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Next Dinner Meeting:  Family Law - March 20, 2014 

SLSA will hold its next monthly dinner meeting on Thursday, March 20, 2014, 
at the Courtyard Marriott, 4422 Y Street, Sacramento.  Hal Bartholomew, 
Esq., will be our guest speaker.  Mingle from 5:45 to 6:15 p.m., with dinner 

served at 6:15 p.m. 

SPRING CHARITABLE PROJECT 

2014/2015 NOMINEES FOR OFFICERS 

AND DELEGATES 

LSI EDUCATION DAY 

U.S. District Court, Eastern District, Makes Federal Day In 
Court a Success 

The Honorable Allison Claire, U.S. District Court Magistrate Judge, 

and Lynne Koroush, CCLS (see story on page 12) 

http://www.facebook.com/pages/Sacramento-Legal-Secretaries-Association/258684910075
http://www.slsa.org/#top
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President’s Message:   

“Spring Potpourri” 

It’s almost Spring!  Even 

though our weather here in 

Sacramento has felt more 

like Spring than Winter the 

last few months, it’s exciting 

to see the flowers and trees 

blooming, see the sun 

shining a little longer, etc.  

We still have to conserve our 

water usage and get 

creative with how we’re going to make the most 

of what we have with less resources, but it’s do-

able and we will get through it. 

SLSA will also be doing its best to continue 

providing quality educational programs and 

training opportunities to the legal community, 

while creatively and wisely utilizing its available 

resources.  If you are interested in helping out 

and offering your ideas, talents, and skills, 

please let me know.  We would be thrilled to 

welcome you to the team! 

The Nominations and Elections Committee has 

presented the following slate of candidates for 

SLSA’s officer positions for the 2014-2015 term: 

President – Lynne Koroush, CCLS 

Vice President – Crystal Rivera 

Secretary – Jennifer Estabrook, CCLS 

Treasurer – Elizabeth Madden, CCLS 

Governor – Open 

The nominees for delegates to LSI’s Annual 

Conference in May 2014 are: 

Corene Rodder 

Anne French 

Heather Rodriguez, CCLS 

Cyrene Farrell, CCLS 

Nominations for officers and delegates were 

officially closed at the February 20, 2014, 

membership meeting, and ballots have been 

mailed to all members.  Please be sure to follow 

the directions for properly submitting your 

completed ballot so that your votes are counted.   

Governor Dawn Forgeur, CCLS, will be reporting 

all the news from LSI’s Third Quarterly 

Conference held in Modesto; however, I am very 

excited and pleased to share with you that my 

nomination for the office of LSI Treasurer has 

been accepted and included on the slate of 

candidates that will go before the delegates at 

LSI’s Annual Conference in May.  I appreciate 

your support and encouragement, and I am 

extremely honored to be representing 

Sacramento Legal Secretaries Association as a 

candidate for office at the LSI level. 

I would like to thank our Day in Court Committee 

-- Chair Deseree Gamayo, and Co-Chairs Crystal 

Rivera and Kim Smith – for an outstanding job in 

presenting our two Day in Court meetings.  The 

January State Day in Court event drew over 200 

attendees and 14 exhibitors, and the February 

Federal Day in Court event drew over 100 

attendees and 10 exhibitors!  Special thanks, 

also, to our Registration/Reservations Chair, 

Paula Lockard, CCLS, who did an amazing job 

keeping all the RSVPs and registrations in order.  

This team’s commitment to excellence produced 

two outstanding programs, enjoyed and 

appreciated by all who attended. 

Our March 20, 2014, meeting will feature Hal 

Bartholomew, Esq., who will be discussing family 

law.  Mr. Bartholomew is regarded as one of the 

best family law attorneys in our area, and a 

popular speaker, so be sure to register your 

Lynne Koroush, CCLS 

President 
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attendance for this meeting.  A flyer is included in 

this bulletin with all the details.  On March 27, 

2014, our Lunch Lessons return with a presentation 

on E-filing by the Third District Court of Appeal.  

See the flyer in this bulletin for more information. 

In April, our guest speaker will be Michael 

Bromberg of Leadership Comedy, who will be 

addressing workplace stress reduction.  April will 

also be our annual installation of officers, and we 

will be joined by Mary J. Beaudrow, CCLS, the 

incoming President of LSI.  I hope you will plan to 

attend, as this promises to be a fun and 

informative event.    

May 2014 will bring LSI’s Annual Conference in 

Concord, and we will be participating on several 

different levels, including officer/chairmen 

workshops, Legal Specialization Section/

educational workshops, bulletin contest, history 

book contest, membership gain contest, chapter 

achievement contest, recognition of the new 

CCLSes, election/installation of officers, and, of 

course, LSI’s business meeting.  Concord is just a 

short drive from Sacramento, so I hope to see 

many of you there. 

Please note that SLSA membership renewals will 

be due on May 1, 2014, and considered late 

after June 1, 2014.  Membership renewal forms 

for the 2014-2015 term will be available in the 

April bulletin and posted on SLSA’s website 

beginning April 1, 2014. 

As you can see, it’s a veritable potpourri of events 

for Spring!  Take advantage of as many events 

and programs as you can! 

 

--Lynne 
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Summary of Qualifications for Office of SLSA President -- Lynne Koroush, CCLS 
 
I am currently working as a legal secretary with Carroll, Burdick & McDonough LLP, and have 
over 30 years’ experience in the legal field. My areas of specialty are public sector labor 
law, litigation, legislative, regulatory, and administrative law.  I have been a member of 
SLSA since 2004, and presently hold the office of President.  I have also held the office of 
Vice President (2011-2013), and served on the committee level as Vendor Liaison, Day in 
Court Co-Chair, and Reno Bus Trip Chair.  I am the current Professional Liaison/Day In Court 
Chair for LSI, and was the LSI Law Office Administration Section Leader from 1996-1997.  

Prior to joining SLSA, I served as a two-term President for Solano County LSA, also holding the offices of Sec-
retary, Vice President, and Governor.  I recently earned the distinction of California Certified Legal Secre-
tary by passing the CCLS exam in October 2013.  It has been a tremendous honor and privilege to serve as 
your President this past term, and I look forward to working with you in the coming term.   

Summary of Qualifications for Office of SLSA Vice President - Crystal Rivera 

My name is Crystal Rivera and I am running for Vice President of SLSA.  I joined SLSA in 

2008, was Secretary of the year in 2010-2011, and have been on several committees.  I 

have been a legal secretary for over 34 years, and have been with the firm of Somach Sim-

mons & Dunn for the past 13 years. I make every effort to attend SLSA’s monthly meetings to 

support SLSA and to take advantage of the education SLSA provides.  I feel that if I can 

learn one thing from each meeting, no matter how minute, that I can only become a better 

legal secretary and an asset to my firm.  I have also met many wonderful people, and have made some life-

long friendships.  If by your vote, I am elected as Vice President, I am willing to take on the duties of the Vice 

President and fulfill them to the best of my ability. It takes a tremendous amount of effort on the part of the 

Board and committee chairs for SLSA to continually provide educational opportunities to its members and the 

legal community.  I understand we need volunteers to help run the association so it can continue to provide 

the education we all need and I am willing to be a part of the team that does just that. 

