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m e m b e r s  a n d  t h e  l e g a l 
community. 
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APRIL DINNER MEETING 
 
Date:  April 15, 2010 
 
Time:  5:30 p.m. - 6:15 p.m. Meet & Greet 
  6:15 p.m. - 8:00 p.m. Dinner Meeting & Speaker 
 
Place:  Casa Garden Restaurant 
  2760 Sutterville Road, Sacramento 
  Tel: (916) 452-2809 
 

70th Annual Installation of Officers 
with Mary S. Rocca, CCLS, LSI Past President, as Installing Officer 

& SLSA Past Presidents as Installing Marshals 
 
Speaker: The Honorable Loren E. McMaster 
 
Topic:  Civil Litigation - A View From the Bench 
 
Cost:  $25* - SLSA Members; $29* - Non-Members 
 
Vendor of the Month: Moe’s Process Service 
 
* Please add $3 for reservations received after April 9, 2010. 
 
*** Cancellations must be made 48 hours in advance for refunds.  
No shows will be billed. *** 
 
RSVP:  Jennifer Shelton 
  c/o Murphy Austin Adams Schoenfeld 
  304 S Street, Sacramento, CA 95811 
  Tel: (916) 329-3104; Fax: (916) 503-4000 
E-mail:  jshelton@murphyaustin.com 
 
(See Page 27 of this bulletin for Reservation Form and menu selections.) 

 
Sacramento Legal Secretaries Association, a local association of Legal Secretaries, 

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

amount of 0.5 hours. 
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The Legal Eagle welcomes letters and article suggestions from readers.  Please 
send them to: Jennifer Rotz, 304 S Street, Sacramento, CA  95811 or 
jrotz@murphyaustin.com. 

The Sacramento Legal Secretaries Association reserves 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 preceding the month of publication.  This 
publication is designed to provide accurate and authoritative information in 
regard to the subject matter covered.  It is distributed with the understanding 
that the publisher is not engaged in rendering legal, accounting, or other 
professional services.  If legal advice or other expert assistance is required, the 
service of a competent, professional person should be sought.   

The opinions expressed in the articles published herein are those of the 
individuals submitting the articles and not necessarily the views of the board or 
editorial staff.  This publication may not be reproduced in whole or in part 
without the express written consent of the board of the Sacramento Legal 
Secretaries Association. 
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“THE HEART OF A VOLUNTEER IS 
NOT MEASURED IN SIZE, BUT BY 

THE DEPTH OF THE COMMITMENT 
TO MAKE A DIFFERENCE IN THE 

LIVES OF OTHERS.” 
~ UNKNOWN 



 

 

PRESIDENT’S MESSAGE    by Jennifer Rotz 

“IT HAS BEEN A 
PLEASURE TO 

SERVE AS YOUR 
PRESIDENT THIS 
YEAR.  THANK 
YOU FOR THE 

OPPORTUNITY!” 
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Congratulations to the newly elected 2010-2011 Executive Board!  In case you missed the March 
meeting, the following individuals make up your new leadership team: 

President:  Astrid Watterson, CCLS 

Vice President:  Anne French 

Secretary:  Crystal Rivera 

Treasurer:  Andy Gilbert 

Governor:  Dawn Forgeur, CCLS 

Congratulations to the 2010-2011 Delegates!  SLSA will be represented at the LSI 2010 Annual 
Conference by: Terry Olson-Skeahan, Elizabeth Bomke, CCLS, and Paula Lockard, CCLS.  The 
following individuals were elected as Alternate Delegates and will serve if a Delegate cannot 
attend:  Tammy Hunt, CCLS, Launa Atkinson, CCLS, and Lillian Casipit. 

Many thanks to each of you for serving the association! 

The April Board Meeting will be held on April 7 at Murphy Austin Adams Schoenfeld.  This is 
the final board meeting of the year and, as always, all members are welcome and encouraged to 
attend. 

