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July Meeting Information 

Don’t miss out on our next regular dinner meeting!  Danielle Gsoell of Veritex 
Legal Solutions will speak on “Techno Ethics: What You Need to Know About 
Ethics and Technology.”  July 17, 2014, at Claim Jumper Restaurant & Saloon, 
1111 J Street, Sacramento, CA.  Seating is very limited!  Meet and Greet at 
5:30 p.m.  Dinner Meeting at 6:15 p.m. 

The	
  Legal	
  Eagle	
  
	
  

Book	
  2014,	
  Issue	
  7	
   Page	
  1	
  

Table of Contents 

President’s Message 2 
July Meeting Flyer 3 
Speaker Spotlight 4 
Member News 10 
Calendar/Dates to 
Remember 

 
16 

Of Note 17 
CCLS Report 20 
Legal Procedures 25 
Vendor Spotlight 29 
Law Office Products 
and Management 

 
31 

Benefits 32 
Governor’s Report 33 
CAPs Report 34 
Parliamentarian’s 
Report 

 
35 

Employment Report 43 
  
 

SCBA Golf Tournament 
 
Summer Charitable Event 
 
SLSA Hosts August 2014  
LSI Quarterly Conference 
 

SLSA Event Registrations Going Paperless! 
Important!  SLSA’s registration process for dinner meetings, lunch lessons, 
and other SLSA events is going paperless!  You have two ways to register – 
online (preferred method) or via e-mail.  There will no longer be a “tear-
off-and-mail” form for most of our events.  Simply register online (or via e-
mail), then follow-up with payment.   

Remember – REGISTER ONLINE, THEN FOLLOW-UP WITH PAYMENT!   

Thanks for helping us streamline our registration process! 
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Happy Summer, everyone!  It’s 
hard to believe that we’re 
already halfway through 2014!  
While we may be through half 
of the calendar year, it’s just 
the beginning of SLSA’s new 

term.  Our Executive Board and committee chairs are 
very enthusiastic and have some great ideas for 
educational programs, community and charitable 
outreach, professional and career promotion, as well as 
some fun events.  I am so impressed with their level of 
commitment and I think you will be pleased with what’s 
being planned for the coming year. 
 
This month’s dinner meeting topic is a great example of 
the kind of forward-thinking, leading-edge information 
we want to bring you this year.  “Techno Ethics: What 
You Need to Know About Ethics and Technology” will 
be presented by Danielle Gsoell of Veritext Legal 
Solutions on July 17, 2014, at 6:15 p.m., at Claim 
Jumper Restaurant & Saloon, 1111 J Street, downtown 
Sacramento (note the change in location is for this 
meeting only).  This presentation is approved for one 
hour of MCLE/CCLS credit, plus the entire hour can be 
applied towards ethics credit.  Seating is limited for this 
meeting, and we expect this to be a sell-out, so be sure 
to get your reservation made as soon as possible. 
 
Next month, SLSA will host LSI’s 1st Quarterly 
Conference, August 15-17, 2014, at the Embassy Suites 
Riverfront Promenade, right across from Old 
Sacramento.  It’s not very often you get the opportunity 
to take advantage of so many educational workshops, 
all in one place, all in one weekend, right here in your 
own backyard!  There will be six different seminars 
presented by the Legal Specialization sections (see 
flyer in this bulletin), as well as a workshop presented 
by LSI’s Continuing Education Council.  That’s seven 
opportunities for you to take advantage of!   
 
The August Quarterly Conference Committee is doing a 
wonderful job putting together this Mardi Gras-themed 
weekend.  I urge you to come to this conference.  Ask 
anyone who has been to an LSI Conference, especially 
any of the three first-time attendees that were at 
Annual Conference in May, and they will tell you that it 
is not only one of the best ways to spend a weekend, it 
is one of the most memorable, eye-opening 
experiences you can have as a legal professional.   
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The week following the LSI Quarterly Conference, 
we will be back at the Courtyard Marriott for our 
August 21 dinner meeting.  Our guest speaker will 
be B.J. Susich, President of the Sacramento County 
Bar Association.  SCBA’s Executive Director, Mary 
Burroughs, will also be joining us for this meeting.  
Mr. Susich is an instructor at U.C. Davis School of 
Law and McGeorge School of Law, and will be 
including an educational presentation during his visit 
with us that evening.  It’s been a great year for 
SLSA and SCBA collaboration, and I’m so pleased 
that our two associations continue to move forward 
as “partners in the same profession.” 
 
As you can see, SLSA remains committed to, and 
focused on, providing you with opportunities for 
continuing legal education and professional 
development.  Please help us get the word out 
about SLSA and the tremendous benefits of being a 
part of this Association.  I am always surprised 
when I hear an attorney or a legal professional 
from the Sacramento area say that they weren’t 
aware of our existence, especially since SLSA has 
been around for 75 years!  Where are these legal 
professionals going for their continuing education?  
How are they receiving the most up-to-date 
information from the courts?  What professional 
networks are they taking advantage of?  What 
legal publications are they relying on as resources?  
Our legal community needs to know that SLSA 
provides all of these important benefits and more! 
 
There’s a lot for you to take advantage of in the 
next couple of months.  I hope you will do so and 
share that information with your co-workers, bosses, 
friends, and extended professional network.  After 
all, you are the reason SLSA is 75 years strong 
(and counting)! 
 
Have a wonderful summer!  
 
Lynne 

President’s Message: “Happy Summer!” 

Submitted by Lynne Koroush, CCLS 
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Speaker Spotlight: Gloria Oates, 

“Loan Problems: It’s Not My (De)Fault!” 

Submitted Dawn Forgeur, CCLS, and Crystal Rivera 
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Laissez'Les'Bons'Temps'
Rouler!'

Let'The'Good'Times'Roll!'
!

Sacramento!LSA!
Invites!You!to!Join!Our!Mardi!Gras!Celebration!

August!14>17,!2014!
Embassy!Suites,!Sacramento!

HOTEL'REGISTRATION'INFORMATION'
!

Embassy'Suites'Sacramento'–'Riverfront'Promenade'
100!Capitol!Mall!

Sacramento,!CA!95814!
Tel:!916>326>5000;!Fax:!916>326>5001!

Accommodations'(plus'applicable'taxes'and'fees):'
!
ROOM'RATES:!!! Single/Double:!! $144!
! Triple:!!! ! $164!

PARKING:'
!
Valet!(LSI!Discount):!$18!
Public!Parking:!! $24!

RESERVATIONS:'
!

• Personalized!Online!Group!Webpage!
http://embassysuites.hilton.com/en/es/groups/personalized/S/SACE
SESQLSIQ20140814/index.jhtml'
'

• Telephone:!!1>800>498>5237!
Ask!for!the!LSI/Legal!Secretaries,!Inc.!discount!rate!

!

Hotel'Offers'
Complimentary'

Breakfast''
7'am'–'10:30'am'

Hotel'Registration'Due'by'July'25,'2014'
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Laissez Les Bons Temps Rouler! 
Let The Good Times Roll! 

