Linda Moore, CCLS

5350 Baltimore Drive, #55
La Mesa, CA 91942
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Halloween at FairyTale Town
By:  Deseree Aguillen

This year’s Fairytale Town’s Safe & Super 
Halloween theme was Dinosaurs.  There 
were over 10,000 attendees!  This year’s 
craft was paper plate dinosaurs; there were 
also coloring sheets for the younger children.  
A huge THANK YOU to: Paul Simmons, 
Andy Hitchings, Theresa Barfield, Crystal 
Rivera, Corene Rodder, Brenda Bass, 
Brenda Bracy, CCLS, Gloria Kendrick, Sheila 
Kelley, Marcia Ney, Dawn Willis, Downey 
Brand, Morgan Lefforge, Isis Estrada and 
Shannon Kline for your generous candy 
donation, Tristan Hopkins at Capitol Digital 
for photocopying the coloring sheets and to 
all the volunteers; this event couldn’t have 
been possible without all of you.
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Law Office Products and Management
By:  Gisele Mitsuk

Hello SLSA members!  In past newsletters I’ve submitted articles on tips & tricks as well as an article 
on interpersonal management.  I’m not sure about you, but I love learning time-saving keystroke tips 
and neat tricks to do with software.  The less time that I spend with my mouse and the more time I 
spend with my keyboard, the more efficient I can be with my work.  And I really like efficiency.  So let 
me share a few Microsoft Outlook tricks that you may not already know.

Microsoft Outlook - on PC
 
Need to create a new email, pronto?
Ctrl + N is your answer.  Just be sure your Outlook main 
window is open and activated.  If your computer is currently 
active on a different application, easy peasy… Press & Hold 
the Alt key with your left thumb, Press the Tab key with your 
ring finger once, twice, as many times as you need until the 
main Outlook window is shown in your list of open applications.

Image by Ddfairchild on No Man's Sky WikiWant to send your email in a hurry?
Press Ctrl + Enter.  You’ll be asked by Outlook if you’d like to attribute this keyboard shortcut to 
“sending email.”  I recommend unchecking the box next to “Don’t ask this question again” and 
clicking “Yes.”  Allow that window to pop up about 4-5 times.  By then you’ll have cemented in your 
muscle memory the action of Ctrl + Enter and you can leave the box checked.
 
Need to create a new appointment?
Same trick as creating a new email.  Be sure you are in Outlook on the calendar page.  Then press 
Ctrl + N.  Once you are in the new appointment, you can press Tab to get to the next field.  Press 
Shift + Tab to return to the previous field.
 
What about shortcuts between the different functions in Outlook?  Easy!  Read on!
 
How do I get to the Outlook Calendar by just using the keyboard?
Another easy solution!  If you are actively in Outlook email/contacts/tasks/folders, etcetera, and you 
want to access the calendar, press Ctrl + 2.
 
How do I access Outlook Inbox from other Outlook functions using the keyboard?
Another easy solution!  Press Ctrl + 1.
 
How do I access Outlook contacts from other Outlook functions using the keyboard?
Another easy solution!  Press Ctrl + 3.
 
There are shortcuts to each of the other Microsoft Outlook functions.  For the full shortcut list, visit:
www.craigbailey.net/tip-outlook-keyboard-shortcut-to-switch-between-email-calendar-etc/
 
Looking ahead… I’m open to your input as to what should be included in Law Office Products & 
Management in the next edition of The Legal Eagle.  Please let me know what you want to see, what 
you liked, what you didn’t like, if you’d like to learn about a particular software program used in the 
legal field, and if you’d like to learn something more complex or “keep it simple”!

http://www.craigbailey.net/tip-outlook-keyboard-shortcut-to-switch-between-email-calendar-etc/
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California Certified Legal Secretary
By: Elizabeth Madden, CCLS
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Reno Bus Trip
By: Crystal Rivera and Corene Rodder

This year’s Reno Bus Trip was again themed Italian - Italian flags for everyone, and hats and aprons for 
volunteers.  Everyone received an omaggio (gift) bag with goodies, and we had sweet rolls from Compex Legal 
Services.  We almost had a full bus (a few people didn’t make it), but everyone on the bus had a great time! 
 
After we picked up our second group in Citrus Heights - and had our fabulous bartenders on board - we started 
serving libations and selling raffle tickets.  Our Emcee and Game Show Host on the way up was Corene 
Rodder, who did a fantastic job (again)!  We started the trip off with a door prize winner of $100 cash, donated 
by Luke Patterson of Capitol Legal Investigations! 
 