The April Dinner Meeting and 70th Annual Installation of Officers will be held on April 15 at the 
Casa Garden Restaurant.  Please join us as we install next year’s leaders.  LSI Past President, 
Mary S. Rocca, CCLS, will serve as Installing Officer and several SLSA Past Presidents will serve 
as Installing Marshals.  We will also be joined by the Honorable Loren E. McMaster whose topic 
will be “Civil Litigation - A View From the Bench.” 

The April Lunch Lesson will be held on April 27 at McDonough Holland & Allen PC.  It features 
Sacramento attorney Kenneth R. Whittall-Scherfee.  Mr. Whittall-Scherfee will be discussing 
“Getting Your Money After Judgment.”  A registration form can be found in this bulletin and 
online at www.slsa.org. 

It has been a pleasure to serve as your President this year.  Thank you for the opportunity!  I look 
forward to seeing you at our April events. 

Sacramento Legal Secretaries 
Association would like to give 
special thanks to Mirror Imaging 
for its complimentary services in printing The Legal Eagle.  
To support Sacramento Legal Secretaries Association and 
Mirror Imaging, please call Ron Bodenmann at  
(916) 447-2000. 

Support our Advertisers! ADVERTISERS 

• Page 8 - Lightspeed Messenger 

• Page 34 - The Rutter Group 

• Page 40 - Capitol Digital Document 
Solutions 



 

 

SPEAKER SPOTLIGHT by Rhonda Harrigan 

“WHEREVER A 
MAN TURNS HE 

CAN FIND 
SOMEONE WHO 

NEEDS HIM.”  
~ ALBERT 

SCHWEITZER  
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We were joined by Andy Shawkey at our March Dinner Meeting.  Andy holds a degree in 
Journalism with an emphasis in Public Relations from Chico State University.  He has been a 
paralegal for over 12 years and has worked in the areas of bankruptcy, insurance defense, civil 
personal injury, and is now working in Family Law, Probate and Business Organization.  Andy 
has been an instructor at MTI College since 2006 and teaches Intro to Civil Litigation, Intro to 
Paralegalism & Ethics, Legal Research, Intellectual Property, and Law of Business 
Organizations. 

Andy shared with us from the NALA Code of Ethics and Professional Responsibility.  Each 
NALA member agrees to follow the canons of the NALA Code of Ethics and Professional 
Responsibility.  Violations of the Code may result in cancellation of membership. First adopted 
by the NALA membership in May of 1975, the Code of Ethics and Professional Responsibility is 
the foundation of ethical practices of paralegals in the legal community. 

A paralegal must adhere strictly to the accepted standards of legal ethics and to the general 
principles of proper conduct. The performance of the duties of the paralegal shall be governed 
by specific canons as defined herein so that justice will be served and goals of the profession 
attained. (See Model Standards and Guidelines for Utilization of Legal Assistants, Section II.) 
The canons of ethics set forth hereafter are adopted by the National Association of Legal 
Assistants, Inc., as a general guide intended to aid paralegals and attorneys. The enumeration of 
these rules does not mean there are not others of equal importance although not specifically 
mentioned. Court rules, agency rules and statutes must be taken into consideration when 
interpreting the canons. 

In 2001, NALA members also adopted the ABA definition of a legal assistant/paralegal, as 
follows:  A legal assistant or paralegal is a person qualified by education, training or work 
experience who is employed or retained by a lawyer, law office, corporation, governmental 
agency or other entity who performs specifically delegated substantive legal work for which a 
lawyer is responsible. (Adopted by the ABA in 1997) 

We thank Andy for sharing his evening and wisdom with us. 

VENDOR SPOTLIGHT by Alissa Mackrill 

Our Vendor of the Month for March was Esquire Solutions.  Danette Rugg spoke on behalf of 
Esquire Solutions. 

Esquire Solutions is a litigation support company that was formed by Alexander Gallo in 2008.  
They are committed to creating and maintaining an inclusive environment where everyone is 
treated with respect and dignity.  Out of Esquire Solutions’ sixty two offices they have one local 
office located in Sacramento.  Esquire has the widest array of support services in the country.  
The Sacramento office has 6 spacious conference rooms, document depository rooms and 
viewing stations, a reprographics and imaging center and audio/video services.  Esquire invites 
you to visit their Sacramento location and see first hand all the services and amenities they can 
deliver. 