Sacramento LSA 
Invites You to Join Our Mardi Gras Celebration 

August 15-17, 2014 
Embassy Suites, Sacramento 

 
CONFERENCE REGISTRATION FORM 

 
Name (as it will appear on badge):           
Association Name:   
Mailing Address:             
City/State/Zip:             
Home Telephone: __________________________   Work Telephone:      
Email Address:  _________________________________________________________________ 
 
Please check if applicable and include title:   Please check if you are: 
        LSI Officer ܆
 PLS ܆   CCLS ܆   Governor ܆       LSI Chairperson ܆
 
SCRIP TICKET (price includes:  registration, reception, banquet, and brunch): 
    POSTMARKED ON OR BEFORE July 15, 2014   @ $116.00 $  
    POSTMARKED ON OR AFTER July 16, 2014   @ $126.00 $  
 
INDIVIDUAL TICKETS: 
 Registration by July 15, 2014:   @ $15.00 $  
 Registration on or after July 16, 2014:   @ $25.00 $  
 Officer/Chairmen Luncheon (Friday)   @  $38.00 $  
  Lunch Choice:_____ Grilled Chicken Wrap or _____ Turkey Smoke Stack 
 **Officer Chairmen Luncheon for State LSI Officers and Chairmen Only** 
Welcome Reception (Friday)   @ $20.00 $  
 Presidents’ Luncheon (Saturday)   @ $38.00 $  
 Governors’ Luncheon (Saturday)   @ $38.00 $  
 Luncheon Open to Everyone (Saturday)   @ $38.00 $  
 Banquet (Saturday)   @ $54.00 $  
  Dinner Choice: ____Tri-Tip Beef   ____Chicken   ____ Vegetarian Grilled Portabella 
 Brunch (Sunday)   @ $27.00 $  
  TOTAL AMOUNT $  
 
SPECIAL DIETARY REQUESTS:            
PLEASE MAKE CHECKS PAYABLE TO: SLSA 2014 CONFERENCE FUND 
RETURN THIS FORM WITH PAYMENT TO REGISTRATION CHAIR: 

 
REGISTRATION CHAIR: 

 

 
Heather M. Rodriguez, CCLS 
c/o Carroll Burdick & McDonough LLP 
980 9th Street, Suite 380 
Sacramento, CA 95814 
Tel: (916) 446-5297; Fax: (916) 448-5047 
hrodriguez@cbmlaw.com 

NO REFUNDS AFTER AUGUST 1, 2014 
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SLSA Dinner Meeting – June 19, 2014 

Ann Edwards 

Jan Ainsworth and Coty Lutz 

Elizabeth Madden, CCLS, and  
Gloria Oates, Esq. 

Jennifer Estabrook, CCLS, Deseree Gamayo, 
and Jeanette Osman-Bravard 

Robert Carter and Crystal Rivera 

Anne French and Dawn Forgeur, 
CCLS  
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SLSA Dinner Meeting – June 19, 2014 

Delegates Cyrene Farrell, CCLS, and Anne French 
giving their reports on LSI’s Annual Conference 

Suzanne  
MacDonald 

Sharree Flakes, David Graulich, Esq., Christie 
Kaelber, Karen Leonard, and Robert Carter 

Elizabeth Madden, CCLS 

Karen Leonard and 
Karla Dougherty  

Vice President Crystal Rivera administering the oath to new 
members of SLSA  
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Member News! 

Submitted by Crystal Rivera 

1

ACTIVE MEMBERSHIP 

Alice Baber – Alice is a legal secretary at Greenberg 
Traurig, and has been employed as a legal 
professional since 1990.  She specializes in litigation.  
She celebrates her birthday on November 18. 

Jenny Beck – Jenny is a legal secretary with the 
Sacramento City Attorneys Office, and has been 
employed as a legal professional since 1999.  She 
celebrates her birthday on February 22. 

Tammara Cheung – Tammara is a legal secretary 
with the City of Sacramento, and has been employed 
as a legal professional since 1997.  She specializes in 
criminal law.  She celebrates her birthday on 
February 25, and enjoys gardening and camping. 

David Graulich – David is an attorney, and has been 
solo practitioner since 2008.  He celebrates his 
birthday on December 23, and enjoys playing the 
piano, tennis, and chess. 

Cleopatra Morris – Cleo is a legal secretary with the 
Sacramento City Attorneys Office, and has been 
employed as a legal professional since 2000.  She 
specializes in administrative and criminal law.  She 
celebrates her birthday on March 13, and enjoys dirt 
bike riding, karaoke, traveling, and event planning. 

Donna Skarloken – Donna is a legal secretary with 
Hanson Bridgett LLP, and has been employed as a 
legal professional since 1986.  She specializes in 
litigation, real estate, and business/corporate law.  
She celebrates her birthday on February 3, and enjoys 
horseback riding and motorcycle riding. 

Noreen F. Witt – Noreen is a legal secretary with 
Jackson Lewis P.C., and has been employed as a legal 
professional since 1984.  She specializes in litigation, 
labor and employment law.  She celebrates her 
birthday on August 8, and enjoys gardening, exercise, 
and health. 

2

Phyllis Zakrajsek – Phyllis is a legal secretary at the 
Sacramento City Attorneys Office, and has been 
employed as a legal professional since 1987.  She 
specializes in criminal law and litigation.  She 
celebrates her birthday on May 24. 

STUDENT MEMBERSHIP 

Robert Carter – Robert is a student; he graduated on 
May 2 and is enrolled to start classes in June for his 
bachelors in business with a minor in paralegal.  He 
celebrates his birthday on April 4. 

Sharree Flakes – Sharree is a student at MTI College 
and is a member of the United States Air Force.  She 
celebrates her birthday on May 20, and enjoys 
reading, swimming, and working out. 

Christie Kaelber – Christie is a records clerk at 
Downey Brand LLP.  She has a four-year bachelor’s 
degree and is currently enrolled in a paralegal 
program.  She celebrates her birthday on July 28, and 
enjoys scrapbooking, paper crafts, and camping. 

ASSOCIATE MEMBERSHIP 

Karen Leonard – Karen is a legal professional who is 
currently unemployed.  She heard of SLSA through MTI 
College.  Her past specializations were in 
business/corporate law, family law, litigation, real 
estate law, environment, banking and refinancing, and 
life sciences.  She celebrates her birthday on March 8, 
and enjoys reading, ancient history, animals, watching 
television, and the internet. 

 

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

Welcome, and congratulations to the following new SLSA members 
who were inducted at the June 19, 2014, meeting.	
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Member News (Continued) 

1

Happy Birthday to all of SLSA’s 
July babies!! 

Nicole McCarty July 6 

Angela Kolak July 13 

Heather Rodriguez, CCLS July 15 

Sandra Angeli July 16 

Tanya Gomes July 21 

Morgan Albanese July 22 

2

Pamela Lee, CCLS July 22 

Maryanna Rickner July 22 

Noreen Patrignani July 24 

Michael Patterson July 25 

Paula Lockard, CCLS July 27 

Christie Kaelber July 28 

Beverly Albright July 31 

On The Mend 

Legal Procedures Chair Debbie Frias, CCLS, had foot surgery.  She returned to work 
on June 23 after being off work for a month and she is feeling better – day by day.  
We wish her a speedy recovery and hope to see her at our July dinner meeting. 

Congratulations! 