Nominations and Elections Committee Report:   

Nominations for 2014-2015  

Summary of Qualifications for SLSA Office of Secretary - Jennifer Estabrook, CCLS 

My name is Jennifer Estabrook and I am running for the office of Secretary.  I have had the 
pleasure of being the Secretary for SLSA in the 2013-2014 fiscal year, and am hoping that you 
will once again vote for me.  I have been a legal professional for over 20 years, and am cur-
rently employed as a legal secretary with the law office of Berry & Block.  I achieved my CCLS 
certification in 2008.  I have been involved with SLSA for many years and continue to volunteer 
my time to this organization.  I am willing to continue to perform the duties of an SLSA officer 

and be a part of the team.  I hope that, with your vote, I am able to continue to do so.  Thank you.  
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Summary of Qualifications for SLSA Delegate - Cyrene Farrell, CCLS 

I am Cyrene Farrell, CCLS, and I am asking for your vote as one of the three delegates to 

represent Sacramento LSA at LSI’s Annual Conference this May.  I have been a member of 

SLSA since 1999 and served on the executive board from 2001 - 2011.  I have held all 

of the executive board positions over the years, except for that of Secretary.  I also had 

many of the chair positions during those 10 years.  I was the Editor of LSI’s The Legal 

Secretary for two years.  I graduated from MTI in 1993 as a Legal Specialist and worked 

in Family Law for six years before joining Mennemeier Glassman LLP in 1999.  Today, I 

serve as a paralegal to Eric Glassman, who specializes in Broker/Dealer Arbitration and Litigation.  I am also 

the Billing Coordinator and Docketing Clerk for the firm.  Additionally, I teach the Introduction to Paralegalism 

class at MTI College.  For many years I attended conferences on behalf of SLSA.  I served as a delegate many 

times, and would very much appreciate an opportunity to do so again.  I understand the importance of the role 

of the delegate and how the decisions we make will affect our association.  I thank you for your vote. 

Summary of Qualifications for SLSA Delegate - Anne French 

My name is Anne French and I am running for the position of Delegate for LSI’s 2014 
Annual Conference.  I have been a member of the Sacramento Legal Secretaries 
Association since 2005.  Since that time, I was on SLSA’s Board as Vice President from 
2010-2011.  I have been the Scholarship Chair and Lunch Lessons Chair for the past two 
years.  I have attended LSI’s Annual Conference as a delegate for SLSA for the past three 
years and feel that my experience and knowledge as a representative will serve the 
association well.  I hope that you will vote for me to once again represent SLSA as a 

Delegate for this year’s annual conference.  

Summary of Qualifications for Office of SLSA Treasurer - Elizabeth Madden, CCLS 

I am the Legal Assistant and sole support staff at the Whittall-Scherfee Law Office.  I handle 

all legal secretary and paralegal duties, plus office administration.  This includes accounts pay-

able, accounts receivable, and keeping the business checking accounts balanced.  I have 

worked at the Whittall-Scherfee Law Office since 2003.  I joined SLSA in 2005 and became a 

CCLS in 2008.  I have served SLSA in the past by being on the Audit Committee, the Legal Pro-

fessional of the Year/Boss of the Year committee, the CCLS chair, and the Benefits chair.  I have also, multiple 

times, represented SLSA as a delegate, and have been the Advertising Chair since 2011.  In 2013, I had a 

fabulous time co-chairing the Reno Bus Trip.   

SLSA is an organization that is important to me and I want to show my appreciation by serving as your treasur-

er.  I do not take this responsibility lightly and will endeavor to attend all meetings and present accurate finan-

cial reports on a timely basis.  I look forward to becoming a part of the leadership team of SLSA.  Your votes 

are greatly appreciated. 

Nominations and Elections Committee Report:   

Nominations for 2014-2015  
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Summary of Qualifications for SLSA Delagate - Heather M. Rodriguez, CCLS 
My name is Heather M. Rodriguez, CCLS, and I would be honored to have your vote as one 
of the delegates to the LSI Annual Confernce in May 2014.  I am the Office Manager/legal 
secretary for Carroll, Burdick & McDonough LLP (“CBM”) in downtown Sacramento.  I work 
with the public sector labor law attorneys.  I have been at CBM almost 9 years and I am 
very proud to work for such a wonderful firm and extraordinary people.  I took the CCLS 
exam in October 2013 and successfully passed.  I graduated from Heald Business College 
in 1995 with a certificate in legal office administration/studies.  I am currently a Notary 

Public and have been for a little over 11 years.  I have been in the legal field for 19 years, all of which were 
in the Sacramento area.   
 

 I have been a member of the Sacramento Legal Secretaries Association since 2011 and a past member 
of Placer County Legal Professionals Association.  I have never attended a conference, but I look forward to 
attending as one of the SLSA delegates.  I am aware of the duties expected of me and I am confident in my 
ability to carry out the delegate tasks.  I ask for your vote to attend the LSI Annual Conference in Concord as a 
SLSA delegate.   

Summary of Qualifications for SLSA Delegate - Corene E. Rodder 

I am asking for your vote as one of the SLSA delegates for the LSI Annual Conference being 
held in Concord, CA in May 2014.  It has been my pleasure to serve in the legal field since 
2002 supporting a sole proprietor and currently working as a Legal Secretary in the office of 
Somach Simmons and Dunn.   My areas of expertise are general personal injury, support with 
cases in both state and federal court, trial preparation and support, compilation of complex 

corporate documents, and all aspects of executive level support.  

I have been a member of SLSA since 2011 and have the privilege of serving as 2013-2014 editor of The Legal 
Eagle.  As your delegate, I will strive to make informed decisions and vote according to the best interests of 

SLSA and its members.  Thank you for your consideration.  

Nominations and Elections Committee Report:   

Nominations for 2014-2015  
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March 2014 

March 9 – Daylight Savings Time begins. Remember 

to set clocks forward one hour! 

March 10 -- SLSA Executive Board Meeting. 5:30 PM. 

Carroll, Burdick & McDonough, 980 Ninth Street, 

Suite 380, Sacramento, CA. All members welcome. 

March 14 -- RSVP Deadline for March 20 SLSA 

Regular Membership Meeting. 

March 15 – California Certified Legal Secretary 

Examination. 

March 19 – Deadline to register for LSI Webinar on 

Affordable Care Act. 

March 20 – SLSA Regular Membership Meeting, 

Courtyard Marriott, 4422 Y Street, Sacramento, 5:30 

PM Meet and Greet, 6:15 PM Dinner.  Speaker: Hal 

Bartholomew, Esq.  Topic: Family Law.  SLSA Election 

of 2014-2015 Officers and Delegates to May 2014 

LSI Annual Conference. 

March 21 – Deadline to RSVP for March 27 Lunch 

Lesson. 

March 22 – Placer County LPA’s Bunco Event, Noon to 

4 PM, DeWitt Senior Center, Auburn, CA. 

March 24 -- Deadline to submit bulletin articles to the 

Editor for the April issue of The Legal Eagle. 

March 26 – LSI Webinar: “Affordable Care Act/

Covered California.” 12:30-1:30 PM. 