We would like to thank Danette and Esquire Solutions for being our March vendor of the 
month.  You can find more information about Esquire Solutions on their website, 
www.esquiresolutions.com. 
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MEMBER NEWS    by Jennifer Rotz 

Aaliyah Muhammad is proudly working on Assembly Bill 1900 - Treatment of Pregnant 
Incarcerated Women.  If you would like to learn more about the bill and how you can help, 
please contact Aaliyah. 

Are you an SLSA member who has 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 good times and support you during tough times. Please send 
your news to president@slsa.org. 



 

 

DATES TO REMEMBER 

• April 7 - SLSA April Board 
Meeting (Location: Murphy Austin 
Adams Schoenfeld LLP - Time: 
5:45 p.m.) 

• April 15 - SLSA April Dinner 
Meeting & 70th Annual 
Installation of Officers (Location: 
Casa Garden Restaurant - Time: 
6:15 p.m.) 

• April 19 - Last Day to Submit 
Articles for the May issue of The 
Legal Eagle 

• April 27 - SLSA April Lunch 
Lesson (Location: McDonough 
Holland & Allen - Time: 12 p.m.  
Speaker: Kenneth R. Whittall-
Scherfee, Esq.  Topic: “Getting Your 
Money After Judgment.”) 

• May 3 - SLSA May Board Meeting 
(Location: Somach Simmons & Dunn - 
Time: 5:30 p.m.) 

• May 12 - SLSA May Dinner 
Meeting (Location: To be determined 
- Time: 6:15 p.m.) 

• May 20-23 - LSI 2010 Annual 
Conference (Location: Sacramento 
Hilton Arden West) 

Sun Mon Tue Wed Thu Fri Sat 

    1 2 3 

4 5 6 7 
Board 
Meeting 

8 9 10 

11 12 13 14 15 
Dinner 
Meeting 

16 17 

18 19 
Bulletin 
Deadline 

20 21 22 23 24 

25 26 27 
Lunch 
Lesson 

28 29 30  

April 2010 

Code of Ethics 

Legal Secretaries, Incorporated 

It shall be the duty of each Member of the Legal Secretaries, Incorporated to observe 
all laws, rules, 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 to Joan Moore, PLS 
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• Lana Bunting – April 1 

• Casie Campbell – April 3 

• Rose Pyle – April 6 

• Lorraine Ballew – April 7 

• Desiree Delonia, CCLS – April 7 

• Julie Patrice Bell – April 10 

• Debbie Cervantes – April 10 

• Gail Goodman – April 10 

• Jolene Gordo – April 10 

• Christina Robinson – April 14 

• Frances E. Flasshe – April 15 

• Jean Wright – April 16 

• CoSandra R. Pollard – April 17 

• Karla Simmons, CCLS – April 18 

• Elicia Allen, CCLS – April 21 

• Sophia Albov – April 26 

• Susan L. Bonawitz – April 26 

HAPPY “APRIL” BIRTHDAY! 



 

 

PICTURES 
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SLSA Secretary and Scholarship Chair Meghan 
Pounds and Scholarship Recipient Alex Zavala 

LSI Vice President Brooke Atherton, 
CCLS discusses the benefits of  
membership 

LSI Vice President Brooke Atherton, 
CCLS and SLSA President Jennifer Rotz 

Jennifer Rotz and March speaker Andy 
Shawkey of MTI College 



 

 

This 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 experience required.  The attorney/employer is requested to e-
mail the Employment Chair and Webmaster with the advertisement formatted like those currently posted on the "Employment 
Opportunities" page.  Ads are usually posted within 24 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 Chair 
and/or Webmaster.   

Please contact Employment Chair Cyrene Farrell, CCLS, at (916) 551-2595, or e-mail her at cfarrell@mgslaw.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. 