To Mr. and Mrs. Joe Piazza.  The former Cynthia Biscarra was wed to Joe on September 22, 2013.  (Cynthia is 
just now finalizing her name change.)  They honeymooned in Italy, and have settled down in Midtown.  We wish 
Cynthia and Joe a very long and happy life together! 

On the Move 

Jennifer Estabrook, CCLS, SLSA’s Secretary 2013-2015, has moved to 
Rediger McHugh & Owensby.  Her new e-mail address is 
jestabrook@rmlaw.net. 

Birthdays 

Congratulations!  The following members have been upgraded from 
Associate Member to Active Member: 

Jacquelyn Castillo, who is now employed as a legal secretary at Sutter 
Health.  

Maribal Garza Duran, who is now employed as a legal assistant at The 
Friel Law Firm. 

Membership Upgrades Correction 

In the June edition of The 
Legal Eagle under “On the 
Move” section of Member 
News, Elizabeth Madden , 
CCLS was erroneously named 
as SLSA’s Secretary.  
Elizabeth Madden, CCLS is 
SLSA’s Treasurer. 
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Calendar/Dates to Remember 

July 2014 

July 4 – Independence Day.  All courts closed.  No mail service. 

July 7 – SLSA Executive Board Meeting, 6:00 PM, Carroll, Burdick & McDonough, 980 9th Street, Suite 
380, Sacramento, CA.  All members welcome. 

July 11 – Deadline to RSVP for July 17 Dinner Meeting. 

July 17 – SLSA Monthly Membership Meeting, 5:30 p.m. Meet & Greet, 6:15 p.m. Dinner Meeting. Claim 
Jumper Restaurant, 1111 J Street, Sacramento. 

July 21 – Deadline to submit bulletin articles to the Editor for the August issue of The Legal Eagle. 

 

August 2014 
August 1 – Last day to receive a refund for the August 2014 Quarterly Conference. 
August 5 – Last day to receive a refund for the CCLS On-Line Study Group. 
August 5 – Last day to register for a Legal Specialization Section Seminar without a late fee. 
August 12 – SLSA Executive Board Meeting, 6:00 p.m., Carroll, Burdick & McDonough LLP, 980 9th 
Street, Suite 380, Sacramento, CA 92514.  All members welcome. 
August 12 – CCLS On-Line Study Group begins. 
August 15 - Deadline to RSVP for August Dinner Meeting. 
August 15-17 – LSI 1st Quarterly Conference hosted by SLSA 
August 21 – SLSA Monthly Membership Meeting, 5:30 p.m. Meet & Greet, 6:15 p.m. Dinner Meeting.  
Courtyard Marriott, 4422 Y Street, Sacramento, CA 95817. 
August 25 – Deadline to submit bulletin articles to the Editor for the September issue of The Legal Eagle. 



;	
  

	
  
Page	
  17	
  The	
  Legal	
  Eagle	
   Book	
  2014,	
  Issue	
  7	
  

 

 

Of Note 

1

State Bar to Audit 5,500 Attorneys for MCLE Compliance 
June 26, 2014  
 
The State Bar of California announced today that audit 
letters will go out to 5,500 attorneys on July 7 to ensure 
compliance with Minimum Continuing Legal Education 
(MCLE) requirements. 
This is the fourth year that the State Bar has conducted 
audits that could potentially result in disciplinary action. It’s 
also the largest audit group to date. The sample represents 
about 8.5 percent of attorneys whose last names begin with 
the letters N through Z, whose MCLE compliance was due 
Feb. 1. 
Attorneys will be asked to provide certificates of course 
completion or prove they are statutorily exempt by Aug. 
21. The State Bar requires active attorneys to take 25 hours 
of continuing education courses every three years. Lawyers 
must keep documentation for at least a year after their 
compliance is due. 
The audit will include lawyers who had to make up missing 
hours as a result of being audited in 2011. In addition, it 
will include a higher proportion of those with other risk 
factors for doing poorly on the audit, such as a history of 
administrative actions or late filing of MCLE compliance. The 
remaining 3,200 or so will be chosen at random from 
attorneys whose last names begin with the letters N 
through Z. 
“We’re using the data we have from previous audits to 
focus our regulatory efforts on lawyers who are at higher 
risk of noncompliance,” State Bar President Luis J. 
Rodriguez said. “By doing so we can fulfill our public 
protection mission without burdening the vast majority of 
lawyers who are honest and doing the right thing.” 
There are two components to the audit, administrative and 
disciplinary. Those who do not respond to the audit or do 
not bring themselves into compliance by Oct. 31 will be 
administratively suspended on Nov. 1. In addition, those 
who appear to have falsely declared they were compliant 
will be referred to the Office of Chief Trial Counsel for 
possible disciplinary action. 

2

Chief Justice Announces Intent to Shed AOC Name 
June 27, 2014 
  
Citing confusion caused by having a staff with its own 
name, Chief Justice Tani G. Cantil-Sakauye urged the 
Judicial Council to divest itself of the name “Administrative 
Office of the Courts.” 
 “When I and others advocate for the public on behalf of 
the judicial branch we often encounter confusion among 
those who think that the Judicial Council and the 
Administrative Office of the Courts are two separate 
entities. They’re not. Quite simply, the administrative staff 
exists to support the Judicial Council and provide services 
to the courts, the public, and sister branches of government. 
Unifying the council and its staff under one name, Judicial 
Council, will create more clarity and transparency about 
the role and governance responsibilities of the Judicial 
Council. It also mirrors the standard practice of other 
government bodies who do not provide separate names 
for their staffs.” 
Council members and Judge Steven Jahr, Administrative 
Director of the Courts, greeted the proposal with approval. 
Justice Douglas P. Miller, chair of the council’s Executive 
and Planning Committee, said, “This identity change reflects 
the significant and substantive changes that we as the 
governing body have made in policy and responsibilities 
over the last three years, and eliminates confusion so many 
of us have confronted.” 
Judge Charles D. Wachob, co-chair of the Chief Justice’s 
Strategic Evaluation Committee, whose report in 2012 
resulted in more than 100 Judicial Council directives for 
restructuring and reform of the administrative staff, also 
supported the move, calling it “A necessary step to resolve 
a perception crisis” that the committee was aware of but 
did not directly seek to resolve because it wasn’t in its 
charge. 
Judge Jahr said, “This retirement at once changes 
everything, and changes nothing. There's only one entity, 
and that’s the Judicial Council of California. Neither in the 
Constitution, in statute, in rules, or in other formal methods, 
was a separate entity ever created. The change is more 
than superficial. It changes nothing in our organizational 
structure, but it does emphasize that the Judicial Council is 
the governing body with a staff that supports it, and it 
reflects a culture change that is already under way.” 
The Chief directed the chairs of the council’s internal 
committees to prepare an amendment to the rules of court 
implementing the change for the council to take up at its 
next meeting, July 29. Judge Jahr was asked to address 
implementation issues within the same time frame.  