 

March 27 – Lunch Lesson: “E-Filing with Third District 

Court of Appeal,” at Downey Brand, 621 Capitol 

Mall, 18th Floor, 12 PM to 1 PM. 

March 31 – Cesar Chavez Day.  State courts closed. 

 

April 2014 

April 5 – Bay Area Legal Forum Spring 2014 Semi-

Annual Seminar, Doubletree Hotel, Pleasanton, CA. 

April 11 - RSVP Deadline for April 17 SLSA Regular 

Membership Meeting. 

April 14 -- SLSA Executive Board Meeting. 6:00 PM. 

Carroll, Burdick & McDonough, 980 Ninth Street, 

Suite 380, Sacramento, CA. All members welcome. 

April 17 - SLSA Regular Membership Meeting, 

Courtyard Marriott, 4422 Y Street, Sacramento, 5:30 

PM Meet and Greet, 6:15 PM Dinner.  Speaker: 

Michael Bromberg of Leadership Comedy.  Topic: 

Stress Management.  SLSA Annual Installation of 

Officers. 

April 20 – Easter Sunday. 

April 21 - Deadline to submit bulletin articles to the 

Editor for the May issue of The Legal Eagle. 

April 25 – Deadline to respond to LSI directives. 

Calendar/Dates to Remember 
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SLSA’s annual Federal Day in Court event was held on 
Tuesday, February 20, 2014, at the Hilton-Arden West.  
There were nearly 100 attendees this year!  We were 
honored to have the following guest speakers from the 
U.S. District Court, Eastern District: Honorable 
Magistrate Judge Allison Claire; Law Clerk Kyle Owen; 
Wim van Rooyen, Courtroom Deputy for the Honorable 
Magistrate Judge Carolyn Delaney; and from the U.S. 
Bankruptcy Court,  Nicole Sanchez-Gargalikis, 
Operations Help-Desk Analyst, and Cathy Guyer, 
Operations Support Specialist and Helpdesk Backup.  
Our speakers shared common filing and procedural 
errors that they encounter, and provided updates on 

local rules and procedures. 

Nicole Sanchez-Gargalikis and Cathy Guyer spoke 
about common filing questions and what you could do 
to help the Court when filing.  They cautioned filers to 
be aware of the PDF you are uploading.  It must be 
clear, right-side up, have the correct case number and 
caption.  If you are ever unaware of what you have 

filed, you can check your e-filing history.   

The Court is currently offering WebEx training twice a 
month.  However, soon the training will be replaced 
with a video.   The Court will soon be asking all filers to 
designate a primary e-mail address.  This e-mail 
address will be the direct contact address between the 
Court and firms.  It will not immediately be mandatory, 
but soon will be.  The Court is currently working on a 
link where you can withdraw your proof of claim.  This 
can only be done if the proof of claim was originally 

filed as a PDF.   

Some rules/forms that have been revised include: 
guidelines for preparation of documents which include 
sample forms to file; approved Financial Management 
Course Certificates are now allowed to be e-filed; 

Chapter 7 fee waiver, Schedule J, I, and subpoenas.   

The District Court speakers gave a thorough 
presentation from a criminal and civil standpoint.  It was 
extremely informational on the way criminal cases are 
handled in Federal Courts.  One thing I learned was 
that Federal Court does not have bail bonds.  They 
have unsecured bonds, which is simply a signature 
bond.  The Court also emphasized how helpful it is for 
all parties to familiarize themselves with the USDC rules 

and website.   

Ways to determine if a case should be assigned to the 

District Court are as follows: 

Cause of action is federal based; 

There is a diversity in jurisdiction; 

Case was removed from state court. 

It was suggested that Judicial Council forms not be used 
when filing with the  District Court, as they are not 
familiar with the forms.  When filing motions, please be 
sure to check Local Rule 3.02.  The Court urged the 
practice of consenting to a Magistrate Judge in all 
cases.  This will help move the case along in a more 
timely fashion.  Civil dispositive motions are to be heard 
by the District Judge and discovery motions are heard 
by the Magistrate Judge (unless a consent to 

Magistrate Judge has been filed).   

The question was asked about how high-profile criminal 
cases are they treated differently than other criminal 
cases and how they affect civil cases.  We were 
informed that criminal matters have different rules and 
take priority; therefore, it can cause delays in civil 
matters.  As far as high-profile cases being treated 
differently, our speakers responded “Each case 
demands unique attention.”  It was also confirmed that 

(Continued on page 13) 

Federal Day In Court Report 

Submitted by Deseree Gamayo 

Nicole Sanchez-Gargalikis, Cathy Guyer, 

and Lynne Koroush, CCLS 
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Federal Day In Court:  Thank you to our Vendors!  

Submitted by Crystal Rivera 

To Our Vendors – We Appreciate You So Much! 
 
THANK YOU Vendors!  We had ten vendors participate at our February 20th Federal Day-In-Court Meeting.  
We had a great turnout and the event was another success!  We were pleased to see some more new vendors.  

Senior United States District Judge Lawrence K. 

Karlton will be retiring at the end of the year.   

Thank you to our guest speakers for making our 
Federal Day in Court event such a success and 
providing us with such great information.  If you have 
any suggestions on how we can improve future Day in 
Court events, or would like to help the new 
2014/2015 Day in Court Chair, feel free to email 

me at dgamayo@stonegraves.com.   

(Continued from page 12) 

Kyle Owen and Wim van Rooyen 

Capitol Digital Document Solutions  
Ron Bodenmann 
 
Compex Legal Services, Inc. 
Kelly Munson 
Jessica Taft-Williams 
 
First Legal  
Jim Pinter 
 
Litigation Services 
Morgan Albanese 
Regi Nand 
 
The Pampered Chef 
Robin Grossman 
 
Ray Morgan Company 
Tom Jops 
 

 
 
Sacramento Legal Video Center 
Jaci McAleer 
Sean McAleer 
 
U.S. Legal Support 
Johmar Gasphar 
Jenoa Derdowski 
 
Valpro Attorney Service 
Henry Valentin 
 
Veritext Court Reporters 
Marj Walker 
 
Wall Street Reporting 
Elena Garcia-LaBonte 
Michelle Ramirez 
 

WE TRULY APPRECIATE OUR VENDORS, AND THANK YOU AGAIN FOR SUPPORTING SLSA! 
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Wall Street Reporting 

Ray Morgan Co. 

Capitol Digital Document Solutions 

Hutchings Litigation Services 

FEDERAL DAY IN COURT VENDORS 

Veritext Court Reporters 
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First Legal 

Compex Legal Services, Inc. 

U.S. Legal Support 

FEDERAL DAY IN COURT VENDORS 

Sacramento Legal Video Center 

The Pampered Chef 
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CCLS Quiz 

Submitted by Launa Atkinson, CCLS 

CCLS Report 

CCLS Vocabulary 

True or False? 

1.  Non-expert discovery cutoff is 30 days 

before the initial trial date. 

2.  If the discovery cutoff date falls on a 

Saturday, Sunday, or holiday, the last day 

shall be the next court day closer to the 

trial date. 

3.  A non-party witness is not entitled to a 

witness fee or mileage for appearing at 

trial. 