Positions Available: 

Legal Secretary / Paralegal.  A small Sacramento law firm is looking for a full-time legal secretary/paralegal with 2+ years 
experience. Our firm represents injured plaintiffs in psychiatric malpractice and sexual abuse personal injury cases. We are 
seeking an experienced, hard working legal secretary/paralegal. Candidate must have a thorough working knowledge of Word, 
type at least 75 wpm, Dictaphone experience, possess excellent spelling, grammar and punctuation skills, excellent phone 
skills, be efficient, and possess a positive attitude. Working knowledge of state court rules is required. Must be able to work 
independently, have the ability to multi-task, have excellent attention to detail, and be a team player. Spanish speaking 
preferred, but not required. Our firm offers a competitive salary and benefit package, as well as a paralegal bonus program. 
Well-organized, detail-oriented, and motivated applicants should submit resumes and references via electronic mail to 
jgeorgejr@psyclaw.com. 

Experienced Litigation Paralegal – Business Litigation and Labor & Employment Law Practices.  Murphy Austin 
Adams Schoenfeld LLP is a downtown law firm looking for a qualified paralegal candidate with ten-plus years of solid litigation 
experience as well as substantial e-discovery experience to work in our business litigation and labor & employment law 
practices. The successful candidate must be able to multi-task in a fast-paced, professional environment, enjoy working as part 
of a team, and demonstrate a commitment to client service. In addition, excellent organizational skills and the ability to work 
with large volumes of documents are required. Advanced computer skills and aptitude are required. Advanced skills in 
Summation, Microsoft Word, Outlook and document management systems are required, with proficiency in Mailsite, Excel 
and Legal MacPac a plus. Must be able and willing to learn other software systems that support a litigation practice. Murphy 
Austin offers a competitive salary and benefit package as well as a paralegal bonus program. Well-organized, detail-oriented, 
and motivated applicants should submit resumes to: Trish Hughes Kreis, Murphy Austin Adams Schoenfeld LLP, P.O. Box 
1319, Sacramento, CA 95812 or tkreis@murphyaustin.com. 

EMPLOYMENT REPORT/POSITIONS AVAILABLE 
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GOVERNOR’S REPORT    by Elicia Allen, CCLS 
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CHAPTER ACHIEVEMENT – WE NEED YOUR HELP!! 

It’s that time!  I am working hard to collect all of SLSA’s Chapter Achievement Points so they 
can be reported to LSI.  In case you don’t know what Chapter Achievement is, I’ll give a short 
explanation.  Each of our sister associations across California generates points all year long for 
certain actions or events the association accomplishes during the year.  These include, for 
example, submitting articles to the LSI quarterly magazine, The Legal Secretary, attending LSI 
conferences throughout the fiscal year and holding a Day in Court event.  Once we have 
compiled our Chapter Achievement Points, my job as Governor is to submit them to LSI and, 
at the LSI Annual Conference, the association with the most Chapter Achievement Points is 
announced as the winner.  The winning association is given a small check, a ribbon, and, more 
importantly, bragging rights for the year.  Chapter Achievement is a fun way to keep 
associations motivated to come up with great new ideas for earning more points while offering 
members continuing education and networking opportunities.  It also creates a fun competition 
that is always looked forward to at Annual Conference. 

With all that said, in order to calculate our Chapter Achievement Points, we need to know 
from you if you have done the following: 

• Have you attended an LSI Quarterly Conference and, if so, did you go to 
any LSS workshops?  How many?  We can earn 50 points for each SLSA member 
that has attended and another 25 points for each workshop you attend.  Also, new this 
year is first timer points.  We get 50 points if it was the first time you have ever attended 
conference. 

• Are you a current member belonging to an LSI sponsored credit union?  We 
can earn 100 for each SLSA member. 

• Have you rented a car this year through Hertz?  We can earn 200 points for each 
time an SLSA member has rented a car through Hertz. 

• Are you a CCLS that has recertified during the 2009-2010 fiscal year?  We can 
earn 50 points for each SLSA member that has recertified. 

• Have you attended another association’s monthly meeting or function?  We 
can earn 50 point for each time an SLSA member has attended another association’s 
monthly meeting or function. 

• Are you a member of any of the Legal Specialization Sections?  Or a member 
of all six of the Legal Specialization Sections?  We can earn up to 100 points per 
SLSA member. 