California’s minimum wage rises to $9 an hour starting 
Tuesday, July 2, 2014 
  
AND 
  
The Sacramento Bee reports:  According to a U.S. 
Securities and Exchange Commission filing, Corinthian 
Colleges has announced plans to sell its Heald College 
campuses, including 10 in California. 
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SCBA Golfing Fundraiser 

Jan Ainsworth and Terry Olson 

Terry Olson, SCBA Executive Director Mary Burroughs and Jan Ainsworth 



;	
  

	
  
Page	
  19	
  The	
  Legal	
  Eagle	
   Book	
  2014,	
  Issue	
  7	
  

 

 

	
  

SCBA Golfing Fundraiser 

Jan Ainsworth 

Jan Ainsworth helping put 
the lunch together 

Morgan Albanese enjoying 
some time on the golf course 
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CCLS Report 

Submitted by Liz Gideon, CCLS 

Please indicate whether the following statements are true or false: 

1

1. The only ground for dissolution of marriage in 
California is irreconcilable differences. 

  True 
 False 

2. Bifurcation is usually requested when one party 
wants to terminate marital status before other 
issues are disposed of by settlement or trial. 

 True 
 False 

3. Parties are required to have resided in 
California for a minimum of 12 months and in 
the county where proceedings are to be filed 
for a minimum of 6 months immediately before 
a petition for dissolution is filed. 

 True 
 False 

4. Both parties are required to serve preliminary 
declarations of disclosure and to file the 
declarations with the court. 

 True 
 False 

5. In order to qualify for arbitration, the total 
property in controversy may not exceed 
$50,000. 

 True 
 False 

2

6. A petition for an order to show cause 
requires a memorandum of points and 
authorities. 

 True 
 False 

7. When calculating annual gross income for 
the purpose of determining child support 
amounts, support received from public 
assistance programs is not taken into 
consideration. 

 True 
 False 

8. A void marriage can never become valid. 

 True 
 False 

9. A voidable marriage can be declared a 
nullity at any time. 

 True 
 False 

10. Orders for modification of child support can 
include attorneys’ fees and court costs to 
the prevailing party. 

 True 
 False 



;	
  

	
  
Page	
  21	
  The	
  Legal	
  Eagle	
   Book	
  2014,	
  Issue	
  7	
  

 

 

CCLS Report (continued) 

Bifurcate: To divide into two parts. 

Community Property: Property acquired by husband and wife, or either, during 
marriage and while domiciled in California or another 
community state, when not acquired as separate property of 
either. 

Declaration of Disclosure: A form to provide the court and the other party with current 
information regarding assets, liabilities, and current earnings 
of the parties, as well as investment opportunities and the 
operation or management of any business in which the parties 
may have an interest. 

Dissolution: In family law, the severing of a marital relation between two 
people; formerly called divorce. 

Family Conciliation: A service available in some California counties which provides 
counseling for reconciliation of spouses or an amicable 
settlement of domestic and family controversies such as 
visitation or custody issues. 

Income and Expense 
Declaration: 

A form to provide the court and the other party with current 
information as to the financial standing of the declarant. 

Injunctive Order: A judicial remedy awarded for the purpose of requiring a 
party to refrain from doing a particular activity. 

Marital Settlement Agreement: An agreement reached by the parties for division of 
community property, payment of support and debts, custody, 
and visitation. 

Modification: A change in the terms and conditions of a court order. 

Nullity: A proceeding to declare a marriage null from its inception. 

Order to Show Cause: In family law proceedings, an order requiring the husband 
and wife to appear and testify on the granting of temporary 
support, custody of children, restraining orders, attorneys’ 
fees, and court costs. 

Property Declaration: A list of all community and separate assets and obligations of 
the parties. 

Temporary Restraining Order: An order granted without a hearing, demanding the 
preservation of the status quo until a hearing can be held to 
determine whether the injunctive relief requested is 
appropriate. 

Voidable: Capable of being later annulled. 

Wage Assignment Order: A court order which directs a person’s wages to be paid 
directly to a creditor. 

 

Definitions: 
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LEGAL SECRETARIES, INCORPORATED 
 

CCLS ON-LINE STUDY GROUP 
August 12, 2014 – October 14, 2014 

 
If you are interested in studying for the California Certified Legal Secretary (“CCLS”) Exam,** join 
LSI’s CCLS On-Line Study Group.  During the classes, all topics covered in the CCLS exam will be 
reviewed, including: 
 
 California Legal Procedure (civil, family, probate, real estate, corporate) 
 Legal Terminology (citations, terminology) 
 Legal Computations (calendaring, math) 
 Skills (proofreading, following directions) 
 Ability to Communicate Effectively (grammar, punctuation, word usage) 
 Law Office Administration (computers, filing) 
 Reasoning & Ethics (ability to act reasonably and ethically) 
 

CLASSES BEGIN TUESDAY, AUGUST 12, 2014 
 
Classes will take place once a week via WebEx videoconference on Tuesday evenings from 7 p.m. to 
approximately 8:30 p.m., and will continue through October 14, 2014.  Login information will be 
provided upon enrollment in the classes.  System requirements are available at www.webex.com. 
 
The introductory price has been extended!  The cost of the Study Group (all classes) is $100 for LSI 
members and $125 for non-LSI members taking classes for first time; and $50 for LSI members and 
$75 for non-LSI members repeating.  Each individual must register separately. 
 

NEXT CCLS EXAM SATURDAY, OCTOBER 18, 2014 
 
Students will be provided with homework and handouts.  Students are responsible for providing their 
own Law Office Procedures Manual, The Gregg Reference Manual (11th Ed.), California Style 
Manual (4th Ed.), and Pocket Guide to Legal Ethics.  Students are also encouraged to have the 
CCLS Study Guide. 
 
**All examinees must meet eligibility guidelines outlined in the CCLS Information Kit on LSI’s website. 
 

CCLS STUDY GROUP REGISTRATION 
(Please type or print clearly) 

 
Name:  Association:  
Address:    
Daytime Phone:  Evening Phone (during class time):  
Email (during class time):    
 
Payment: Check #_________ Credit Card #  (Visa/MC only)        
      Exp. Date:    Sec. Code:    
 
Send registration form by NO LATER THAN July 31, 2014, to Terrie Quinton, CCLS, LSI CCLS Chair, c/o 
Duckor Spradling Metzger & Wynne, 3043 4th Avenue, San Diego, CA 92103, email lsiccls@outlook.com.  
You may also pay via PayPal at www.lsi.org.  NO REFUNDS AFTER AUGUST 5, 2014. 

STRIVE FOR SUCCESS – BE A CCLS! 
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1. False  
(Fam. Code, § 2310) 

2. True  
(Fam. Code, § 2337) 

3. False  
(Fam. Code, § 2320) 

4. False  
(Fam. Code, § 2104(b)) 

5. True  
(Fam. Code, § 2554) 

6. False  
(CRC 5.118(a)) 

7. True  
(Fam. Code, § 4058(c)) 

8. True  
(Fam. Code, § 2200) 

9. False  
(Fam. Code, § 2211) 

10. True  
(Fam. Code, § 3652) 

Answers to CCLS Quiz 

 

Important: Parking at the Courtyard Marriott 

Pelase be advised that the Courtyard Marriott at 4422 Y 
Street, where SLSA holds its regular monthly meetings, has 
installed an electronic ticket system for parking YOU WILL 
NOT HAVE TO PAY FOR PARKING.  However, you WILL 
need to do the following: 

1.  Pull a ticket form the automated dispenser upon entering 
the Courtyard Marriott parking lot. 

2.  BRING THE TICKET WITH YOU TO THE MEETING. 

3.  Validate your ticket with the machine located inside the 
meeting room. 
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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 Vice President Crystal Rivera at 
crivera@somachlaw.com. 