4.  Advance jury fees must be deposited with 

the court 25 days prior to the initial trial 

date. 

5.  In an expedited jury trial, each side has 

three hours to put on all witnesses, present 

evidence, and argue the case. 

6.  In an expedited jury trial, there are still 12 

jurors, but each side gets fewer peremptory 

challenges. 

7.  All parties need not consent to an 

expedited jury trial. 

8.  No later than 15 days before an expedited 

jury trial, a pretrial conference will be 

conducted by the court. 

9.  A party in whose favor a judgment is 

ordered and who is allowed to claim costs, 

must file a memorandum of costs no later 

than 15 days after the date of mailing of 

the notice of entry of judgment. 

10.  A prevailing party does not need to notify 

anyone when they receive only partial 

payment of the judgment. 

1.  Civil Active List – A list of 
pending cases awaiting 

assignment of a trial date. 

2.  Conform – To stamp with the court’s filing 

stamp evidencing date of filing. 

3.  Demurrer – A formal objection to a pleading. 

4.  Ex Parte – It refers to a special hearing 
among all counsel at a time when the court is 
not generally in session or is in session for 

special purposes only. 

5.  In Camera – In chambers. 

6.  Judgment – The official decision of the court in 

a proceeding. 

7.  Jury – A specified number of persons selected 

to determine questions of fact, render a 

verdict, or decide a contested matter. 

8.  Peremptory Challenge – An objection made 

to a juror for which no cause is given. 

9.  Prayer – That part of a pleading which sets 
forth the relief sought or the orders the party 

wishes the court to make. 

10.  Trial De Novo – Trial from the beginning; to 

start anew. 
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Answers to the CCLS Quiz 

1.  (True, LOPM B-58) 

2.  (True, LOPM B-58) 

3.  (False, LOPM B-61) 

4.  (True, LOPM B-63) 

5.  (True, LOPM B-65) 

6. (False, LOPM B-65) 

7.  (False, LOPM B-65) 

8.  (True, LOPM B-66) 

9.  (True, LOPM B-66 – 66.1) 

10.  (False, LOPM B-66.1) 
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Member News 

On the Move: 

Jaymie Moralez, SLSA’s Employment Chair and Nominations & Elections Chair, has moved to the 

Third District Court of Appeals.  Her new e-mail address is Jaymie.Moralez@jud.ca.gov. 

Corene Rodder, SLSA’s 2013-2014 Editor of The Legal Eagle, has moved to Somach Simmons & 

Dunn.  Her new e-mail address is crodder@somachlaw.com. 

President Lynne Koroush, CCLS, has moved to Carroll, Burdick & McDonough’s Sacramento office.  

Her new contact information is as follows: 

Lynne Koroush, CCLS 
Carroll, Burdick & McDonough 
980 9th Street, Suite 380 
Sacramento, CA  95814 
(916) 551-3360 Bus. 
lkoroush@cbmlaw.com 
 

Secretary Jennifer Estabrook, CCLS, is now with the law office of Berry & Block.  Her email address 

is jestabrook@berryblock.com. 

 

Good News! 

It was wonderful to see LSI Past President Mary S. Rocca, CCLS, at LSI’s Third Quarterly Conference 

in Modesto.  She looked great, and we all got to share in her good news that she has completed 

her treatments for breast cancer and has recently been declared cancer-free!  What wonderful 

news for Mary and her family!  Please keep Mary in your thoughts and prayers for continued good 

health. 

“Thanks for the Memories” 

It was a very special reunion of SLSA members at LSI’s Third Quarterly 

Conference in Modesto the weekend of February 21-23.  Former SLSA 

Governor Melanie Herman, CCLS, was in attendance as a new member of 

Mt. Diablo LPA, and made a special presentation to SLSA Past President 

Dawn Forgeur, CCLS.  Although Dawn did not have a historian during her 

two years as president, unbeknownst to her, Melanie and a few other 

members collected mementos and photos to put together a scrapbook for 

Dawn.  Melanie surprised Dawn in Modesto by presenting her with the 

scrapbook.  It was a great surprise and special moment for Dawn.  Thanks 

for the memories, Melanie, and thanks to Dawn for two great years as 

SLSA President! 
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LSI Third Quarterly Conference, February 21-23, 2014, Modesto, CA 

Astrid Watterson, CCLS, Lynne Koroush, CCLS, and 

Dawn Forgeur, CCLS 

CelebratingTammy Hunt, CCLS’s Birthday at 

Conference. 

Shakespearian Reading at Saturday Evening 

Banquet 

Lugene Borba, CCLS, Astrid Watterson, CCLS, LSI 

Parliamentarian, Linda Duarte, LSI Executive 

Advisor 

Tammy Hunt, CCLS 

Dawn Forgeur, CCLS, and Heather Nowak, 

Orange County LSA 

Shoe decorating 

contest at LSI 

Conference 
Don Lee, LSI Honorary Member at 

Sunday Brunch 
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Michelle Chavez, CCLS, and I 
attended the membership luncheon on 
February 22, 2014, at LSI’s Third 
Quarterly Conference in Modesto.  

There were approximately 16 people in attendance.  
Of those attending, this was the first conference for 
three of them.  The luncheon was presided over by 

LSI Vice President Mary Beaudrow, CCLS. 

The tables were decorated with a bottle of wine, a 
wine glass, and bunches of grapes.  We had a great 
lunch of salad with three different dressing choices.  
Once the salad was consumed, we were given a dish 
of grilled chicken over penne pasta topped with 
marinara sauce, broccolini and grilled carrots.  Iced 

tea, water, and coffee were also served. 

The following topics were discussed: 

 How to keep members active during the summer 

months? 

 How not to seem too aggressive in approaching 

prospective members?  

 Ideas for recruiting new members. 

 Review LSI’s Chapter Achievement form. 

Evidently some associations go dark for one or 
two months each summer.  One of these 
associations puts on a seminar on a Saturday 
instead of having the normal monthly dinner 
meeting.   One association has a silent auction 
instead of a meeting in the month of August.  This 
appears to be a big moneymaker for that 

association.   

It was suggested that that if money is an issue, 
associations could consider coming to the dinner 
for free (either don’t eat, or at the expense of the 
organization), if the topic is of interest.  This can 

happen at any time during the year.   

One of the members at the luncheon stated that 
she carries membership applications in her purse.  
Most thought that was a bit aggressive, and most 
thought that either a phone call or an e-mail to the 
prospective member would not be considered 
aggressive.  Prospective members should feel as 
though they are being welcomed to the meetings 
for network and education purposes.  Inquiries 

regarding membership can be handled as a 

follow-up.   

The following ideas were presented:  

BUNCO 

BINGO 

Free happy hour (limit of 1 or 2 free 

glasses of wine) 

Get ideas (topics) for future meetings: 

Membership meeting 

Mock trial 

Toward the end of the luncheon Mary brought up a 
couple of items that would be discussed in the 

General Assembly later that afternoon: 

LinkedIn:  LSI has a LinkedIn page and she 
hopes to set up a Facebook page in the near 

future. 