As we are almost at the end of the fiscal year and need all the points we can get.  Please take a 
look at these and other ways to earned points on the CAPS reporting form located in this 
bulletin on Page 15.  You can report your CAPS by contacting me at (916) 488-1795, 
eallen@tamurraylaw.com, or by fax at (916) 481-5080.  Thank you!! 

“THE BREEZE, 
THE TREES, THE 

HONEY BEES - 
ALL 

VOLUNTEERS!” 
~ JULIET 

CARINREAP  
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1.    A default may be requested when a defendant does not response to the  
  plaintiff’s complaint ______ day(s) after the complaint was due 

  A.  1   B.  10   C.    20 

2.    In a personal injury case or wrongful death case, a default will not be entered unless 
  a _______ is served on the defendant 30 days before the default is requested.  

  A.  Statement of Damages   

  B.  Declaration of Due Diligence 

  C.  Memorandum of Costs     

3.    Once a default has been obtained from the court, the plaintiff has ____ days to 
  obtain a judgment against the defendant. 

  A.  30  B.  45  C.  60 

4.     A clerk’s judgment will be entered if the judgment requested is based on a written 
  contract.  

  A.  True  B.  False 

5.    If a judgment arises from a matter other than a written contract, a _____________ 
  is entered.    

  A.  Default judgment 

  B.  Abstract of Judgment     

  C.  Judgment by Court 

6.    A dismissal of all parties against which the judgment is not requested, i.e., DOES, 
  must be included in the default judgment package lodged with the court.    

  A.  True  B.  False 

7.    If a Notice of Entry of Judgment is not served on the judgment debtor, the judgment 
  debtor then has ____ days to appeal the judgment.    

  A.  60  B.  90  C.  180 

8.     If a Notice of Entry of Judgment is served on the judgment debtor, the judgment 
  debtor has _____ days to appeal the judgment.    

  A.  60   B.  90  C.  180 

9.     An Abstract of Judgment creates a lien on all of the judgment debtor’s personal 
  property.  

  A.  True  B.  False 

10.    Defendant debtor can file a Motion to Set Aside Judgment the earlier of (a) two 
  years after entry of default judgment, or (b) 180 days after service of written notice 
  that the default or default judgment was entered.     

  A.  True  B.  False 

Answers can be found on Page 24. 

CCLS QUIZ  by Elizabeth Bomke, CCLS 
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LEGAL PROCEDURES   by Annamaria Dugan 

Sacramento Superior Court - Updates  

“Instructional Videos for Small Claims and Eviction Cases Now Available 

Sacramento Superior Court is pleased to announce the completion of instructional videos to help 
guide viewers through the Small Claims and Eviction processes. These videos are available in 
English, Spanish, and Russian. The videos can be viewed in the public lobby of Room 200 at the 
Carol Miller Justice Center or can be watched on our Web site. Companion brochures for these 
videos are also available in each language. 

This project was a collaborative effort between the Superior Courts of Monterey, Sacramento, 
Solano, and Stanislaus Counties and was funded by a grant from the Judicial Council of 
California, Administrative Office of the Courts. 

Branch Law Library to Close 

Due to Sacramento County's financial crisis the branch law library located at the William R. 
Ridgeway Family Relations Courthouse will close for business on May 28th. Most of the branch's 
collection will be transferred to the Main law library. 

The Main law library at 813 6th Street is open 8:00 a.m. - 8:00 p.m. Monday through Thursday; 
8:00 a.m. - 5:00 p.m. on Friday; and 9:00 a.m. - 4:00 p.m. on Saturdays.” 

Taken from the Sacramento County Superior Court’s website: www.saccourts.ca.gov. 

If you are an active member of SLSA, you are also a member of our parent association, LSI.  
Your membership in LSI entitles you to many wonderful benefits.  One of these is AFLAC. 

AFLAC offers affordable supplemental insurance policies that help with unexpected expenses.  
The types of policies offered include Accident, Sickness, Cancer, Dental, Hospital Indemnity and 
Heart Attack/Stroke.  If you are injured in an accident and you have AFLAC Accident coverage, 
for instance, AFLAC pays you cash benefits you may use as you see fit and works as an extra 
measure of financial protection.  AFLAC is portable and goes with you when you switch jobs.   