 

 

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&E9MAIL:&
&

NEW&HOME&ADDRESS:&
!

CITY:&
!

STATE&&&ZIP:&
!

HOME&E9MAIL:&
&

!

CHANGE IN SPECIALTY: 
□&Administrative&Law& □&Appellate&Law& □&Arbitration&
□&Business/Corporate&Law& □&Criminal&Law& □&Family&Law&

□&Law&Office&Management& □&Litigation& □&Probate/Estate&Planning&
□&Real&Estate& □&Taxation& □&Other:&! ! ! &

CHANGES TO MAILING/LISTING INFORMATION: 
Where&do&you&want&The$Legal$Eagle&and&other&SLSA/LSI&mail&delivered?& □&Business& □&Home&

Where&do&you&want&e9mail&delivered?& □&Business& □&Home&

 
 
Please submit to: 
 
 Attn:  Crystal Rivera 
 SLSA Vice President 2014-2015 

c/o Somach Simmons & Dunn 
 500 Capitol Mall, Suite 1000 

Sacramento, CA 95814 
E-mail: vicepresident@slsa.org 
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Legal Procedures 

Submitted by Debbie Frias, CCLS 

	
  	
  
1

Thank you to Brooke 
Greene of One Legal 
for permission to use 
part of her recent article 
for our Legal Procedures 
article for this month. 
Thank you as well to 
those of you who helped 

with the June Procedures article and the handout from 
the June meeting, as I was home recuperating from 
surgery. 

I am asking our bulletin editor, Corene Rodder, to 
include Alameda Superior Court’s recent announcement 
regarding fees associated with the filing of Motions in 
Limine.  You may know that Motions in Limine (“MILs”) 
that are filed in preparation for trial and courts 
require that they be filed within a certain amount of 
time before trial; the motions usually address certain 
portions of the case and I have seen many filed over 
the years. You now must pay $60 for each one of the 
MILs that your attorney files in Alameda. 

In One Legal’s recent publication, a few other updates 
were noted: 

1. San Diego Superior Court. Effective 
June 1, 2014, this court requires that 
parties eFile all Construction Defect and 
JCCP cases through One Legal. I would 
contact One Legal directly for questions 
regarding this particular procedure. 

2. I understand that our California courts are 
continuing to update court closures and 
reductions in hours. Please check with One 
Legal’s CA Court Updates pages for more 
information. If I were you, and I don’t see 
the information present on these pages, call 
the court directly or check them online for 
clarification. 

3. Effective June 16, 2014, San Diego 
Superior Court’s Family Court now requires 
the filing of a new mandatory local form 
SDSC D-274: Joint Readiness Declaration 
Mandatory Settlement Conference (Family 
Law). 

4. Effective immediately, San Diego Superior 
Court Rule 5.9.6 is suspended. This is Rule 
5.9.7 of the Family Law Rules, Division V of 
the 2014 San Diego County Superior Court 
Rules; the rule is suspended in its entirety. 

2

Unless otherwise ordered by a judicial 
officer for specific case reasons, parties may 
now request domestic violence restraining 
orders using the Family Support Division, 
”DF” case number.  

5. Alameda Superior Court is now charging $1 
for each page of a legal document 
downloaded online. 

6. Merced Superior Court announces a 
reduction of court hours on Fridays, effective 
June 13, 2014; apparently, all Merced 
Superior Court Clerk’s Offices now close 
from 12 p.m. to 5 p.m.  

7. Orange County Superior Court released an 
announcement regarding current and 
upcoming changes to motions, courtesy 
copies, Probate Forms, eService Proposed 
Orders and Stipulations. Please check with 
One Legal for further information or 
download this information from the court’s 
website. 
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Vendor Spotlight 

1

Ray Morgan Company was the Vendor of the Month at our 
June dinner meeting.  Tom Jops, Account Executive and 
Customer Representative Extraordinaire, shared with us that 
the Ray Morgan Company, founded in 1956, has grown to 
be the largest independent Canon dealer in the western 
United States, the second largest in the nation. 
Headquartered in Chico, California, RMC has two regional 
headquarters, one in Roseville and Fresno, and has 18 
branch offices strategically located in central and northern 
California and western Nevada.   

The Ray Morgan Company’s success can be attributed to 
one primary factor: commitment to personalized customer 
service. RMC’s customers repeatedly state that this is the 
reason they choose to do business with RMC.   

RMC offers technologically advanced solutions which can 
dramatically increase productivity and reduce costs in the 
areas of document management, output, and reproduction. 
These solutions include: 

Managed print services 

Enterprise security solutions 

Document imaging, storage, management, and retrieval 

Integrated digital copiers and intelligent document 
platforms 

Web-based printing and scan-to-send solutions 

Printing solutions for b/w, color, large format, and 
production print 

Black/white and color copiers 

Enterprise and departmental scanning solutions 

Enterprise and departmental fax solutions 

Office supplies to meet every need 

It was a pleasure to have Tom with us at the June meeting 
as our Vendor of the Month!  Tom Jops can be reached at:  

T  916-577-1684 

C  530-867-0080 

F  530-781-1526 

E  tjops@raymorgan.com 

2

 

PLEASE REMEMBER TO SUPPORT OUR 
VENDORS, BECAUSE THEY SUPPORT US!!   

Submitted by Lynne Koroush, CCLS 

Tom Jops of  
Ray Morgan Company 
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Law Office Products and Management: 
Calendaring 

Submitted by Elizabeth Madden, CCLS 

1

We all have days when we are 
overloaded, overwhelmed, and 

just too tired or frazzled to think.  On those days we 
inevitably receive in the mail multiple items to calendar.  
Looking at the documents with a blank stare for a few 
minutes does not magically cause the documents to 
calendar themselves.  Don’t panic!  Below you will find 
a few helpful tips gleaned from Brenda Thomas 
Wilson’s handout on calendaring presented at the May 
2014 LSI Annual Conference.   
 
When counting, exclude the first day and include the 
last day, whether you are counting backward or 
forward.   
 
A court day excludes Saturdays, Sundays, and judicial 
holidays.  
 
A calendar day is any day on the calendar (yes, this 
includes holidays) and is assumed unless “court day” is 
specified. 
 
Calendar entries should be done as though you will 
never see the document or information about the event 
again.   
 
Make lots of reminder entries, i.e., the day before a 
deposition to confirm with the parties and the reporter 
(if the noticing party); tentative rulings; etc.   
 
Continue to calendar even when a case is settling and 
without regard to whether something will be done.   
 
Always calendar the last day to do something, even if 
you know it will be done early.    
 
Code of Civil Procedure section 1013 provides that 
service is complete at the time of deposit, but any 
period of notice and any right or duty to do any act or 
make any response within any period or on a date 
certain after service is extended by the number of days 
provided in each type of service.  
 
 

2

By mail (1) if place of address and place of mailing is 
within California, extend 5 calendar days; (2) if 
place of address and place of mailing is outside 
California but within the United States, extend 10 
calendar days; or (3) if place of address and place 
of mailing is outside the United States, extend 20 
calendar days. 
 
By express mail or overnight delivery extend by 2 
court days, unless for general civil motions, then 
extend by 2 calendar days.   
 