Mary will ask (or has asked) the LSI board to transfer 
$2,000 from the savings account to the general 
account.  Her wish is that wherever a conference is 
taking place, that LSI be able to give five of the local 
associations enough money for a scrip ticket to allow 
one member from each association to attend that 
conference.  These five associations would be within 
driving distance to the conference.  The details of how 
those associations and each member would be chosen 

were not discussed.   

LSI Conference: Membership Luncheon Report 

Submitted by Elizabeth Madden, CCLS 
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Of Note 

Reading Cell Phone Maps While Driving is Legal 
 

In a February 27, 2014, decision handed down by 
California’s Fifth District Court of Appeal, drivers in 
California can legally read a map on their hand-held 
cellphones while behind the wheel.  The Court of Appeal 
reversed the case of a Fresno man who was ticketed in 
January 2012 for looking at a map on his iPhone while 
stuck in traffic. The driver challenged the $165 fine. In 
their 18-page ruling, the Appellate Court judges said 
California's law that prohibits people from talking on 
their cellphones without a hands-free device could have 
been written more clearly, but it doesn't apply to looking 
at maps on cellphones. The law the CHP officer used to 
ticket the driver applies specifically to people "listening 
and talking" on cellphones, not using their mobile phone 
in other ways, the Court said. 

 
 
 
Happy Birthday to the following March 
babies! 
 
Elizabeth Madden, CCLS  March 4 
Whitney Squire   March 18 
Connie Kelley   March 21 
Michelle Chavez, CCLS  March 24 

March Birthdays 
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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 accom-
plishments with you during the good times, and support you during the tough times.  Please send your 

news to treasurer@slsa.org 
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LSI® provides educational, 

professional, and personal 

development information to legal 

support staff throughout the state 

of California. Many educational 

opportunities are available to 

members (and non-members, for 

a nominal fee) throughout 

California. 

Monthly educational programs and newsletters are 

provided by local associations. 

General educational programs are offered at each LSI 

conference free to anyone wishing to attend. Topics vary 

among specialized areas of law, ethics, law office products 

and management, and personal development. Visit 

www.lsi.org and click the LSI Events tab for more 

information about upcoming LSI Events. 

Many local associations offer study groups for members 

interested in preparing to take the California Certified 

Legal Secretary (CCLS®) examination. Information on the 

CCLS examination can be found by clicking on "California 

Certified Legal Secretary." 

These programs are designed to provide current material 

and educational tools to enable law office support staff to 

remain current with the changes in general law, as well as 

in their respective areas of practice. 

MAKE A CAREER CHOICE - BECOME A LEGAL 

PROFESSIONAL 

Our motto: Excellence through Education. 

Expand your personal and professional development and 

skills through a multitude of educational opportunities 

offered statewide. 

Enjoy discounted educational benefits through the 

Continuing Education of the Bar. 

Become a California Certified Legal Secretary (CCLS®) 

through a course of study and a comprehensive 

examination. 

Easily maintain your CCLS credits and your MCLE credits 

through workshops and seminars sponsored by the Legal 

Specialization Sections of Legal Secretaries, Incorporated. 

 

Submitted by Kimberly Ann Smith 

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. 

Editor’s Note 

Editor-Corene E. Rodder 

Benefits 

Kimberly Ann Smith 

http://www.lsi.org
mailto:cerodder@gmail.com
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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. 

 

Employers/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, 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.  Ads are usually 

posted within 48 hours. 

 

It is the responsibility of the applicants to contact the employers, schedule interviews, exchange résumés, and to 
discuss benefits and salary, etc. All information is listed until notification to drop the name/position is given to 
the Employment Chair.  Please contact Employment Chair Jaymie Moralez, at Jaymie.moralez@jud.ca.gov.  If 
you wish your listing to be placed on our web page, please indicate your authorization to do so. 

 

(3/12/14) Legal Assistant. Preeminent, boutique law firm in Sacramento specializing in natural resources and 
energy law is seeking a motivated and well organized legal assistant to join our team. Minimum requirements 
include 7+ years’ experience in transactional work, strong familiarity with all aspects of litigation (state and 
federal), attention to detail, excellent client service skills, demonstrated verbal and written communication 
abilities, desire to work in a team-oriented environment, and proficiency in Word, Excel, and PowerPoint. 
Additional experience in dealing with regulatory agencies, including the California Energy Commission and 
California Public Utilities Commission, is desired but not required. Full benefits and competitive salary (DOE) 
included. This is a full-time position. Please send a cover letter, resume, and letters of recommendation to Tracy 
Hunckler at thunckler@daycartermurphy.com.  

 

(2/21/14) Litigation Assistant/Paralegal. Law firm in downtown Sacramento is seeking an experienced 
litigation assistant/paralegal with a minimum of 5 years’ experience in drafting discovery, motions, organizing 
records, and trial prep. Applicant must know state rules and procedures, be able to draft correspondence, 
motions and discovery, be a self-starter and able to work without a lot of supervision. This position requires 
exemplary organization skills, attention to detail, strong client service skills, excellent verbal and written 
communication skills, the ability to work well under pressure and to be a team player, and the ability to multi-
task and set priorities while meeting deadlines in a fast-pace environment. Must be proficient in Word 2010, 
Excel, Outlook, CompuLaw, Adobe Acrobat Pro, and PowerPoint. Salary is DOE. Please send cover letter, 
salary history/requirements and resume to paralegalopportunity2014@gmail.com. 

 

(2/18/14) Legal Assistant/Secretary – Boutique law firm in Gold River specializing in business litigation and 
transactions with an emphasis in representing financial institutions. Strong computer skills required, including 
Word and Word Perfect. Duties include preparing pleadings, drafting discovery, legal research, assisting 
attorneys, and organizing files. Please submit cover letter, and resume to gmoates@jps.net. This is a part-time 
position. 

 

(2/6/14) Senior Legal Secretary – County of Nevada, Nevada City. The County of Nevada is currently 
accepting applications for a Senior Legal Secretary. Please click here for the job description. For salary 
information, position information and qualifications please see the job announcement. 

 

(1/29/14) Legal Secretary. Construction defect/civil litigation law firm in Roseville seeks a full-time legal 
secretary with a minimum of 4 years experience. Must possess strong knowledge of legal forms, procedures, 
and court rules, as well as experience in e-filing and e-service. Position requires excellent organizational, 

(Continued on page 33) 

Employment Report 

Submitted by Jaymie Moralez 
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typing, and computer skills with specific knowledge in Word, Outlook, Legal Solutions, File & Serve Xpress, and 
Vision. Competitive salary and benefits. Friendly/casual and interesting work environment. Resumes will be 
accepted via email to dtofft@greenhall.com or fax to (916) 367-7491, attn.: Director of Human Resources. 

 

(1/27/14) Legal Secretary. Auburn law firm seeks two full-time legal secretaries; one with a minimum of two 
years’ experience in family law and the other with a minimum of two years’ experience in personal injury and 
civil litigation. We are seeking candidates who are professional and have effective written and verbal 
communication and organization skills. Strong calendaring skills are a must! Duties include: Assisting the attorney 
and paralegal, calendaring, drafting correspondence, client telephone contact, and file maintenance to name a 
few. Experience with Microsoft Word and Outlook is a must. Experience with Word Perfect and Essential Forms 
is a plus. Please email cover letter with salary requirements and resume to shannon_clay@yahoo.com. 