To learn more about AFLAC and how it can benefit you, contact LSI’s AFLAC agent:   

STEVEN C. DANNENBERG, AFLAC Agent  

11091 Rhyolite Drive, Suite 4  

Redding, California 96003  

Direct: (530) 339-5889 – Office (530) 243-9879  

Fax: (530) 243-9880  

BENEFITS HIGHLIGHT  by Jennifer Rotz 

“FEELING 
GRATITUDE AND 
NOT EXPRESSING 

IT IS LIKE 
WRAPPING A 
PRESENT AND 
NOT GIVING 

IT.”  ~ WILLIAM 
ARTHUR WARD  



 

 



 

 



 

 

MEMBERSHIP CHAIR REPORT  by Terry Olson-Skeahan 
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Hello Members, Non-Members and Friends of the Legal Community!! 

I want to remind you for MY last time that your membership will expire at the end of April 
2010!!!  The benefits of membership are ENORMOUS and I would love to see each of you take 
advantage of attending meetings and classes at a reduced rate in the new year.  Don’t forget to 
renew your membership by May 1.  If you are not a member, I highly encourage you to become 
one. 

We recently installed Jill Harjung as an active member. We also promoted Stephanie 
Espinoza, Melissa Hatter, and Samantha Sheree’ Myers from student members to active 
members.  They are now members of LSI and have voting rights within SLSA.  Please welcome 
and congratulate them when you see them.  If you don’t know them, introduce yourself.  I have 
made some great friends just by walking up to someone and saying “Hello, my name is Terry 
Olson-Skeahan. What is your name?” 

Get to know our newer member: 

JILL HARJUNG – Jill is the office manager at Flesher Broomand LLP, specializing in law office 
management and litigation.  She has been in the legal field since 1978.  Jill enjoys selling vintage 
on eBay and she celebrates her birthday on August 28. 

This month, we install the newly elected Executive Board Members!  It’s an exciting event and I 
hope that you plan to attend and share in the excitement of it all. 

As this is my last Membership Report to you, I would like to leave with you some 
thoughts on why you should become a member or continue your membership in 
SLSA: 

SELF-WORTH – You are WONDERFUL, SMART AND INTELLIGENT and you deserve to 
continue to improve yourself and become smarter and more valuable and by becoming a member 
you have a better chance of doing this. 

EDUCATION – MCLE/CCLS Credit 

NETWORKING CONNECTIONS – You will meet people that you can turn to ask that 
question you have about a court filing in Sacramento or another county, or to get referrals for a 
vendor, a job or even just to connect with others in the legal community. 

VOLUNTEER OPPORTUNITIES – You will have lots and lots opportunities to volunteer your 
time to help others. 

AND MY FAVORITE ONE IS – FRIENDSHIP - Priceless!!!  That’s all I have to say! 

Please inform your employer that dues are only $40 a year and you are offered some awesome 
educational classes at a very low cost.  That it will help you stay apprised of new changes in the 
law and in the court systems.  That you gain a network of professionals that you can call on to ask 
questions about how something is done or handled in a particular court that you might not 
practice in all the time.  That the firm will benefit from having an employee who is on top of his 
or her game in the legal field.  Who doesn’t want a smart, polished legal professional? 

If you have any questions about membership, please contact me at 916-446-4254 or e-mail me at 
tmo@bkslawfirm.com.  It has been my pleasure to serve as your Membership Chair and one that 
I will never forget. 



 

 

VOCABULARY LIST  by Elizabeth Bomke, CCLS 

“HOW BEAUTIFUL 
A DAY CAN BE 

WHEN KINDNESS 
TOUCHES IT!” 