By facsimile extend by 2 court days.  
  
If served by any of the above methods, you may also 
serve by electronic mail, IF agreed to by the parties.   
 
By personal delivery, no extension of time.   
 
General civil motion calendaring is its own animal, 
because court days and calendar days are mixed.  
Notice must be given at least 16 court days before 
the hearing.  If serving by mail, an additional 5 
calendar days are added.  So, in order to determine 
what day the hearing on the general civil motion will 
be, you start from the day you wish to serve the 
document and count 16 court days and then 5 
calendar days.  However, for the opposition (9 court 
days before the hearing) and the reply (5 court days 
before the hearing) service must be no later than the 
close of business the next day.    
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Are you aware of the benefits you receive as a member of SLSA?   
 
•Continuing Education - SLSA offers quality educational programs presented by 
experienced attorneys and other legal professionals at a discount to members. We'll help 
you meet your CCLS and MCLE requirements without breaking your budget.  
 

•Networking - Through educational meetings, seminars, conferences, and other events throughout the year, you'll 
meet legal professionals just like you, all looking to sharpen and hone their skills.  
 
•Savings - Members have access to discounts on the following:  
◦Financial Planning, Asset Allocation and Investment Management  
◦Long Term Care Insurance and Planning  
◦Retirement Plans  
◦Discounts Through CEB  
◦Discounts on Event Tickets through Working Advantage  
◦Workers' Compensation  
◦Hertz Car Rental Discounts  
 
•Other Benefits - Members may choose to join:  
◦LSI's Legal Specialization Sections  
◦LA Financial Federal Credit Union  
◦Provident Central Credit Union  
 
•Publications  
Members receive the following publications:  
◦SLSA's monthly bulletin, The Legal Eagle; and  
◦LSI's quarterly magazine, The Legal Secretary.  
 
Members qualify for discounts on the following Rutter Group publications:  
◦Legal Professionals Handbook; and  
◦Law Office Procedures Manual.  

 

Benefits 

Submitted by Lynne Koroush, CCLS 
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Governor’s Report 

Submitted by Lacy Monserrat 

1

As we embark on the 
beginning of summer, along 
comes that memorable 
transition period in life we 
call graduation.  Young 

children congratulating themselves on completing 
their first year of school.  Teenagers getting ready 
for that big leap into high school, and the Class of 
2014 setting their sights towards college and a 
vast future.  That magical time in life when you feel 
the world is full of endless possibilities.  This is that 
time for LSI’s Plan A High School Student 
Scholarship winner, Anoli Kothari.  As SLSA's 
Governor, I had the pleasure to briefly interact with 
Anoli, and she is indeed a remarkable young lady. 
 
Anoli attended Oakmont High School in Roseville 
maintaining a GPA of 4.6 while being ranked 5th 
in a class of 420 students.  More than half of the 
classes Anoli took were college preparation honors 
courses.  If you think this girl couldn't possibly have 
time for anything else - think again!  In July, Anoli 
performed a dance recital of the Indian classical 
dance Bharatanatyam for an audience of 450 
people.  Bharatanatyam is a dance that required 
rigorous training and one year of specified, 
grueling exercise regiment and dance practice.  
Anoli’s effort and willingness to learn also earned 
her a spot as Varsity Tennis Team Captain.  Kevin 
Chorjel, Anoli’s Tennis Coach, stated, “the younger 
members look to her as an example of what hard 
work and determination can do for a player.”  
Remaining humble, Anoli writes "you are as good 
as your team.” 
 
Anoli also donated countless hours to various 
community outreach programs, including Shriners 
Children’s Hospital, Placer County Youth 
Commission, Kumon learning center, and the 
University of California Davis, just to name a few.  
Whether Anoli is leading her dance troupe in 
fundraising dance shows or special aid kids in 4-H 
youth science experiences, her lesson is consistent, 
"lead with your soul, put in the fire and the energy 
and the momentum will pick up speed.” 
 
 
 

2

I believe this is exactly the type of individual that 
Eula Mae Jett would have had in mind as a 
recipient for a scholarship that was named in her 
honor.  In 1929, Eula Mae Jett began a mission to 
educate.  After all these years, education is still the 
very backbone of this Association.  Eula Mae Jett 
was a pioneer in the legal secretary profession and 
as such, LSI awards up to $1,500 in scholarship 
funds in three categories; High School Senior, 
College Student, and Career Change Student, for 
any student looking to further their education. 
 
I encourage our members to reach out to anyone 
they may know who is interested in pursuing a 
career in the legal field and inform them of this 
wonderful opportunity.  We all know higher 
education is not cheap and every little bit helps. 
 
SLSA congratulates Anoli Kothari and believes she 
will “put in the fire” to all she does while attending 
the University of California, Berkeley in the Fall.  
Anoli will major in Business Administration with a 
minor in Law. 

Anoli Kothari and  
Lacy Monserrat 
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Chapter Achievement Points 

Submitted by Lacy Monserrat 

This past May, Thomson West began sending out the 2014 revision updates for the Law 
Office Procedures Manual (LOPM) and the Legal Professionals Handbook (LPH). A 
special thank you to my CAPS champs who have already sent me updates!  For those of 
you that have not, give me a shout out and let me know you received them.  If you do, 
I'll give you a prize!  (Hint: It may or may not be CAPS points.) 

And while we are on the subject of CAPS points, have you done any of the following lately?!  If so, here's the email - 
governor@slsa.org. 

Signed up for the CCLS On-Line Training Course starting in August? 

Renewed your yearly membership with Sacramento Legal Secretaries Association? 

Signed up for any of the amazing Legal Specialization Section Seminars coming up 
in August at LSI's Quarterly Conference? 

Rented a car from Hertz using LSI’s discount code? 

Opened an account with an LSI sponsored credit union?  Psst, I hear you receive 
your payroll direct deposit a day early with a credit union! 

Caps, caps, and more CAPS!!!! 

 Editor’s Note 

Submitted by Corene Rodder 

The Legal Eagle always welcomes letters and article suggestions from readers.  Please 
send them to: Corene E. Rodder, c/o Somach Simmons & Dunn, 500 Capitol Mall, Suite 
1000, Sacramento, CA  95814 or crodder@somachlaw.com. 
 

The Sacramento Legal Secretaries Association reserves the right to edit articles and letters sent in for publication.  
Unless stated otherwise in the “Dates to Remember” section of the bulletin, 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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Parliamentarian’s Report: 
“Dos and Don’ts of Taking Minutes”  

Submitted by Astrid Watterson, CCLS 

At every regular membership meeting of SLSA, you are provided a copy of the minutes 
from the previous month’s meeting, as prepared by the association’s Secretary.  Have 
you ever wondered why we keep minutes, or why the minutes contain a record of 
certain things, while others don’t get recorded?  Minutes are a legal document and an 
important record of the decisions of an association. 
 
Because meeting minutes play a key legal function in any organized association, it’s 

important to take them correctly. Following are some basic guidelines, or “dos and don’ts,” that may help you 
understand the role minutes play, what the minutes should consist of, and why minutes are important. 
 
--Do keep minutes at all general meetings and board meetings. If your group is incorporated, this is one way to 
maintain the legal protection the corporate shield gives to your officers. 
 