 

(1/24/14) Receptionist/File Clerk/Office Services. Midtown Sacramento law firm seeks full-time receptionist/
file clerk with a minimum of 2 years office experience. We are seeking a candidate who is professional, 
courteous and team-oriented with effective written and verbal communication skills and excellent organizational 
skills. Attention to detail, good attendance and punctuality a must. Duties include: answering phones, greeting 
clients, filing, providing back-up support to office staff, processing mail, general housekeeping and office 
errands. Experience with Microsoft Word, Outlook and Excel essential; valid California Driver’s License and 
high school diploma required. Hours: 8:00 a.m. – 5:00 p.m.; Salary $12 - $15 per hour, DOE; competitive 
benefits provided. Please email resume to bks@bkslawfirm.com or fax to 916-446-4018. 

 

(1/22/14) Legal Assistant. Legal Assistant position available at local civil litigation firm. Candidate must have 
at least 3 years of experience at a civil litigation office. Must be professional, reliable, detail oriented, 
organized, timely, able to work under time pressure, and a self-starter. Daily tasks will include answering 
telephones, filing, legal calendaring, court filings, copying and scanning, data entry assignments and various 
other administrative tasks. Applicants should be familiar with California Rules of Court and local Court Rules 
relating to document filing and service procedures. 

Salary is negotiable. Benefits are available after working 90 days. Please submit resume, cover letter and 
three references to sacramentohiringdirector@gmail.com. Applicants who do not submit all three documents will 
unfortunately not be considered. 

 

(1/22/14) Litigation Legal Secretary. Low McKinley Baleria & Salenko, LLP has an opening for a litigation 
legal secretary with 7+ years experience, preferably in insurance defense. The position requires teamwork, 
strong organizational skills and a strong ability to handle a heavy law and motion desk. Must be proficient in 
MS Word and Outlook. Knowledge of Prolaw a plus. We offer a competitive salary and benefits. Please email 
resume to rgm@lmblaw.net. 

 

(1/15/14) Legal Secretary - Sacramento Office. Locke Lord LLP, an international law firm, seeks legal 
secretary to work with litigation attorneys. We have a fast-paced, challenging position available requiring 5+ 
years previous legal secretarial experience. To qualify, must have excellent computer skills including Microsoft 
Word (with styles), Excel, and Power Point, prior experience with DeskSite or similar document management 
systems, detail oriented with the ability to multi-task, prioritize and manage workload as well as excellent 
written and verbal communication skills. Duties include: transcription, drafting pleadings and correspondence, 
time entry and file maintenance. We offer competitive salary/benefit package and an opportunity to use your 
skills in a pleasant/professional work environment. Please send resume to: recruiter@lockelord.com or fax to 
(312) 443-0530. 

(Continued from page 32) 

Employment Report (continued) 
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Legal Procedures 

Submitted by Debbie Frias, CCLS 

Scanning my state 

counterpart's "Blog," I have 

found a few interesting tidbits 

to share with our readers: 

 

San Bernardino Superior 

Court Valley Reorganization 

(News Release date 

2/24/14):  The Court 

announces that the new 

courthouse I(San Bernardino Justice Center) will open 

for business in May 2014. In order to capture 

efficiencies in court operations in the Valley region, the 

Superior Court will reorganize the calendars for the 

Rancho Cucamonga District, Fontana District and San 

Bernardino District. 

 

Due to space restrictions for articles in our bulletin, I 

am simply directing you to either the procedures blog 

on the LSI website, or by going to the Court's website 

for this 2/24/14 news release, which is very detailed. 

 

As of January 15, 2014, San Diego County Superior 

Court accepts only certain types of documents at their 

filing window; this is at the Central Division Civil 

Business Office location. 

 

Temporary Restraining Orders (Civil Harassment, Elder 

Abuse, Work Place Violence) and related filings; 

Petitions for Change of Name or Gender; Claim of 

Right to Possession or Third Party Claim; Ex Parte 

papers (for Dept. 6 or Dept. 7 only) Answers/

Responses to Unlawful Detainer; Complaints Petition to 

Withdraw Money from Blocked Account; Writs of 

Election; any document submitted with a Peremptory 

Challenge; any new Complaint or Petition of the 

Plaintiff/Petitioner will be seeking immediate relief 

from the court (example: setting an Ex Parte for 

issuance of a Temporary Restraining Order Pending a 

hearing on a Preliminary Injunction. 

 

Any other documents not listed above must be time-

stamped and dropped in the provided drop box. 

 

Los Angeles County Superior Court - North District to 

Resume Handling Unlimited Jurisdiction Personal Injury 

Cases: Commencing 3/1/14, personal injury cases 

shall once again be filed and have pre-trial matters in 

unlimited jurisdiction handled at the North Valley 

District (Antelope Valley) Courthouse. Cases originally 

filed and heard there which were transferred to the 

Stanley Mosk Courthouse will be transferred back. Any 

new cases which are geographically under the 

Antelope Valley Court's jurisdiction will be filed there. 

 

All court dates scheduled will remain on calendar, but 

the location will be at the North Valley District 

Courthouse unless otherwise noticed. The court will send 

out any reassignment orders by April 1, 2014. 

 

Should the case require trial, the case will transfer to 

the Master Calendar Court in Department 1 of the 

Stanley Mosk Courthouse. From there, it will be 

assigned to a dedicated trial courtroom located 

throughout the county. 

 

USDC-Central District of California: Effective 

immediately, this court is announcing the expansion of 

the Attorney Case-Opening Pilot Project. Attorneys 

may file almost all new civil cases online, using the 

Courts CM/ECF System. Most complaints and notices of 

removal may now be filed electronically, so long as 

the filing fee is paid online at the time of filing or no 

filing fee is owed. For more information, check out the 

court's website. 

 

Sacramento Superior Court: Effective January 1, 

2014, the Limited Civil Pretrial Calendar will be 

assigned to the Honorable Kevin R. Culhane, presiding 

in Department 13. The clerk of Department 13 may be 

reached at 874-7786. The calendar will be heard 

every Friday at 10 a.m., except on court holidays. 
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Governor’s Report 

Submitted by Dawn Forgeur, CCLS 

LSI’s February Quarterly 
Conference was help from 
February 21-23, 2014, in 
Modesto.  It was co-
hosted by Merced and 
Stanislaus County LPAs 
and they did a great job!  
There was a lot of 
business for the governors 
this time, but since we had 

three of the LSI Executive Board at our governors’ 
luncheon to go over everything, it went quite 

smoothly during voting. 

All of the following recommendations carried: 

LSI Executive Committee Recommendation No. 1: 

2.16 The general Chairman of each Quarterly 
Conference Committee shall prepare and transmit 
to the LSI President and the LSI Administrator, not 
later than 45 days after the Quarterly Conference, 
a report containing registration and financial 
information, the form provided in the Guidelines 
for Hosting LSI Conferences, which information shall 
be reported to the Board of Governors at the 
immediately-following Quarterly Conference.  The 
Chairman shall prepare and deliver to the 
Chairman for the ensuing Quarterly Conference a 
file containing documents and information of 

assistance to the next chairman. 