~ GEORGE 
ELLISTON  
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Calendar To record the last day on which to file responses to discovery 

Calendar Days Every day on the calendar, which includes weekends and holidays 

Court Days The days on which the court is actually open for business 

Court Reporter Certified shorthand reporter who records and prepares transcript of a 
proceeding 

Depose To give testimony which is then reduced to writing 

Discovery Pre-trial procedure by which one party gains information held by 
another party 

Interrogatories Written questions used in the examination of a party and answered in 
writing 

Perjury  The act of willfully making a false statement under oath 

Personal Records Records belonging to a consumer  

Propounding Party The party who is making the discovery request 

Requests for Admission Requests to a party to admit the truth of some fact or the genuineness 
of some documents 

Responding Party The party who is responding to the discovery request 

Subpoena A writ or order to compel the attendance of a person to testify 

Subpoena Duces Tecum A writ or order to compel a person to produce books, records, 
documents, or other evidence 

Transcript Official copy of a document or statement made by a witness under 
oath 

Verification Statement under oath, or penalty of perjury, attesting to the truth of 
the facts set forth in the documents to which it is attached  

CCLS QUIZ ANSWERS  by Elizabeth Bomke, CCLS 

1) B  LOPM B-29 

2) A  LOPM B-30 

3) B  LOPM B-29 

4) A  LOPM B-30 

5) C  LOPM B-30 

6) A  LOPM B-31 

7) C  LOPM B-31 

8) A  LOPM B-31 

9) B  LOPM B-31 

10) A  LOPM B-32  
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LAW OFFICE PRODUCTS/MANAGEMENT    by Beba Maletic-Arsov 

Collect Evidence With EnCase Portable 

“Technology is supposed to make things simpler. But when computers become the targets of 
investigation or litigation, the increasing simplicity of computing is deceptive and requires a 
forensic expert to gather electronic evidence. Guidance Software aims to change that with 
EnCase Portable.  EnCase Portable is designed to allow anyone with basic computer skills to 
collect electronic evidence from x86 and x64 computers and maintain a proper chain of custody.  
The Portable product comes with default collection jobs to engage a number of set tasks to 
collect documents, e-mail, internet history, and files containing Social Security and credit card 
numbers. These jobs are accomplished by booting the target computer with the USB drive or, if 
you have an older computer or one that cannot boot from a USB device, a bootable CD-ROM.   
All of the Portable jobs delivered on the USB ran successfully on my home computer. In fact, the 
Portable "Corporate PII Audit" job was so successful in finding files that I seeded with credit 
card numbers and Social Security numbers, along with temporary files, that I have sworn to do 
online banking and credit card management from a computer that never physically leaves the 
home office.  Don’t worry about the memory use of the license manager, or any Portable 
application for that matter. The system under examination will not be doing anything other than 
getting examined. And you will not need an internet connection to do the collection. The Hasp 
drivers are included on the USB device.  EnCase Portable runs with Oracle Outside In to view 
documents in their native format. The application then presents you with the default jobs that 
are preloaded on the USB device.  Collected document files are searched first.  Portable searched 
for files on the laptops that matched the format for MS Office, Open Office, Star Office, PDF 
and other document formats such as RTF and TXT. When these documents were found, they 
were collected into an LEF and placed in the \Encase Portable Evidence\Source 
Processor\FileEvidence folder on the USB drive. On the X24, this job took approximately 38 
minutes to complete.  The time it takes to complete any job will depend on the computer 
hardware (processor speed and physical memory, or RAM) under examination and the number 
of documents or other items on disk that match the search criteria coded on the default jobs.  So 
don’t keep the car running while waiting for your assistant to collect evidence with Portable.  
After documents are collected, gathered internet history information including cookies, 
bookmarks, downloads and cached data are collected by Portable. The "Create Internet Artifacts 
Report" job searches for internet Universal Resource Locator strings contained in data files on all 
test computers and provides a report of all the internet sites that are traversed before last 
clearing any history. This report is very enlightening for the researcher.  A collection of e-mail 
files used in Outlook In Exchange Server mode, if saved, EnCase will  find e-mail messages from 
a previous instance of a POP3 mailer. For e-mail collection, Portable supports MS Exchange, MS 
Outlook, Lotus Notes/Domino and several other mail formats. When these files are found they 
are acquired and stored in a LEF on the USB. In the same manner, Portable collects picture files 
by searching for JPG, GIF, IMG, BMP and other picture formats.  Encase Portable supports 
decrypting data that is encrypted, so when Portable encounters an encrypted drive, a dialog box 
opens to provide decryption options. If the encryption scheme is not supported, you can still 
take an image of the drive as encrypted for further investigation. 

