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• Dinner Meeting – November 18. Topic: “Estate Planning and Probate Law.” This event will
be held at the Courtyard Marriott, 4422 Y Street. You can register online through our website or
contact Jennifer Shelton at jshelton@murphyaustin.com. See page 16.
• Birthday Magic – November 19. SLSA is sponsoring Birthday Magic. This event will be held
at the Cowell Children’s Center located at 2820 14th Avenue. We need volunteers to help
facilitate this event. If you are interested in joining, donating or have further questions, please
contact Gloriela Garcia @ gloriela.garcia@calegacylaw.com. See page 11.

Mission Statement
The 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.
NON-MEMBERS ARE WELCOME!
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President’s Report
by Astrid Watterson, CCLS

Astrid Watterson, CCLS

It's definitely Fall weather.
November is upon us and so
are many other activities. Before we head into November,
let's recap October. Another
fabulous SLSA month; October was a successful month for
SLSA. We held classes in the
areas of bankruptcy, corporations, summation, and grammar. We also participated in
the annual Fairytale Town
Monster Mash event. A team
of SLSA volunteers, and in
some cases their children as
well, were led by Jennifer Estabrook, CCLS and Ron Bodenmann in handing out candy
and helping children with their
arts and crafts.
Children
dressed in all kinds of cos-

continue to offer our monthly
grammar classes, but this
month we will not have an
evening seminar. The evening
seminars are usually held on
the last week of the month, but
with Thanksgiving and our
holiday schedules, we decided
to hold off on the evening
seminars in November and
December. Don't worry; they
will be back in January. November is Probate and Estate
Planning month. Our lunch
lesson will cover the basics,
while our general meeting will
cover the litigation portion of
probate as well as some of the
differences and similarities you
will find in a probate litigation
matter.

day, we will distribute it to our
members. If you can help by
purchasing a small gift for that
child or by donating your time
to attend the birthday celebration, please let Gloriela know.
In October, I was able to
send our members important
updates regarding fee changes
in the courts. As we receive
notice of changes in legal procedure, the association either
through the bulletin or an email from the President, tries
to send you updates. Do you
like this feature? Do you like
to be informed? Is the association providing you the educational needs you would like?
Are we providing you with

What would happen to SLSA if nobody ran for office or volunteered
“Coming together
is a beginning.
Keeping together
is progress.
Working
together is
success.”
~Henry Ford

to serve on a committee? ~Astrid Watterson, CCLS
tumes walked through our
"Dracula's Lair" to receive
candy, color vampires or
witches, and even draw with
chalk a few of their favorite
monsters. It was such a fun
event and it was even more fun
to see some of our members
dressed up with their children.
We had witches, vampirebitten maidens, vampires, zombies, several of the "undead,"
and of course, so that we didn't
totally scare the little ones, we
incorporated "Gingy" the gingerbread man from Shrek. He
was a hit! Events like this one
bring our members together
and can be so much fun!
After all of that excitement,
what do we have in store for
you for November? We have
conference in November,
which will be in North Hollywood. If you haven't registered for conference yet, there
is still time to do so. We will

In November, we also have
our Birthday Magic event. We
are contributing to the Volunteer Center of Sacramento
Children's Home Birthday
Magic event. SLSA will be
coordinating a birthday celebration for children whose
birthday falls in November.
The Children's Home has a
maximum of 14 children at a
time. Many of these children
don't have a home of their own
and no one to celebrate their
birthday. Volunteer organizations such as ours, come in and
donate their time and a little
money to buy presents, a cake,
provide entertainment, and an
overall good birthday celebration for these children. SLSA's
member and charitable projects
co-chair Gloriela Garcia is in
charge of this event. A flyer is
included in the bulletin. Once
the Home has distributed a
"wish list" for the child's birth-

enough activities? Do you like
the articles in the bulletin? Do
you like the features on the
website and Facebook? If you
do, that's great! However, it
takes a group of volunteers to
make this happen. We are the
second largest association in
Legal Secretaries, Inc., yet every year, we struggle to find
volunteers and people to run
the association. At times it can
seem overwhelming, especially
if you are new to the job, but if
you have enough volunteers, it
can be easy and, dare I say …
fun? However, we can't provide you with the level of service you have had this year
unless we have volunteers. Are
you ready to run for office?
What would happen to SLSA if
nobody ran for office or volunteered to serve on a committee? We have 176 members
and it is my sincere hope that
come February, we have many
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President’s Report (cont.)

“What does

by Astrid Watterson, CCLS

who step up and decide to run
for office. If you like what the
association has to offer, I encourage you to take the lead
and run for office or volunteer
to be on a committee. Jennifer
Estabrook, CCLS and Ron
Bodenmann did just that.
They took care of our Fairytale
Town event. The project is
done and while there are a few
administrative tasks that go
along with wrapping up the
event, for the most part, their

duties are complete for the
year. What can you do? What
does your schedule allow you
to contribute to SLSA? If you
have questions regarding any
of the chairman positions or
the executive board positions,
let us know. Each year, the
team changes and how things
are approached may change as
well. My personality and approach is different than others,
but the rules remain the same
and so do the goals – to fur-
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ther our
knowledge.

education

and

Many thanks to our current
volunteers for all that they
have done to make each month
a success. I am thankful to
have a great team this year!
Thanks to all of you for electing me President.

your schedule
allow you to
contribute to
SLSA?”

~Astrid
Watterson,
CCLS

Astrid Watterson, CCLS

Benefit Highlight
by Dawn Forgeur, CCLS

Working Advantage offers are just in time
for the Thanksgiving holiday! Take advantage
of LSI’s discount for car rental discounts, or
to purchase your centerpiece for the holidays,
or even get a discount to send a gift to your
out-of-town family this holiday.