--Do keep minutes at any meeting where people vote. At committee meetings where there is no voting, you might 
choose to keep minutes for your records, but minutes are not required for legal purposes. 
 
--Do list where the meeting takes place, along with the date and time it starts. 
 
--Do list the number of attendees (approximate if the group is large) and whether a quorum is present. 
 
--Do format your minutes to follow the agenda. If you don’t normally create an agenda, you should. It makes the 
meeting more orderly, lets attendees know what to expect at the meeting, and makes taking minutes significantly 
easier. 
 
--Do record all motions and the outcome of votes. 
 
--Do be concise. It’s not necessary to go on at length in the minutes. Just record specific motions and votes, and key 
business.   
 
--Don’t list the names of people who make and second motions. You might put individuals on the spot in case of a 
lawsuit. (And yes, it does happen.) 
 
--Don’t detail the debate over an issue. In your formal notes, you just need the facts. Minutes should record what is 
done at meetings, not what is said. 
 
--Don’t list the vote count. Outcome is enough. 
 
--Don’t be shy about asking for clarification during the meeting to get a point straight in your notes. 
 
--Don’t wait to type up the minutes from your notes. Do it the same day or the next day, while you still remember 
what occurred. 
 
As on all matters of meeting procedure, Robert’s Rules of Order offers information on taking proper minutes.  
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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. 
 

WORKING ADVANTAGE 
Toll Free: (800) 565-3712 

www.workingadvantage.com 
Discount on event tickets, movie tickets, family events, 

gift cards and more. 
Member ID: Contact LSI Corporate Office, 

lsiorg@suddenlinkmail.com, or LSI Vice President 

HERTZ CORPORATION 
Effective Date: June 1, 1996 

CDP Card #447698 
(800) 654-3131 
www.hertz.com 

FINANCIAL PROVIDERS 
CAPITAL INVESTMENT ADVISERS 

Emerson J. French, CFP, ChFC, CLU, CASL 
5000 E. Spring Street, Suite 200 

Long Beach, CA  90815 
Office: (562) 420-9009 or (877) 270-9342 

www.ciadvisers.com 
Offering Retirement Planning/Investment Management, 

Pension and 401K Rollover Consulting, and 
Comprehensive Financial Planning 

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@legacywealthmanagement.biz 

www.legacywealthmanagement.biz 
Offering 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 

 

ATHLETES BUSINESS CONSULTANTS 
Jory Wolf, President/Founder 
350 10th Avenue, Suite 1000 

San Diego, CA  92101 
Office: (858) 886-9842 
Cell: (510) 919-9062 
jory@athletesbiz.com 

California Insurance License: 0E88330 
 

10% Discount on Long Term Care.  Call for Information 
on Life, Long Term, and Disability Insurance, as well as 

Commercial and Residential Lending. 
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 

(800) 632-4699 or (650) 508-0300 
www.providentcu.org 

All LSI Members are Eligible to Join. 
 

QUESTIONS AND CONCERNS, CONTACT: 
Jennifer L. Page, CCLS, LSI Vice President 

LSI Marketing Committee Coordinator 
P.O. Box 150427 

San Rafael, CA  94915 
Home: (415) 989-1010 
Cell: (415) 710-3402 

jlpage@ix.netcom.com 
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Employment Report 

Submitted by Jaymie Moralez 

1

(7/7/14) Litigation Secretary (Sacramento).  Litigation defense firm is seeking a full-time qualified legal secretary 
with five or more of years experience.  Essential duties:  Perform a full range of legal secretarial duties in support 
of assigned attorneys.  Produce legal documents such as correspondence, pleadings, briefs, complaints, orders, 
dictation, proofread and correct prepared materials for correct grammar, spelling, punctuation and format.  
Maintain calendar of activities for assigned attorneys.  Knowledge/Skills/Abilities:  MS Word, Excel, Word Perfect, 
Abacus, Legal Solutions Federal, State and local rules, court filing procedures, e-filing, calendaring, strong spelling 
and grammar skills.  Send resume to cbrazil@jonesdyer.com. 
 
 
(6/24/14) Litigation Secretary. Olson, Hagel & Fishburn, LLP, specializing in Political Law Compliance and 
Reporting, seeks a legal secretary with a minimum of 8 years of experience. Must have knowledge of California 
and federal court rules. The successful candidate must be able to work independently in a fast-paced environment, 
have superior organizational skills, excellent grammar and proofreading skills, with excellent attention to detail. 
Must be computer literate and proficient in Word, Outlook, and Adobe. Working knowledge of Tabs and 
PracticeMaster preferred. The secretary will work closely with attorneys and clients, and must have excellent written 
and verbal communication skills. Olson, Hagel & Fishburn, LLP offers an excellent work environment with competitive 
salary and generous benefits package, including paid parking. Interested candidates should send their resume with 
cover letter, including salary requirements, to carole@olsonhagel.com or Olson, Hagel & Fishburn, LLP, Attn: Human 
Resources, 555 Capitol Mall, Suite 1425, Sacramento, CA 95814. Fax (916) 447-0362.   

 
 

(6/23/14) Legal Receptionist. Busy Sacramento boutique law firm is seeking a motivated, hardworking, and 
reliable individual with a friendly personality to join our team as a full-time legal receptionist. The ideal candidate 
is a bright, outgoing and detail-oriented person with a professional appearance, strong verbal and written 
communication skills, and excellent grammar, typing and proofreading abilities. This position requires excellent 
organizational and multi-tasking skills and familiarity with Windows based systems including Outlook, Word, Excel. 
Duties include:  

Answering phones, screening and routing calls 
Greeting clients and guests 
Copying and scanning documents 

This free benefit offered by SLSA 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. 

Employers desiring/needing to place an advertisement for employment on SLSA's website may view the 
"Employment Opportunities" page on this website and format the advertisement like those already posted. 
Employers will also 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, and years of experience required. 
The attorney/employer is requested to e-mail the Employment Chair with the advertisement formatted like those 
currently posted on the "Employment Opportunities" page. Advertisements for employment are usually posted as 
soon as possible. 

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.	
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Employment Report 
(Continued) 

2

Assisting with client billings 
Ordering and managing supplies 
Maintaining reception, break room and conference areas 
Assisting with incoming and outgoing mail, filing, errands, data entry, and other clerical tasks 
Assisting attorneys and staff with various projects as needed 

Punctuality and attendance are critical. Previous law office experience preferred, but not required.  Work hours are 
Monday through Friday 8:30 am to 5:30 pm with a 60 minute unpaid lunch. Salary is negotiable based on 
experience.  If you are interested, please email your resume, a list of professional references, and a short cover letter 
stating why this job appeals to you, when you could begin, and the hourly wage you desire. Send to 
dstephens@kwgattorneys.com.  We are an Equal Opportunity Employer. This company does not and will not 
discriminate in employment and personnel practices on the basis of race, sex, age, handicap, religion, national origin 
or any other basis prohibited by applicable law. Hiring and promotion practices are performed without regard to 
the above-listed items.   

(6/20/14) Experienced Paralegal/Legal Secretary (Roseville/Sacramento Area). Compensation: Compensation to 
commensurate with experience, Medical, 401K, PTO. We are looking for a professional Litigation Paralegal/Legal 
Secretary with 5 plus years experience to join our fast paced labor and employment firm. To be considered for this 
position, candidates must possess a minimum of the following skills. 