EnCase Portable lets anyone with minimal technical knowledge collect electronic evidence, with 
a chain of custody, from computers in the field. This will free up time for computer forensic 
experts and allow them to focus their attention on analysis and reporting, rather than initial 
collection.” 

Taken from "LTN Law Technology  News" December 3, 2009. 



 

 

SLSA active members are also 
members of LSI and may take advantage 
of the benefits provided by Working 
Advantage.  For the LSI Member ID 
Number, please contact the Governor 
at governor@slsa.org or the President 
at president@slsa.org. 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

SLSA COMMITTEE CHAIRS 2009-2010 

 Advertising: Sandra Andrade  sandrade@diepenbrock.com 
 Audit Co-Chair: Elizabeth Bomke, CCLS  kwssec@covad.net 
 Audit Co-Chair: Melynda Ange, CCLS  melyn@folsom.ca.us 
 Audit Co-Chair: Patti Alexander  palexander@aklandlaw.com 
 Benefits: OPEN 
 Budget Co-Chair: Jennifer Rotz  president@slsa.org 
 Budget Co-Chair: Debbie Frias, CCLS  dfrias@crowlaw.com 
 Budget Co-Chair: Elicia Allen, CCLS  eallen@tamurraylaw.com 
 Bulletin: OPEN 
 CCLS Co-Chair: Astrid Watterson, CCLS  awatterson@somachlaw.com 
 CCLS Co-Chair: Dawn Forgeur, CCLS  forgeurd@gtlaw.com 
 CCLS Co-Chair Elizabeth Bomke, CCLS  kwssec@covad.net 
 Charitable Projects Co-Chair: Elicia Allen, CCLS  eallen@tamurraylaw.com 
 Charitable Projects Co-Chair: Gloriela Garcia  gloriela.garcia@calegacylaw.com 
 Day in Court Co-Chair: Rhonda Harrigan  rhonda.harrigan@comcast.net 
 Day in Court Co-Chair: Terry Olson-Skeahan  tmo@bkslawfirm.com 
 Employment: Cyrene Farrell, CCLS  cfarrell@mgslaw.com 
 Historian: Elicia Allen, CCLS  eallen@tamurraylaw.com 
 Interclub: OPEN 
 Law Office Products/Management: Beba Maletic-Arsov  barsov@mhalaw.com 
 Legal Procedures: Annamaria Dugan  adugan@dlwlawcorp.com 
 Legal Secretarial Training Co-Chair: Astrid Watterson, CCLS  awatterson@somachlaw.com 
 Legal Secretarial Training Co-Chair: Dawn Forgeur  forgeurd@gtlaw.com 
 Marketing: Terry Olson-Skeahan  tmo@bkslawfirm.com 
 Membership: Terry Olson-Skeahan  tmo@bkslawfirm.com 
 Nominations/Elections Co-Chair: Sandra Andrade  sandrade@diepenbrock.com 
 Nominations/Elections Co-Chair: Jennifer Shelton  jshelton@murphyaustin.com 
 Nominations/Elections Co-Chair: Gloriela Garcia  gloriela.garcia@calegacylaw.com 
 Professional Liaison: Executive Board Members 
 Programs: Rhonda Harrigan  rhonda.harrigan@comcast.net 
 Publicity (Press/Public Relations): OPEN 
 Reception: Jennifer Shelton  jshelton@murphyaustin.com 
 Reservations: Jennifer Shelton  jshelton@murphyaustin.com 
 Scholarship: Meghan Pounds  meghan.pounds@calegacylaw.com 
 Vendor Liaison: Alissa Mackrill  adm@bkslawfirm.com 
 Ways & Means Chair: OPEN 
 Webmaster: Jennifer Rotz  president@slsa.org 
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