1800flowers.com - 20% off flowers & gifts

Drugstore.com – New customers get free
shipping and a $25 Restaurant.com gift certificate with your $25 order, thru 12/31/10

Log on to www.workingadvantage.com. E-mail
Patti Alexander for SLSA’s member code at
palexander@aklandlaw.com.

FTD.com - Save 20% on flowers, plants and gifts
Avis - Save 10% on weekend rentals, thru
12/31/10. Save 15% on weekly rentals, thru
12/31/10.

Gourmetgiftbaskets.com - $10 off orders
$80+, thru 11/30/10. $5 off orders $40+,
thru 11/30/10. 20% Off Coffee and Chocolate Baskets, thru 1/15/11

CHANGE OF ADDRESS:
Please remember if you have moved offices or home, be sure to send us your Change of Address form
so that we can update our records. This will minimize any delay in your receiving our monthly bulletin, any correspondence, and the LSI quarterly magazine. The change of address form can be found in
this bulletin or on our website. They should be mailed to our Vice President and Membership chair,
Anne French to her work address at Downey Brand, 621 Capitol Mall, 18th Floor, Sacramento, CA
95814.
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Membership Chair Report
by Anne French

e
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e

Hello everyone. We had a great turn out at the Fairytale Town event last month. Thank you to everyone
who volunteered. In November, we will be participating in Birthday Magic and could use volunteers.
If you’re not a member, you can contact me at (916) 520-5268 or e-mail me at afrench@downeybrand.com
for information regarding membership.
Below are our new members that have recently joined SLSA.
JULIA DILES – Julia is a legal assistant for The Britt Gilbert Law Group. She has been a legal professional since 1987. Julia celebrates her birthday on June 19. She specializes in business/corporate
law and litigation. Julia enjoys cooking, entertaining, travel, community, church, sewing, and laughter.
CHRISTINA MCKINNEY – Christina is a receptionist for Fredericks, Peebles & Morgan. She
has been a legal professional since 1995. Christina celebrates her birthday on November 3. She specializes in litigation. Christina enjoys camping, motorcycle riding, and spending time with family.
KRISTEN E. MOE – Kristen has been a legal professional since 2005. She celebrates her birthday
on March 28. Kristen specializes in family law. She enjoys baseball, football, basketball (Sacramento
Kings fan), bowling, going to concerts (especially country music), and spending time with family and
friends.
Are you an SLSA member who has changed jobs? Been promoted? Recently engaged or married? New addition to
the family? We want to know about you. Let us celebrate your accomplishments with you during good times and
support you during tough times. Please send your news to afrench@downeybrand.com.

Of Note
EASTERN DISTRICT BANKRUPTCY COURT INFORMATION
Statistical Data Will Be Required to Electronically File New Bankruptcy Cases as of October 5, 2010, in the Eastern District Bankruptcy Court.
Effective October 5, 2010, debtor information in the statistical data file uploaded with an
electronically filed petition will be used to open the new case instead of the manual data
entry currently done by Clerk's Office staff.
For e-Filers of petitions who do not use petition preparation software to create the file,
MUCH MORE statistical data, as well as all debtor names and addresses, will have to be
entered manually. Because the amount of data required is significant, e-Filers not currently
using petition preparation software may wish to consider using it.
e-Filers who use petition preparation software will not be required to enter this data as
most software packages already create the necessary statistical data file.
SACRAMENTO SUPERIOR COURT INFORMATION
Don't forget that filing fees for Sacramento Superior Court have changed effective
November 1, 2010. Please check their website, call the court, or see the notice included in
this bulletin.
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How Do I?

Question submitted by Anne French
Have many of you been
confused regarding what
should go in the signature
block of a pleading filed in
the Eastern District Bankruptcy court? Well, according to local Bankruptcy Rule
9004-1(c)(1) it should be as
follows:
(1) Signatures on Documents Submitted Electronically.
(a) Signature of the Registered User. The user-name
and password required to

access the electronic filing
system shall serve as the
registered user's signature
on all electronic documents
filed with the court. They
shall also serve as a signature, with the same force
and effect as a written signature, for purposes of the
Federal Rules of Bankruptcy
Procedure and the Local
Bankruptcy Rules of this
court, including FRBP 9011
–1 and LBR 9004–1(c), and
for any other purpose for
which a signature is required

in connection with proceedings before the Court. Unless the electronically filed
document has been scanned
and shows the registered
user's original signature or
bears a software-generated
electronic signature thereof,
an "/s/" and the registered
user's name shall be typed in
the space where the signature would otherwise appear.

For Day in Court
Email submissions to lermar@gtlaw.com
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Parliamentarian’s Corner
by Astrid Watterson, CCLS

How Do You Make A Motion?

“As a member of
SLSA, you have
a right to vote
and to make
motions at the
business
meetings.“
~Astrid
Watterson,
CCLS

As a member of SLSA, you
have a right to vote and to
make motions at the business
meetings. In our case, our
business meetings are generally held on the third Thursday
of the month; that is when
our dinner meetings are. Before you can make a motion,
you should probably know
what a motion is. Robert's
Rules of Order states that a
motion is a formal proposal
by a member, in a meeting,
that the group take certain
action. A main motion is one
whose introduction brings
business before an assembly.
Only one main motion may
be before the assembly for
action at a time. This means
that if you have an action or a
proposal you would like to
bring before the association,
you would do so at the general membership in the form
of a motion.