Initiative and positive attitude 
Case Management 
Data Management 
Exceptional writing/communication skills 
Preparation of pleadings and routine correspondence 
Prepare, edit, and finalize discovery 
Electronic filing with State and Federal Courts 
Electronic calendaring 

To be immediately considered for this position, please email cover letter and resume to hr@laborcounselors.com as 
interviews start soon!   
 
(6/19/14) Paralegal. Somach Simmons & Dunn, a mid-size environmental law firm, seeks a paralegal with at least 5 
years litigation experience that includes case management and trial preparation. This individual will work closely with 
attorneys and other paralegals handling cases in their day-to-day and pre-trial management. Essential functions 
include: Gather, organize, summarize and index documents from various sources. Draft correspondence, pleadings, 
discovery, motions, subpoenas, client reports and other related documents. Cite check and shepardize pleadings. 
Review and analyze discovery productions. Accurately maintain and update data to detailed client and case-specific 
databases. Assist attorneys in discovery preparation and implementation, and preparation for hearings and trials. Be 
able to analyze and accurately interpret court procedures and rules, and have knowledge of federal and state court 
deadlines. Requirements: A minimum 5 years of litigation/case management paralegal experience with either a four 
year degree or paralegal certificate. Ability to efficiently gather, maintain and organize information and voluminous 
documents. Ability to analyze, categorize and accurately summarize documents in an efficient manner. 
Organizational skills to work independently and meet deadlines. Time management skills to handle multiple tasks 
accurately. Must be computer literate and proficient on Word, Excel and Power Point; experience with Lexis and 
Concordance is a plus. Must be detail oriented and have ability to work in a fast-paced environment. Team player 
attitude is essential. We are looking for someone who can work independently and anticipate the needs of the client 
and the attorney who handles them. This is a great opportunity for a self-starter who likes to work closely with 
attorneys providing excellent client service.  May consider less than full time employment for the right candidate. 
 Somach Simmons & Dunn offers an excellent work environment with competitive salary and benefits including paid 
parking. Insurance benefits are 100% employer paid for both the employee and their dependents. Interested 
candidates should send their resume with cover letter including salary requirements to info@somachlaw.com or 
Somach Simmons & Dunn, Attn: Human Resources, 500 Capitol Mall, Suite 1000, Sacramento, CA 95814 (no phone 
calls please).   
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Employment Report 

(Continued) 

3

 (6/11/14) Legal Secretary-Insurance Defense In-House Litigation Counsel. State Farm Insurance Company's in-
house legal office, Tiza Serrano Thompson & Associates, is seeking an experienced legal secretary with 3-15 years 
of insurance defense experience for the Sacramento Corporate Litigation Counsel office. Applicants must have 
excellent customer service, organizational and prioritization skills, as well as an affinity for working in a team 
environment. Qualified candidates must possess attention to detail, be highly organized, able to work well under 
pressure, and demonstrate initiative and excellent communication skills. Accountability, dependability, punctuality, and 
a strong work ethic are job requirements. College graduate and prior civil trial support experience preferred. 

Prior law firm experience and Bilingual Spanish skills are a plus. 
Knowledge of MS Office software and ability to learn software applications required. 

Only online applications will be considered and we encourage you to complete the application and the resume text 
section as well. Applicants must thoroughly complete all fields for your online application at statefarm.com/careers 
and refer to Job ID number 45289. You may also include your salary requirements. For the complete job posting and 
the link to apply, please click here.  Please do not telephone or contact the office about this position directly. We 
offer a competitive salary and comprehensive Health and Welfare Package including a company defined Pension 
Benefit Plan and 401K plan.   
 
 
(6/4/14) Legal Secretary (Gold River). Looking for experienced paralegal/legal secretary with 5+ years of 
experience with family law litigation or civil litigation practice for a full-time position. Law firm specializes in labor, 
employment, administrative law, family law, personal injury, estate planning, and criminal defense, though position 
does not require exposure and/or significant experience in all of these practice areas. Primary attributes we are 
looking for are a strong work ethic, attention to details, self motivated, and a desire to be part of a dynamic, 
growing firm. Salary is competitive and varies based on experience. Full benefits package (medical, vision, dental, 
life, AD&D, 401k, vacation). Please reply via this posting and include resume and cover letter with salary 
requirements to Carissa Tilford at carissa@goyette-assoc.com.  
 
 
(6/2/14) Docketing Specialist - Sacramento Office. The firm seeks an experienced docket/calendar clerk. The 
primary function of the position will be to provide docketing support to attorneys, paralegals and legal secretaries. 
Responsibilities include, but are not limited to: calendaring daily incoming mail; maintaining docket due dates and 
remarks in the docket system; researching state and federal court rules; preparation of daily and weekly calendar 
reports; performing conflict searches; reviewing client intake forms and communicating with attorneys to resolve 
potential conflicts of interest. Skills and experience required/desired: Must have three or more years of substantial 
experience computing calendar deadlines for state and federal courts using CompuLaw/Vision docketing software. 
Knowledge of court rules and procedures for both state and federal courts is a must; familiarity with legal 
terminology and documents involved in the court filing process is essential, as is a working knowledge of the litigation 
process. Attention to detail, excellent organizational skills, the ability to communicate effectively with all levels of 
personnel, adaptability to change, and balancing competing demands in a fast-paced environment are imperative. 
Qualified applicants may submit a cover letter and resume in confidence to Camilla Arnds, Director of Human 
Resources. No phone calls please. Downey Brand LLP is an Equal Opportunity/Affirmative Action employer. 
https://lawcruit.micronapps.com/sup/v2/lc_supp_app_frm.aspx?lawfirm=169&id=31  
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Future LSI Quarterly and  
Annual Conferences 

2014 
November 7–9, 2014 

LSI Second Quarterly Conference 
Palm Springs Hilton 

Host Association: Desert Palm LPA 
2015 

LSI Third Quarterly Conference 

February 20-22, 2015 
Beverly Garland Holiday Inn 
Host Association: San Fernando Valley LSA  

LSI 81st Annual Conference 

May 14-17, 2015 
Bahia Resort 
Host Association: San Diego LSA  

LSI First Quarterly Conference 

August 21-23, 2015 
Stockton Hilton 
Host Association: Stockton – San Joaquin 
County LPA  

LSI Second Quarterly Conference 

November 13-15, 2015 
Marriott Hotel, Riverside 
Host Association: Riverside LPA  

2016 
LSI Third Quarterly Conference 

February 26-28, 2016 
Tenaya Lodge, Fish Camp 
Host Association: Merced County LPA  

LSI 82nd Annual Conference 

May 19-22, 2016 
Embassy Suites Hotel, San Rafael 
Host Associations: Marin County, LPA/San 
Francisco LPA  
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Executive Advisor 
Dawn Forgeur, CCLS 
(916) 319-4786 
executiveadvisor@ 
slsa.org 

Parliamentarian 
Astrid Watterson, 
CCLS 
parliamentarian@ 
slsa.org 

Secretary 
Jennifer 
Estabrook, CCLS 
(916) 442-0033 
secretary@ 
slsa.org 
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