The first game we played was “Riddle Me This” which after given the list of riddles, our very smart attendees 
guessed the answers.  Our next game was “Famous Quotes by Famous People” where everyone also got a 
sheet of famous quotes and had to match them up with the famous person.  Our third game was “What’s in 
Your Purse, Backpack or Wallet,” a twist on Let’s Make a Deal.  Everyone had a great time finding all the bits 
and pieces on the list that earned points for each.  We had a “good,” “better,” and “best” for our three top 
winners to choose from.  By the time we finished our games, we were winding our way past the mountain and 
down into Reno.  
 
It was a little breezy in Reno, but many people still enjoyed the Italian Festival that was held on Virginia Street.  
The festival was larger than last year and several blocks were closed off to traffic.  There were booths galore, 
and the food was fabulously Italian!  Others enjoyed playing at the tables or slots.  Around 4:15 we loaded the 
bus, left Reno and headed back to Sacramento.  On the way back, our Emcee and Game Show Host was 
Tammy Hunt, CCLS.  We played a couple of games of ITALY (Bingo Italian Style) along with drawing of the 
winners of the many raffle prizes.  The rest of the ride home was pleasant and we were sorry to see it end. 
 
We hope to fill the bus next year!  Watch for a Save the Date announcement for October 2019!
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Reno Bus Trip, cont.
The Reno Bus Trip Committee thanks all our

generous sponsors:

U.S. Legal Support
Boutin Jones

Capitol Digital
Sacramento Placement Service

Somach Simmons & Dunn
95814 Digital

Lewis Brisbois Bisgaard & Smith
Capitol Legal Investigations, Inc.

$500
$250
$250
$250
$250
$100
$100
$100

We also want to thank everyone who donated items for the trip and items for raffle prizes:

95814 Digital
Aptus Court Reporting

Atkinson-Baker Court Reporters
Brenda Bracy, CCLS

Capitol Digital
Capitol Legal Investigations, Inc.

Michelle Chavez, CCLS
Compex Legal Services, Inc.

E*TRADE

Shannon Kline
Lewis Brisbois Bisgaard & Smith LLP

Macro Pro, Inc.
Elizabeth Madden, CCLS

Corene Rodder
Crystal Rivera

US Legal Support
Veritext

SPECIAL THANKS TO OUR VOLUNTEERS

Brenda Bracy, CCLS
Jennifer Estabrook, CCLS

Tammy Hunt, CCLS

Mark Kline
Shannon Kline
Luke Patterson
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2018-2019 Committee Members
Advertising
     Crystal Rivera
 
Audit (Financial Review)
     Kim Bogie, Gisele Mitsuk, Open
 
Benefits
     Mary Taylor
 
Budget Committee
     Crystal Rivera, Open (2)
 
Bulletin Editor
     Dawn Forgeur, CCLS
 
Bulletin Proofing
    Jessica Patton
    Shannon Kline
 
California Certified Legal Secretary
     Elizabeth Madden, CCLS
 
Charitable Projects
     Gisele Mitsuk
 
Day in Court
     Jessica Patton (Chair), Terry Olson, Open
 
Employment
     Jaymie Moralez
 
Historian - Tammy L. Hunt, CCLS
 
Interclub - Open
 
Law Office Products & Management
     Gisele Mitsuk
 
Legal Procedures - Open
 
Legal Professional of the Year/Boss of the Year
     Elizabeth Madden, CCLS
     Michelle Chavez, CCLS

Legal Secretarial Training
     Astrid Furstner, CCLS, OCP, CORE
     Dawn Forgeur, CCLS
 
LSI Annual Conference 2020
     Crystal Rivera
     Corene Rodder
 
Marketing & Membership
     Jaime Gooch
 
Nominations & Elections
     Crystal Rivera, Dawn Forgeur, CCLS, Open
 
Professional Liaison
     Dawn Willis
 
Programs - Dinner & Lunch
     Lynne Prescott, CCLS
 
Publicity
     Terry Olson
 
Reservations & Reception
     Corene Rodder
 
Scholarship
     Crystal Rivera, Lynne Prescott, CCLS
 
Vendor Liaison
     Jennifer Estabrook, CCLS
 
Ways & Means - Open
 
Website / Social Media
     Deseree Aguillen
 
Fairytale Town
     Deseree Aguillen, Christina Witt
 
Reno Bus Trip
     Crystal Rivera, Corene Rodder
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2018-2019 Executive Board

Brenda Bracy, CCLS
President

Jaime Gooch
Vice President

Shannon Kline
Secretary

Marci Frazier
Treasurer

Jan Ainsworth
Governor

Crystal Rivera
Executive Advisor

Astrid Furstner, CCLS, OCP, CCP
Parliamentarian
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