How do you get to speak at
a meeting in order to make
your motion? First, you need
to be acknowledged by the
chair (usually the President).
You raise your hand or stand
and say, "Madame President!"
You need to wait to be recognized by the chair. Once you
are recognized, then you have
the right to speak up. Once
you have been recognized and
you have the right to speak,
it's considered "having the
floor." This is now the appropriate time to make your
motion (proposal). You do
that by saying: "I move that
…." Robert's Rules emphasizes the fact that it is very
important to say precisely
what the words of the motion
are to be. This not only helps
the Secretary, but will also be
necessary for the voting process.

change it to pink and purple?
Jane Legal: "Madame President!"
Chair: "Yes, Ms. Jane."
Jane Legal: "I move that
SLSA's logo colors be
changed from blue and yellow
to pink and purple."
At this time another member would "second" the motion, which according to Robert's Rules, means simply that
the motion may be considered. It does not mean that
they are voting for it or
against it, only that the motion can be discussed. Once a
motion has been introduced
and is on the floor for discussion, the chair repeats the
motion and opens it up for
discussion to all.
Next month, we will discuss
amending a motion.
For
now, you at least know how
to properly be acknowledged
and make a motion.

For example, what if SLSA's
logo colors were blue and
yellow, but you wanted to

Vendor Spotlight
October Lunch Lesson: Don Benson of
Edward Jones Investments
by Jaymie Moralez
Pictured
from left to
right: Kristi
Baughman
and Don
Benson of
Edward
Jones Investments

Our vendor of the month for
SLSA’s October lunch lesson was
Edward Jones Investments, and
Don Benson spoke on their behalf. How should I plan for my
retirement? How can I lower my
tax bill? If you have questions
such as: How can I plan for my
children’s education? Then Edward Jones Investments might be
the place for you. Edward Jones
Investments offers a wide range of
investment options as well as other services to help you plan your
future regardless of your current

age, income, or goals. Edward
Jones Investments has many resources to help you find your way
and they also have over 10,000
offices to service your planning
needs. To learn more about Edward Jones Investments or to
contact an office near you, please
check out there website at http://
www.edwardjones.com/en_US/
index.html.
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Speaker Spotlight
October Lunch Lesson: “Bankruptcy
Procedures,” by Jamie Dreher, Esq.

“Anytime one is
working with an unfa-

by Sophia Albov, CCLS

The Sacramento Legal Secretaries Association spent an
information-packed lunch
hour with attorney Jamie
Dreher, of Downey Brand.
The topic of the day was
bankruptcy and Mr. Dreher
gave us a quick overview of
the policies and procedures
that must be followed. One of
the highlights of the lecture
was the inclusion of some of
the local rules of the Eastern
District Bankruptcy Court.
As we all know, every court
has its own local rules – the
same is true in Bankruptcy
Court. Mr. Dreher helped clue
us in to some of the requirements of the Eastern District
Bankruptcy Court (EDBC).
For example, there is a requirement that every document filed with the EDBC
have a page count located in

the upper left hand corner of
the page. This number must
be in 18 point font and be
bold. Another requirement in
the EDBC’s local rules is the
use of a Docket Control
Number (DC No.) on every
motion filed with the court.
This number shall appear
directly below the case number on all pleading, proofs of
service, and other documents
which are filed in support or
opposition to a motion (Local
Rule 9014-1).
Bankruptcy court also has
some calendaring rules which
differ from the way calendaring is handled for civil proceedings. For example, all
days in motion proceedings
are calendar days. There is
also no required written reply
on motions set on a 14 days’
notice, however, motions set

on a 28 days’ notice do require a written reply (Local
Rule 9014-1). Anytime one
is working with an unfamiliar court, the local rules
should be checked to make
sure all requirements are
met.
Mr. Dreher is a partner in
the firms’ Sacramento and
Reno offices and he practices Bankruptcy and Commercial Law. He received
his J.D. in 2000 from the
California Western School
of Law in San Diego, California. He has extensive
experience representing
both creditors and debtors
in complex bankruptcy actions.

miliar court the local
rules should be
checked to make sure
all requirements are
met.”

~Sophia Albov, CCLS

Pictured from left to right: Kristi Baughman, Jamie
Dreher, Esq., and Sophia Albov, CCLS
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Submitted by Dawn Forgeur, CCLS
This is not intended to be legal advice. The rules of court should always be consulted.
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Employment Report/Positions Available
by Jaymie Moralez
This free benefit provides the legal community with a place to post job openings for all categories of job positions. SLSA assists in
every possible manner to procure employment for members of this association, and cooperates with attorneys in filling positions in law
offices, but in no event does this committee act as an employment agency.
Attorneys will need to give the following information to the Employment Chair: name, firm name, address, phone number(s), areas of
law practice, software used, position available, years of experience required. The attorney/employer is requested to e-mail the
Employment Chair and Webmaster with the advertisement formatted like those currently posted on the "Employment Opportunities"
page. Ads are usually posted within 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 and/or Webmaster.
Please contact Employment Chair Jaymie Moralez, at (916) 446-7979, or e-mail her at jmoralez@somachlaw.com. A detailed message
can be left, and your call will be returned within 24 hours. If you wish your listing to be placed on our web page, please indicate your
authorization to do so.
Positions Available:
•

(11/3/10) Legal Assistant/Secretary in Mendocino County Full time position for busy family law attorney in Fort Bragg,
beginning January 2011. Minimum 5 years legal secretarial experience required, family law preferable. Medical benefits available.
Salary commensurate with experience. Please mail or drop off letter of interest and resume to: Petersen Law Offices, 1102 S. Main
Street, Suite 2, Fort Bragg, CA 95437; or email to: petersen@mcn.org, no later than November 24, 2010.

•

(11/3/10) Part-Time Legal Secretary Solo personal injury firm is seeking an experienced legal secretary to work 25 or more hours
per week. We are looking for a self-motivated person who can answer the telephone, open new case files, prepare general
correspondence, order medical records and billing statements from medical providers, and independently organize the case files.
You must be motivated and able to learn quickly. Qualifications: must be detail oriented, have excellent telephone skills, able to
multi-task, computer literate, transcription skills, and ability to work with other staff. Salary will depend on level of experience. To
apply, please e-mail resume to CALitParalegal@aol.com.