LSI Executive Committee Recommendation No. 2: 

4.1 At the beginning of each fiscal year, 
members of the Executive Committee shall be 
assigned a reasonable area within which visits to 
Local Associations shall be made.  A record of 
visitations shall be kept by the LSI President.  The 
Executive Committee member attending a Local 
Association’s event, must provide the President with 
a written report stating the date of the event and 
the purpose of the event (i.e., installation officer, 
regular meeting, special event, etc.).  An Executive 
Committee member attending a Local Association’s 
event, must prepare an expense report with his/
her listed expenses incurred and provide the 

original to the LSI Treasurer and a copy to the LSI 

President for review and approval. 

LSI Executive Committee Recommendation No. 3: 

The following items shall be available through 
Corporate Office at no charge: (a) Career 
Promotion Brochure; (b) CCLS Brochure; (c) Law 
Office Procedures Manual flyer; (d) LSI Legal 
Professional’s Handbook flyer; (e) LSI Membership 
Application Form; (f) LSI Membership Brochure; 
(g) LSI Roster; and, (h) New Member packet; and 
(i) electronic version of the “Marketing LSI” 

PowerPoint presentation. 

LSI Executive Committee Recommendation No. 4: 

17.1.3 $15 $20 per diem for each day or part 

thereof travel or attendance is required. 

LSI Executive Committee Recommendation No. 5: 

17.4 A member of the Executive Committee 
attending the installation meeting of a newly-
chartered Local Association shall be reimbursed 
actual expenses, not to exceed on night’s lodging, 
round-trip transportation, and $15 $20 total per 

diem, as provided above. 

LSI Executive Committee Recommendation No. 6: 

Pursuant to LSI’s Bylaw Article XIII, Section 2, 
subsection (c), Palo Alto LPA’s charter shall be 
revoked and their charter surrendered to LSI.  
[Palo Alto LPA’s remaining known members wished 
to dissolve, but do not meet the requirements for 
adoption of a resolution, and asked for LSI’s 

assistance with this.] 

LSI Executive Committee Recommendation No. 7: 

The Executive Committee recommended 
transferring $2,000 from the Capital One 360 
(Business Savings Account) to fund the Local 
Association Promotion Program.  [Five scrip tickets 
to local associations for each quarterly conference 

with be given away.] 

(Continued on page 36) 
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LSI Continuing Education Council Recommendation 

No. 1: 

CEC recommended that LSI sponsor a six-week BLS 
training online study course, beginning in March 

2014. 

LSI Continuing Education Council Recommendation 

No. 2: 

CEC recommended that the cost for the BLS training 
online study court be set as follows:  $150 for LSI 
members and $200 for non-LSI members.  
[Remember, if you are a member of a local 

association, you are a member of LSI.] 

LSI Continuing Education Council Recommendation 

No. 3: 

CEC recommended that LSI sponsor a four-week 
online California Discovery course beginning in April 

2014. 

LSI Continuing Education Council Recommendation 

No. 4: 

CEC recommended that the cost of the four-week 
online California Discovery course be set as follows:  

$30 for LSI members and $50 for non-LSI members. 

LSI Continuing Education Council Recommendation 

No. 5: 

CEC recommended that LSI approve the cost for the 
Day of Education be set as follows: $85 for LSI 

members and $105 for non-LSI members. 

LSI Continuing Education Council Recommendation 

No. 6: 

CEC recommended that LSI advance $500 as hotel 

deposit for the Day of Education. 
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Parliamentarian's Corner: “The Business of  Voting”  

Submitted by Astrid Watterson, CCLS 

For those members who are new to the association (and some who are not-so-new), I 
thought I would take the time to explain the use of the "red" member voting cards, as 
well as a few other items you receive upon arrival at an SLSA membership meeting.  
 
When you arrive at a monthly dinner meeting, you should be usually be given the 
following items: 
 

• a meal ticket 
• a vendor door prize ticket 
• a red member voting card 
• a copy of the Secretary's Minutes 
• a copy of the Treasurer's Report. 

 
As a reminder, it is the duty of all members to vote on the business matters of this association.  Upon arrival, you 
should review the Secretary's Minutes to ensure accuracy. If you spot an error in spelling or activity, please wait 
until the Chair (the President) asks for edits to the Minutes during the Secretary's Report.  Don't be afraid to raise 
your hand and participate. When all edits, if any, have been made, the Chair will ask for the members to vote.  
At that time, you should raise your red member voting card to either vote in favor of approving the minutes as 
presented or as corrected, or vote against the minutes as presented or corrected. You would follow the same 
procedure for the Treasurer's report. 
 
Robert's Rules of Order tells us that there are several methods of voting.  A few common methods are: (1) 
Standing Vote, (2) Voice Vote, (3) Show of Hands, (4) Counted Vote, and (5) Ballot Votes.   
 
A standing vote can be used whenever a two-thirds vote, instead of a majority vote is required to pass a motion.  
When you use the standing vote method, the Chair will typically ask all members to stand if they are in favor of 
the motion and then again if they are against.  The Chair would then decide whether more stood in favor or 
against the motion.  If it turns out that it is too close to tell which side had the majority, the Chair could resort to 
counting.  A voice vote is the simplest and most common type of voting. The Chair usually asks that any in favor 
of the motion say "aye" and those against say "no."  Based on the Chair's judgment of the voice vote, the Chair 
announces the results of the vote.  A show of hands vote can be used when the group is small.  You can visually 
see who is voting in favor and who is voting against the motion.  It then falls on the Chair to decide if the motion 
had more show of hands in favor or against the motion, then announce the results of the vote.  A counted vote is 
usually used to ensure the results of the motion.   
 
If the Chair is not able to tell from a standing vote, a voice vote, or a show of hands vote if the motion passed or 
failed, the chair can use the counted vote to decide. Depending on the type of motion, it may require a majority 
or two-thirds vote in order to pass.  Finally, we have the ballot vote. Our bylaws require that our elections be 
completed by ballot, meaning that all members are mailed the ballot with the motion written on it (in this case 
the list of the nominees for office) and required to return their vote (either by mail or by personal delivery).   
 
In the past, SLSA has used the voice vote.  However, there were times when it was difficult for the Chair to tell if 
only members were voting or if some of our guests were voting, also.  In order to eliminate a potential problem, 
we began using the membership voting cards.  The Registration Chair coordinates with the Membership Chair 
and figures out who is a member and who is not.  If you are a member, you should have a red member voting 
card.  We encourage you to use it when called for and participate – this is your association! 
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Please note that the RSVP deadline for all regular monthly meetings is now Noon on the 
Friday before the meeting.  We have had to move our RSVP cut-off date in order to meet food 
ordering deadlines from the Courtyard Marriott.  Please make note of it, as this is now SLSA’s 

standard reservation deadline for regular dinner meetings. 

Chapter Achievement Points (CAPs) 

Submitted by Dawn Forgeur, CCLS 

Please email the governor [governor@slsa.org] if you attended any of the classes or any part of the February 2014 Quar-
terly Conference so that we may count your attendance for the Chapter Achievement Contest!  As always, thank you to those who 

send me your updates every month, it’s appreciated! 