•

(11/03/10) Litigation Secretary Seeking an experienced litigation secretary for a solo attorney. Candidate should be organized,
detail-oriented, self-motivated, and able to multi-task and work independently. Experience in word processing/transcription,
scheduling, calendaring, and proficiency in Abacus, WordPerfect required. Please contact Tim Bonner at (916) 320-5665.

•

(10/8/10) Receptionist Midsize labor and employment law firm is seeking a hard‑working, motivated individual to serve as a
receptionist for the attorneys and staff in its Sacramento office. The ideal candidate would be a self-motivated, dynamic person who
can take charge of the firm’s front desk. Qualifications: Reliable, superior phone etiquette, professional appearance, detail oriented,
excellent customer service, able to multitask, computer literate, ability to work collaboratively other staff. Responsibilities:
Answering and connecting all incoming calls, greet office visitors and direct them to proper personnel, sort and distribute mail, sign
for deliveries and notify proper personnel of deliveries, general upkeep of front office are and other areas in firm, overflow
secretarial duties as necessary, other duties as assigned. Salary is commensurate with experience. To apply, please email resume to
info@cookbrown.com.
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CCLS Quiz
by Jennifer Estabrook, CCLS
Bankruptcy
True or False:
1.

Once stapled, the pages of an original Will should not be unstapled for any purpose.
True
False

2.

Once stapled, the pages of an original Will should not be unstapled for any purpose.
True
False

3. Any person interested in an estate my file a request to receive copies of all inventories, reports
or other documents filed in the estate.
True
False
4. The Probate Code names classes of relatives who have priority over other classes to determine
who is entitled to administer the estate when a decedent has left no Will.
True
False
5.

Sixty days’ notice is required prior to hearings in connection with the administration of trusts.
True
False

6.

A copy of the original Will is filed with the court along with the Petition for Probate.
True
False

7.

A will is “self-proving” if the witnesses’ attestation clause was signed under penalty of perjury.
True
False

8.

Under certain conditions the Probate Code allows certain property to be passed to beneficiaries
without a formal probate proceeding.
True
False

9. Letters testamentary are issued by the court to empower someone to act as administrator of an
estate when there is no Will.
True
False
10. An executor is appointed by the court when no one has been named in the will to administer
the estate.
True
False

Answers on page 31
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Speaker Spotlight
October General Meeting: “The Lifecycle of a
Corporation,” by Mark Peterson, Esq.

by Sophia Albov, CCLS

Speaker Mark Peterson

From left to right: Anne
French, Mark Peterson,
and Sophia Albov,
CCLS

On October 21, 2010, the
Sacramento Legal Secretaries
Association was honored to
share its monthly dinner
meeting with Attorney Mark
Peterson, of Diepenbrock
Harrison. He shared his
knowledge of corporation
law. In half an hour he was
able to lead us though the
formation, maintenance, and
dissolution of a corporation.
Many businesses do not
start out as corporations.
Some businesses are never
turned into a corporation;
they are run a sole proprietorship. As businesses grow and
become more complex forming a corporation is desirable,
because it protects the owners
of the business. The creation
of a corporation is the creation of an entity. The corporation can enter into contracts, sue, or be sued.
When a corporation is
formed it is important that
the parties involved form the
right type of business arrangement; incorporating, creating
a limited liability company, or
forming partnership. The
decision for the type of business arrangement is deter-

Anne French
Vice President

mined by the long term plans
for the business. For example,
if a business wants to eventually be traded publically, it is
important that it be set up
with that in mind from the
beginning. It is very difficult
and expensive to switch business arrangements midstream.
Once the proper business
plan is determined a name
needs to be registered with
the Secretary of State’s office.
Mr. Peterson was able to
give our group some wonderful insights in how to efficiently and effectively work
with the Secretary of State’s
office. Some people are convinced not to file at the counter because there is an extra
fee involved. However, Mr.
Peterson gave us startling
insight of how long it would
take if you do process your
documents via the mail, instead of the counter. He indicated that they are four
months behind on anything
being processed by mail!
We also discussed the various paperwork and requirements that a corporation must
submit and meet to stay in
business. One aspect of the

Anne French and new
members being sworn in.

life of a corporation that Mr.
Peterson highlighted, was the
necessity not to pierce the
corporate veil. In other
words, officers of the corporation cannot mix the corporation’s money with their own
money, ever! It is also important that any documents
signed on behalf of the corporation are clearly signed for
the corporation – the signer’s
title should always be included
with name.
There are generally only two
ways a corporation can die,
merger or dissolution. If one
decides to dissolve their corporation they must be very
careful to go about it through
the proper channels and fulfill
all tax requirements.
Mr. Peterson received his J.D.
from the University of Michigan in 2006. He has worked
with Diepenbrock Harrison
as a law clerk, a new attorney,
and recently returned to the
firm after a sojourn at an international law firm in Dallas.
He is a member of the State
Bar in California and Texas.

From left to right: Anne
French, Julie Diles, and
Christina McKinney
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Vendor Spotlight
October General Meeting:
by Astrid Watterson, CCLS
Capitol Legal Investigations was our vendor for
our dinner meeting in October. We were thankful to
have Luke Patterson and
Duncan Runge join us for
the evening. Capitol Legal
Investigations’ mission
statement is to deliver professional quality work product and timely service at
competitive rates.
Luke
established his full service
licensed private investigations firm in 1995 and has
clients whom he serves
throughout the Sacramento
Valley and Sierra Foothills
region. If you are a litigation client, Capitol Legal
Investigations can help you
with surveillance; video documented and still photog-

raphy evidence; background
checks; various records
checks; locating witnesses
and obtaining witness statements; asset and income
searches; process serving;
and jury polls. If your area
of practice is worker’s compensation, Capitol Legal
Investigations can help you
with surveillance; activities
checks; background checks;
as well as various investigations for subrogation, employment history, etc. Luke
is available to help anyone
who needs a private investigator and we were happy to
have Luke and Duncan
spend some time with us in
October. Many thanks to
our vendor sponsors!
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Dates to Remember
• November 3 - Grammar Gregg’s Way

(Location: Fagen Friedman & Fulfrost, LLP Time: 5:45 p.m.)

• November 8 - SLSA Board Meeting

(Location: Somach Simmons & Dunn - Time: 5:30
p.m.)

Sun

Mon

Tue

Wed

Thu

Fri

Sat

• November 12-13—LSI Conference (N.

Hollywood) (Location: Beverly Hills Garland

1

2

3

4

5

6

Grammar
Gregg’s
Way

7

8

9

10

Holiday Inn)

• November 15- SLSA Lunch Lesson

(Location: Downey Brand - Topic: What Could Go
Wrong? - Estate Planning & Probate)

• November 18 - SLSA Dinner Meeting

11

Board
Meeting

12

13

LSI
Conference
(N. Hollywood)

LSI
Conference
(N. Hollywood)

(Location: Courtyard Marriott Midtown - Topic:
Litigation differences in Estate Planning & Probate
Law - Time: 6:16-8 p.m.)

• November 19 - Birthday Magic (Location:

Cowell Children’s Center - Time: 4:30 p.m.)

• November 22 - Last Day to Submit Articles

for the November issue of The Legal Eagle

• December 3 - Grammar Gregg’s Way

14

15

LSI
Conference
(N. Hollywood)

Lunch
Lesson

16

17

18

19

General
Meeting

Birthday
Magic

20

(Location: Fagen Friedman & Fulfrost, LLP Time: 5:45 p.m.)

• December 6 - SLSA Board Meeting

(Location: Somach Simmons & Dunn - Time: 5:30
p.m.)

• December 13- SLSA Lunch Lesson

(Location: Downey Brand - Topic: TBD)

• December 16 - Mock Trial (Location: Marriott

21

22

23

Bulletin
Art Due
Advertising Due

29

29

30

24

25

26

Holiday

Holiday

27

Hotel - Time: 5:30-8:00 p.m.)

• December 20- Last Day to Submit Articles

for the November issue of The Legal Eagle
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Vocabulary List
by Jennifer Estabrook, CCLS
PROBATE
Administrator

the person appointed by the court to act as a probate estate’s representative when the decedent leaves no Will

Attestation Clause

The clause at the end of a formal Will or codicil where the witnesses
“witness” or “attest to” the signing of the Will or codicil by the maker
or testator

Beneficiary

One who receives property from an estate, whether an heir or not

Bequest

A gift of personal property by Will

Codicil

A supplement to a Will, which may explain, modify, add to, subtract
from, qualify, alter, restrain or revoke provisions of the original Will

Devise

A gift of real property by Will

Decedent

Person who has died

Executor

The person named in a Will to carry out the directions in the Will and
to act as the representative of a decedent’s estate

Holographic Will

A Will in which the material provisions and signature are in the handwriting of the testator

Intestate

One who dies without a valid Will

Letters of Administration

A document issued by a court empowering one to act as administrator of a decedent’s estate

Letters Testamentary

Document issued by a court empowering one designated in a decedent’s will to act as executor of the decedent’s estate

Pretermit

In a Will, to let pass without mention or notice, or to omit

Testator

The person who makes a Will

Will

Document signed by a testator by which, among other things, the
testator disposes of his/her estate.
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Governor’s Report
by Dawn Forgeur, CCLS

What does a Governor do?

“Coming together is a
beginning. Keeping
together is progress.
Working together is
success.”
~Henry Ford

Well SLSA members, we are
about halfway through the year
and I thought that I would describe for you what a Governor
does for its local association.
First and foremost, I act as a
representative of SLSA at the
state level, attending all meetings of LSI conferences. Before
these meetings, LSI sends any
pertinent information to the
local associations and its my job
to let the Board and the membership know about this information and if there are any
items that will be voted on at
the next LSI conference. This
can include, but is not limited
to, bylaw amendments, conference bids, nominations and
elections. During these quarterly meetings, an agenda is circulated and it’s my job to check
with our President to see if she
has any questions about the
agenda that I need to ask for
her. Of course, if I have any
questions or need clarification, I
can ask those also.

bers know what happened during these business meetings. I
also make an oral report at the
following dinner meeting, which
is usually a condensed version
of my written report.
Another aspect of being the
Governor is being the liaison
between the local chairmen and
the state level chairmen. Part of
that is making sure that the directives get distributed to the
SLSA chairmen and following
up with those chairmen to make
sure responses get back to LSI.
This is important because
1) SLSA gets Chapter Achievement Points for responding by
the deadline, and 2) the LSI
chairmen need these responses
to create their reports. The
resulting reports are then my
job to distribute them back to
our chairmen for use. These
reports can help our local chairmen do their jobs easier, or give
them ideas to better achieve
their goals.

rents a car using LSI’s discount
code, if you let me know about
it, then I keep a record of it.
This is because SLSA competes
with the other local associations
to win the Chapter Achievement Point contest! (Hint –
there’s a list every month in this
Bulletin that lists some of the
activities that earn points!)