It shall be the duty of each member of Legal Secretaries, Incorporated, to observe all laws, 
rules, and regulations now or 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 LSI Past President, Joan M. Moore, PLS, CCLS  

LSI CODE OF ETHICS  
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CHAPTER ACHIEVEMENT REPORTING FORM 2013-2014 

 

Each association in LSI participates every year in the Chapter Achievement Points (CAPs) contest, and these points are tracked by SLSA’s Governor.  This 

covers activities from April 1, 2013, through March 31, 2014.   

Please complete this form and mail or email it to SLSA’s Governor, Dawn Forgeur, CCLS.  If you attend a function and are not sure if it applies, in-

clude it below on the blank line provided and it will be determined if it applies. 

 

Date of Event  Event 

 

__________  I submitted an article to The Legal Secretary magazine.  (50 points) 

__________  I attended an LSI Quarterly or Annual Conference.  (50 points) 

__________  I attended an Officer/Chairman Workshop at the Annual Conference. 

How many?  _____  (25 points) 

__________  I rented a car through Hertz with the LSI discount.  (200 points) 

__________  I took the CCLS exam – Test Date:  _______________.  (100 points) 

__________  I passed the CCLS exam – Test Date:  _________________.  (200 points) 

__________  I recertified as a CCLS during the 2013-2014 fiscal year.  (50 points) 

__________  I attended another association’s monthly meeting, installation, or other function. (50 points) 

__________  I attended an educational workshop or seminar sponsored by SLSA or another local 

association.  (25 points) 

__________  I attended an educational workshop or seminar sponsored by a Forum, CEB, or 

The Rutter Group.  (25 points) 

__________  I am a member of at least one Legal Specialization Section.  (50 points) 

__________  I am a member of all six Legal Specialization Sections as of March 31, 2014. (100 points) 

__________  I attended a Legal Specialization Section Seminar at Quarterly or Annual 

Conference.  How many?  __________.  (50 points per seminar) 

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

__________  I purchased the Legal Professional’s Handbook (LPH).  (200 points) 

__________  I purchased the Law Office Procedures Manual (LOPM).  (200 points) 

__________ I purchased updates to the LPH. (100 points) 

__________  I purchased updates to the LOPM. (100 points) 

Name: ________________________________  Email:  ________________________________ 

Sacramento LSA 

Attn:  Dawn R. Forgeur, CCLS, Governor 

Stoel Rives LLP 

500 Capitol Mall, Ste. 1600 

Sacramento, CA 95814 
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Submitted by Lynne Koroush, CCLS 

Law Office Products and Management: 

“Simple Law Firm Procedures to Increase Workflow: Organizing your Mail”  

Written by Haley Odom* 

Attorneys and legal staff devote time and effort to 
organizing their e-mail inboxes, but how often is 
paper mail organized?  The paper that stacks up on 
your desk is just as distracting as having 1,000 emails 
in your digital inbox. Your desktop mail inbox pile 
likely contains a number of extremely important 

items.  

Law firms can implement the following procedure to 

help their personnel overcome the paper: 

1.  Scan, scan, scan 

From the moment the postman drops off the mail, the 
first step in your office protocol should be to scan 
these inbound items.  If your law firm has a dedicated 
mailroom worker, the mail should be routed directly to 
them.  All mail should be date-stamped and scanned 
in with the envelope attached.  Once the items are 
date-stamped and scanned, the second step should 
involve an e-mail containing the scanned attachment 
(or a hyperlink to their location) to the recipient, the 
legal team surrounding the matter, and/or the 
appropriate staff.  Step three involves the electronic 

and paper filing of the original item.  

Several services on the market provide scanning 
technology that allows for scanned documents to be 
directly sent to all legal team members.  This ensures 
consistency and accountability for viewing the 
mail.  With this system, designate a team member to 
digitally file all scanned documents as well as filing 

the original, hard copy. 

2.  Folders 

Paper mail cannot be reviewed every single day, 
especially if the lawyers are traveling or litigating. A 
workable solution involves an accordion folder system. 
The folders should be classified as Monday through 
Friday and “weekend.”  If the folders are not 
accordion style, it is best if they can be different 
colors.  Each day’s mail is time- and date-stamped, 
put in that day’s folder, which becomes a replacement 
for the attorney’s physical inbox.  This keeps mail in 
order of receipt and helps keep the review of paper 
mail manageable.  Use of different colored folders 
also gives a clear visual on how far behind an 

attorney is on their mail review. 

An alternate way to use folders to help manage 
physical mail is to create an importance scale.  Red 
for emergency, orange for same day review, yellow 
for weekly review, and blue for monthly 
review.  Organizing mail in this fashion means that 
urgent mail is always seen first.  The downside of 
utilizing this system is that communication between 
attorney and staff must be clear on what is important 

and what is not. 

Many law firms are already paperless or are moving 
toward paperless offices.  If this is the case in your 
firm, take the mail folder system digital.  Use 
Microsoft Outlook’s “categories” in lieu of a physical 
folder.  Establish the categories in the same manner as 
the physical folders: 1) a different color for each day 
of the week or 2) a different color per importance 

level.  

3.  Follow-up 

Legal assistants and attorneys must create a follow-up 
system to ensure mail is catalogued and responded to 
in a timely manner.  Once an item is date-stamped, 
scanned, and filed, don’t let it collect dust.   An 
attorney’s paralegal or legal assistant is responsible 
for immediately calendaring any deadline contained 
in the mail item.  Acceptance of the calendar entry by 
the attorney indicates that mail has been read.  If an 
attorney decides that a folder system is for them, a 
“read by” stamp proves the attorney read the mail, 

which can now be filed in the physical case file. 

There are many ways to organize your law firm’s 
paper mail, but consistency is the key to keeping 
important information and deadlines from falling 
through the cracks.  Do not create a system that is too 
burdensome, but ensure that a safety net is instituted 

to keep you and your legal staff on top of the paper.  

*Reprinted with 

permission (http://

www.staceyeburke.com/

blog) 

 

http://www.staceyeburke.com/blog
http://www.staceyeburke.com/blog
http://www.staceyeburke.com/blog
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2013-2014 Committee Chairmen 

crodder@somachlaw.com 

lkoroush@cbmlaw.com 

jestabrook@berryblock.com 

Jamie.moralez@jud.ca.gov.com 

Jamie.moralez@jud.ca.gov.com 
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OUR MISSION STATEMENT 

Sacramento Legal Secretaries Association (“SLSA”) is a nonprofit, educational organization 

whose purpose is to further knowledge of law and its procedures,  promote a high standard of 

ethics, encourage a statewide networking system, and advance the interests of our members and 

the legal community. 

  President 

Lynne Koroush, CCLS 

(916) 551-3360 

president@slsa.org 

 Secretary 

Jennifer Estabrook, CCLS 

(916) 564-2000  

secretary@slsa.org 

 Treasurer 

Maryanna Rickner 

(916) 690-5964 

treasurer@slsa.org 

 Governor 

Dawn Forgeur, CCLS 

(916) 319-4786  

governor@slsa.org 

     Parliamentarian 

    Astrid Watterson, CCLS 

    (916) 446-7979 

    parliamentarian@slsa.org 

SLSA Executive Board 2013 - 2014 
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