Finally, I help our President
and the rest of the Board where
needed with events, members,
articles, and meetings. I am
halfway through my first year as
Governor and it has been great.
I am getting the chance to learn
what is involved in keeping
SLSA going, how important the
volunteers are in putting together great educational programs,
and giving back to the community with projects like Birthday
Magic. It has been awesome to
see others in the legal field who
are involved in the association,
working to increase their
knowledge, and helping others
I also keep track of SLSA’s in our field increase their
Chapter Achievement Points. knowledge.
After attending conference, I Every time a member attends a
write a report to let the mem- seminar, a dinner meeting, or

Capturing CAPs (Chapter Achievement Points)
Did you know that SLSA members can earn the association 25 points
each time you attend a lunch lesson or evening seminar? Yes, that’s 25
points per member, per event. Help us capture our points. Have you
attended a lunch lesson or evening seminar lately? If so, let Dawn
Forgeur, CCLS know, so she can add your points to the list. Have you
attended a seminar or workshop sponsored by a Forum such as the Bay
Area Legal Secretaries Forum? If you have, that’s another 25 points! If
you have attended a seminar or workshop sponsored by another local
association, that’s another 25 points too! Let Dawn know if you have
done any of these items so that we can capture our CAPs.
E-mail Dawn at forgeurd@gtlaw.com
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Speaker Spotlight
September Evening Program: Basic Summation
Training, with Ron Bodenmann
by Sophia Albov, CCLS

On Tuesday, October 26,
the Sacramento Legal Secretaries Association (SLSA) had
the pleasure of hosting one of
its own for an exciting education seminar. Ron Bodenmann of Capitol Digital
joined us to discuss the ins
and outs of Summation litigation software.

From left to right: Crystal
Rivera and Ron Bodenmann

aging the often complex and
voluminous patchwork of
information and eDiscovery
straightforward and more
accessible.”
Mr. Bodenmann gave us a
dynamic and interactive look
at how to use this computer
software to our advantage.

detailed all the keystroke
shortcuts in CT Summation
iBlaze; it was also broken
down by category (i.e. transcript view, database view).
There was also take-home
information which detailed
the best ways to search in the
program and a glossary of
terms which are used. Last,

“Summation is comprised of a suite of programs which aide legal
professionals in data management and organization.”
Summation is comprised of
a suite of programs which
aide legal professionals in data
management and organization. As the company Access
Data describes on its website:
“With so much disparate and
fragmented information revolving around so many cases, key evidence can slip
through the cracks leaving
you and your clients vulnerable. Our solutions make man-

Using real life examples from
the actual computer program
he took us through the basic
functions and showed us how
all the programs can work
together to aid in the process
of case development and
tracking.
The participants were also
lucky enough to receive some
very helpful handouts. Not
only did Mr. Bodenmann
enlighten us with a sheet that

but not least, we were given
an “at a glance” breakdown
of the different features each
edition of iBlaze includes.
Ron Bodenmann, in addition to being an active member of SLSA, is the Director
of Sales and Technology at
Capitol Digital Document
Solutions. He is also a certified Summation trainer.

Legal Procedures

by Laura Welch, CCLS, Nancy Vanderhorst, CCLS, and Molly Mahoney
Probate - Duties of a Legal Secretary
Working in the area of probate and estate planning can be challenging and fun. According to the Law
Office Procedures Manual (LOPM), written by Legal Secretaries, Inc., and published by The Rutter
Group, accuracy in typing and transcription of estate planning documents is essential. There are numerous timelines and procedures to follow in a probate proceeding. The attached flowchart from the
Law Office Procedures Manual is a helpful reference for procedures on probate.
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Law Office Products/
Management
by Andrea Savig, CCLS

QuickBooks Assisted

“If it is not correct, the IRS will
fine you.”
~ Andrea Savig,
CCLS

Payroll is one of our office’s
least favorite jobs. The hardest
part is dealing with the payroll
taxes that are due each quarter.
The IRS is constantly changing
their tax tables and it is our
responsibility to keep them
straight. Therefore, our office
decided about a year and a half
ago to switch from QuickBooks to a large payroll company that would pay the taxes
automatically. In the beginning, it seemed like a smart
move simply for the peace of
mind. In the end, the large
payroll company was expensive
and the amount of time spent
reviewing the reports and entering them became a full-time
job.

times when the report didn’t
match or a wrong amount was
pulled from our account and
we did not know why. It just
seemed like when something
went wrong it took hours to
fix. We all know that if an
issue does arise, it happens at
5:00 p.m. on a Friday evening
and of course, they are closed.

QuickBooks has been the
program that our office has
used for years. It has really
worked well for us. The only
area that didn’t work for my
boss was making sure the
amounts for quarterly taxes
were accurate. As we all know,
if it is not correct, the IRS will
fine you.
We also realized
quickly that the amount of
money spent to outsource was
not justified. For example,
QuickBooks automatically
updates all reports and summaries each time a check is
written. With the payroll company we had to manually enter
each report and make sure the
correct amount was entered.
Not only were we paying the
company to prepare the reports, we were also paying an
employee to enter them. Another reason we switched was
to save time. Unfortunately,
the company we hired did not
save us any time. There were

After doing research, we
found that Intuit QuickBooks
offered different services. One
of the services they offered was
Intuit QuickBooks Payroll
Assisted. This service performs the same tasks our payroll company did but at a fraction of the price. The price is
roughly $69.00 a month, plus
$1.00 per employee per payroll,
and $2.25 per employee for
direct deposit per payroll.
The price may seem expensive
to some, but for us, it was
much more cost effective. The
great thing about this service is
that everything is done online
and is linked to our QuickBooks program. They also
guarantee that the tax deposits
and filings will be done accurately and on-time or they will
pay the penalties. For convenience the taxes are directly
withdrawn from our bank account and we no longer have
to take unnecessary trips to the

bank to ensure that the taxes
are paid on time.
In the pursuit of efficiency,
our office took two steps backwards. The payroll company
we hired really didn’t make
sense for our office. They
were expensive and didn’t give
us much more than we already

“QuickBooks Assisted, gives us piece of mind
that our quarterly taxes will be done correct
and on time, avoiding those unnecessary penalties.” ~ Andrea Savig, CCLS
So the “convenience” of having them at your fingertips
wasn’t there.

had with QuickBooks. We felt
they over promised and under
performed. With that in mind,
QuickBooks Assisted was a
better fit for our company. It
gives us the piece of mind that
our quarterly taxes will be done
correct and on time, avoiding
those unnecessary penalties.
However, we are a smaller
office. Let it be known, that
this type of service may be
valuable and cost effective for
a larger office.
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CCLS Quiz Answers
by Jennifer Estabrook, CCLS
ANSWERS:
1. True; LOPM J(I)
2. False; LOPM J(II)(D)(1)
3. True; LOPM J(II)(D)(4)
4. True; LOPM J(II)(F)
5. False; LOPM J(I)(J)
6. False; LOPM J(II)(c)
7. True; LOPM J(II)(B)(3)
8 True; LOPM J(II)(I)
9. False; LOPM glossary

Answe
r

Page 31

Legal Specialization Sections
Have you considered becoming a member of the Legal Specialization Sections? Legal Secretaries, Inc. offers
specialization sections to legal professionals in the areas
of: criminal law, family law, law office administration,
litigation, probate/estate planning, and transactional
law. While SLSA’s monthly bulletin and LSI’s quarterly
magazine can offer you information on legal procedure,
a specialization section can offer you more in depth
information about a specific practice.
The specialization sections each have an LSI leader
that is in charge of providing members with their own
newsletter as well as an informational speaker at each
conference. Membership in a legal specialization section costs $20 for each section or a total fee of $75 for
all six sections for the entire year. If you are a member
of a section and you wish to attend that section’s seminar at conference, your admission is free. That’s a great
deal for continuing education credits!

10. False; LOPM glossary

Did you know that if you become a member of a legal
specialization section, you can also earn chapter achievement points for your association? Not only are you
learning something new, staying on top of legal news for
your particular field, but you are also helping your association earn those coveted chapter achievement points!
Think about it, attorneys are also members of certain
specialization sections, why not legal professionals like
ourselves?
For an annual price of $20 for one particular section
you can increase your knowledge and help your association. A copy of the registration application can be
found in the bulletin or on LSI’s website at www.lsi.org.
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Out to Lunch:
Great Lunch Spots & Happening Happy Hour Places
by Sophia Albov, CCLS

Mr. Pickle’s Sandwich Shop
1050 20th Street, Suite 120
Sacramento, CA 96811
(916) 442-0900
www.mrpicklesmidtown.com
True story, a sandwich shop
with Happy Hour! If you
want a decadent and amazing
sandwich this is the place to
go. Their sandwiches are so
big that you could have one
half for lunch and one half for
dinner, but I always stuff myself silly on the first go a
round! (I mean a sandwich
with dressing doesn’t ever
taste as good after it has been
in the fridge.)
Mr. Pickle’s was once a
destination when visiting the
suburbs of Sacramento. I
remember in college venturing to the wilderness know as
Carmichael to indulge in some
Mr. Pickle’s madness. However, in the last few years Mr.
Pickle’s has been springing up
around Midtown and East
Sacramento. We are so lucky
that this sandwich institution
has joined the dining options
on the grid.

Hours of Operation
Current Hours (Disclaimer – these are “summer hours” please check back
often as they will be switching to winter hours)

Mon – Wed:
Thurs - Sat:

10AM - 7PM
10AM - 9PM

The staff at Mr. Pickle’s is
always friendly! They are
sometimes very slow, but
always friendly. I would not
go expecting to get in and out
in five minutes. The construction of a great sandwich is
apparently something that
cannot be rushed. Maybe it
does take half my lunch hour
to get the food, but I will not
take the other half to eat it! I
personally feel that it is worth
the wait.
I am a creature of habit and
I always get the Veri Vegi (not
Gregg approved spelling, but
very cute!) sans cucumber. I
also like to modify
“everything” which is the predetermined assortment of
sauces and veggies that they
put on every sandwich. Unless
you specify otherwise, every
sandwich comes with mayonnaise, mustard, garlic sauce,
lettuce, tomato, pickles, pepperoncinis, and onions. My

Happy Hour Specials:
Happy Hour - EVERY Weekday!!
Monday to Friday from 4 to 7 PM
All Sandwiches $5.00 (Really? Yep!)
o Pitchers $10.00
o All Drafts $3.00
o Pabst all 24oz only $2.25 pitchers

personal favorite is to skip the
mayo, mustard, and garlic
sauce and substitute for ranch
dressing…yum! If your dining
needs call for a sandwich of
greater substance, Mr. Pickle’s
offers a wide selection of high
quality deli meats and cheeses,
vegetables, condiments and
sliced and San Francisco-style
rolls.
Parking in the area can be a
challenge as they are located
in between J and K on 20th
Street. However, if a little
walk does not bother you
then there is ample parking
on the other side of J. I would
also suggest coming for either
an early or a late lunch, do not
attempt to come here at high
noon!
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Happy “November” Birthdays!!
Kathy Montgomery
Jaymie Moralez
Christina McKinney
Janice Ainsworth
Deborah K. Brazell
Angela Knight
Susan Lee
Grace Barner
Charlotte Spink, CCLS
Joani (Nicholson) Burris
Andy Gilbert
Patricia Bernard
Emily Roldan
Andrea L. Savig, CCLS

November 1
November 1
November 3
November 6
November 7
November 14
November 15
November 17
November 22
November 24
November 26
November 27
November 27
November 29
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SLSA COMMITTEE CHAIRMEN
2010-2011
COMMITTEE
Advertising Chair
Audit Committee Member
Audit Committee Member
Audit Committee Member
Benefits Chair
Budget Committee Member
Budget Committee Member
Budget Committee Member
Bulletin Chair
CCLS Chair
Charitable Projects Chair
Charitable Projects Co-Chair
Day in Court Chair
Day in Court Co-Chair
Day in Court Co-Chair
Employment Chair
Historian
Interclub Chair
Interclub Co-Chair
Law Office Products/Mangmt
LOPMT Co-Chair
Legal Procedures Chair
Legal Procedures Co-Chair
Legal Procedures Co-Chair
Legal Secretarial Training Chair
Legal Sec. Training Co-Chair
Marketing Chair
Membership Chair
Nominations & Elections Chair
Nom. & Elec. Co-Chair
Nom. & Elec. Co-Chair
Professional Liaison
Programs Chair
Programs Co-Chair
Publicity Chair
Reception & Reservations Chair
Scholarship Chair
Vendor Liaison Chair
Ways & Means Chair
Website Coordinator
Lunch Lessons Chair
Lunch Lessons Co-Chair
Lunch Lessons Co-Chair
Fairytale Town Chair
Fairytale Town Co-Chair
Boss of the Year Chair
Boss of the Year Co-Chair
Boss of the Year Co-Chair
Legal Prof. of the Year Chair
Legal Prof. of the Year Co-Chair
Legal Prof. of the Year Co-Chair

SLSA CHAIRMEN
Kristi Baughman
Patti Alexander
Sherri Lee Caplette, CCLS
Jennifer Shelton
Patti Alexander
Sophia Albov, CCLS
Dawn Forgeur, CCLS
Sheila Brown
Liz Gideon
Jennifer Estabrook, CCLS
Aaliyah Muhammad
Gloriela Garcia
Rebecca Lerma
Lynne Gomes
Rosa Deniz
Jaymie Moralez
EC
Launa Atkinson, CCLS
Diane West, CCLS
Andrea Savig, CCLS
Ron Bodenmann
Nancy Vanderhorst, CCLS
Laura Welch, CCLS
Molly Mahoney
Desiree Delonia, CCLS
Liz Gideon (Assistant)
Anne French
Anne French
Yolanda De La Cruz
Jaymie Moralez
Gwen Gomez
EC
Sophia Albov, CCLS
Kristi Baughman
Daria Milton
Jennifer Shelton
Sandra Andrade
Kristi Baughman
Rebecca Lerma
Gwen Gomez
Paula Lockard, CCLS
Liz Gideon
Sophia Albov, CCLS
Jennifer Estabrook, CCLS
Ron Bodenmann
Maimie Chyinski
Desiree Delonia, CCLS
Lindsey Perry
Maimie Chyinski
Dawn Forgeur, CCLS
Lindsey Perry

CONTACT
kbaughman@downeybrand.com
palexander@aklandlaw.com
scaplette@fagenfriedman.com
jshelton@murphyaustin.com
palexander@aklandlaw.com
salbov@cookbrown.com
forgeurd@gtlaw.com
brownsh@gtlaw.com
lgideon@weintraub.com
je@wexlerwallace.com
aaliyah@prisonerswithchildren.org
gloriela.garcia@calegacylaw.com
lermar@gtlaw.com
gomesl@gtlaw.com
rdeniz@pacific.edu
jmoralez@somachlaw.com
latkinson@cddlaw.com
dwestmcginnis.law@hotmail.com
thesavigfamily@hotmail.com
ron@capitol-digital.com
nvanderhorst@klinedinstlaw.com
lwelch@klinedinstlaw.com
molly@eisenlegal.com
ddelonia@aklandlaw.com
lgideon@weintraub.com
afrench@downeybrand.com
afrench@downeybrand.com
ydelacruz@somachlaw.com
jmoralez@somachlaw.com
ggomez@somachlaw.com
salbov@cookbrown.com
kbaughman@downeybrand.com
dmilton@pacific.edu
jshelton@murphyaustin.com
sandrade@diepenbrock.com
kbaughman@downeybrand.com
lermar@gtlaw.com
ggomez@somachlaw.com
plockard@sbcglobal.net
lgideon@weintraub.com
salbov@cookbrown.com
je@wexlerwallace.com
ron@capitol-digital.com
mchyinski@fagenfriedman.com
ddelonia@aklandlaw.com
lindseyperry1@yahoo.com
mchyinski@fagenfriedman.com
forgeurd@gtlaw.com
lindseyperry1@yahoo.com
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SLSA EXECUTIVE BOARD
2010-2011

Parliamentarian
Tammy Hunt, CCLS
(209) 937-8805
tammy.hunt@tlhunt.org

Governor
Dawn Forgeur, CCLS
(916) 442-1111
forgeurd@gtlaw.com

Treasurer
Maimie Chyinski
(916) 604-3077
mchyinski
@fagenfriedman.com

Secretary
Crystal Rivera
(916) 446-7979
crivera@somachlaw.com

Vice President
Anne French
(916) 520-5268
afrench@downeybrand.com

President
Astrid Watterson, CCLS
(916) 446-7979
awatterson@somachlaw.com

Executive Advisor
Jennifer Rotz
(916) 329-3139
jrotz@murphyaustin.com

Editor’s Note
by Liz Gideon

The Legal Eagle welcomes
letters and article suggestions
from readers.
Please send
them to: Liz Gideon, c/o
Weintraub Genshlea Chediak,
400 Capitol Mall, 11th Floor
Sacramento, CA 95814 or lgideon@weintraub.com.
The Sacramento Legal Secretaries Association reserves the
right to edit articles and letters
sent in for publication. The
deadline for all submittals is

the Monday after the general
meeting of the month preceding the month of publication.
This publication is designed to
provide accurate and authoritative information in regard to
the subject matter covered. It
is distributed with the understanding that the publisher is
not engaged in rendering legal,
accounting, or other professional services. If legal advice
or other expert assistance is
required, the service of a com-

petent, professional
should be sought.

person

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.

“Do not follow where
the path may lead.
Go instead where there
is no path and leave a
trail.”
~ Harold R. McAlindon

Code of Ethics
Legal Secretaries, Incorporated
It shall be the duty of each Member of the Legal Secretaries, Incorporated to observe all laws, rules,
and regulations now and hereafter in effect relating to confidentiality and privileged communication,
acting with loyalty, integrity, competence, and diplomacy, in accordance with the highest standards of
professional conduct.
Dedicated to Joan Moore, PLS

