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Code of Ethics

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.
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President’s Message

By: Maria C. Morales-Hernandez

We need to strengthen our
association! Come and be part of
the board or chair a

committee. Our Association still
needs a holiday chair and
committee, as well as historian.
I know a lot of you have great
talent and organizational skills.
Share those skills with us.

We are coming right along and
our meetings have been going
smoothly. Cynthia Woodman
and her committee are putting
together a really nice

membership drive

for September 20.

I'm looking forward

to it! Please invite your co-
workers, friends, attorneys and
staff, including clerks,
receptionists, and paralegals. Let's
recruit more members by telling
them about our great Association.
Gina Kundart is working on
providing excellent programs for
our membership meetings. Your
board is hard at work. Hope you
are enjoying your summer!

Hot August Events

The weather is hot and so are the many
workshops, seminars, fundraising and
community service events. LSI’s Quarterly
Conference in Stockton (August 19-21) is a great
chance get continuing education on topics such
as “Law & Motion,” and “Engagement Letters,
Expert Retention Agreements and More.” You
don’t have to register for the Conference in order
to register for these events. Go to www.lsi.org to
sign up. This is free to Legal Specialization
Section members, and only $10 for Members
(yes, that means you). Can’t get a better deal
anywhere. You still have time to purchase
tickets to the Santa Clara County LPA picnic on
August 6, and to sign up for the SMCLSA Team
Heart Walk community service event on
September 18. Team spirit and lots of fun!!

Team Heart Walk
September 18 2011

Join Us!!
Can’t attend?
Support SMCLSA Team

Members with a

Generous Donation.
Carol Karwatt, Chairman
Carol.karwatt@gmail.com

The Legalaire is published in Memory of Maggie Calden.
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Officers and Chairmen 2011-2012

President

Maria C. Morales-Hernandez

Mchernandez1965@sbcglobal.net

First Vice President

Cynthia L. Woodman

cwoodman@sbcglobal.net

Second Vice President

Gina Kundert

GKundert@redwoodcity.org

Recording Secretary

Shara J. Bajurin, CCLS

sbajurin@carr-mcclellan.com

Treasurer Denise McNeil neeseel2@yahoo.com
Governor Doris A. Burke dburke@garviclaw.com
Parliamentarian Tanya R. Tate Tanya.tate@hotmail.com

Corresponding Secretary

Donna A. Bottarini

Donna.Bottarini@chw.edu

Bay Area Legal Pilar Marquez pmarquez@clappmoroney.com
Secretaries Forum Mary L. King, CCLS srtek@pacbell.net
Scholarship JoAnne Lein JLein@cpmlegal.com

Charitable Projects

Carol Karwatt

Carol . karwatt@gmail.com

Employment

Linda A. Clark

LClark@cpmlegal.com

Inter-Association

Bonnaie J. Stensler, PLS, CCLS

bjstensler@comcast.net

Legal Secretary Training

Gina Kundert

gkundert@redwoodcity.com

MCLE Coordinator

Cynthia L. Woodman

cwoodman@sbcglobal.net

Mentoring Tanya R. Tate and Tanya.tate@hotmail.com

Mary L. King, CCLS srtek@pacbell.net
Reservations Lisa Landa Lisa8182@hotmail.com
Pot O’ Gold Tanya and Mary

BACK TO BASICS: EDUCATION, NETWORKING AND FRIENDSHIP
LSI Quarterly Conference, Sacramento Marriott Rancho Cordova
November 11-13, 2011
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SMCLSA'’s August General Membership Meeting
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CCLS Quiz - Law Office Word Processing Quiz

True/False. Indicate whether the statement is true or false.
1. Word processors are the most commonly used programs in a law office.

2. Word Perfect is the most popular word processing system in law offices.

3. Inthe 1980’s and 1990’s, Microsoft Word was the most popular
word processing system in law offices.

‘California
Certified
a

4. Automatic paragraph numbering is seldom used in legal SQCVEFQT.‘;E_
word processing. '
5. Text that appears at the bottom of the document is called a footer.

6. Microsoft Word .doc file extension is the type used most often by /Answers:
courts for electronic filing.

€L g1
7. The term “wordwrap” refers to the automatic arrangement of text 4t
in lines of specified length without the necessity of touching L 0T
the return key. a6
8. “Justification” refers to alignment of the text on the left side only. dq8
€L L

9. “Copy & Paste” refers to the process of printing a document on
colored paper. 49
10. A “boilerplate” refers to a separate storage of blocks of text Lo
to use in other documents. q %
11. “Decimal Alignment” refers to the alignment of the numbers in a e
a Table of Contents. <
12. “Form letter merging” refers to combining a form letter with a LT

mailing list.
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Legal Procedures

By: Diana Prisk, Legal Procedures Chairman

U.S. District Court Northern District of California
New E-Filing Requirements for all Civil Motions
Effective June 13, 2011, minor changes to the court’s
e-filing system will require a new procedure for e-
filing civil motions. When e-filing a motion subject to
the newly-revised Civil Local Rule 7-3, you will be
prompted to enter a hearing date and due dates for the
opposition/response and the reply. These changes are
being implemented to take advantage of advanced
case management features in the court’s e-filing
system, such as tracking deadlines and hearings
automatically. Please note that the court is also
introducing a new CM/ECF menu for motions filed in
pro se prisoner cases, which will not prompt e-filers
for a hearing date. If you have any questions, please
visit the CM/ECF website at
http://ecf.cand.uscourts.gov, or contact the CM/ECF
help desk at ecfthelpdesk@cand.uscourts.gov.

New California Laws Going Into Effect July 1st

« The sales and use tax rate in California will be
decreasing by one percent from 8.25 to 7.25.

« Carbon monoxide detectors to be required in all
single-family homes with an attached garage or
fossil-fuel source. The previous law only required
detectors in newly constructed homes.

« All students entering 7th through 12th grades must
have proof of an adolescent whooping cough
booster shot before starting school. The law goes
into effect as of the 2011-2012 school year.

« Stickers issued to owners of hybrid vehicles that
allowed them to be driven in carpool lanes, will
expire on July 1. Electric- and natural-gas-powered

Federal Mileage Rate Change

Effective July 1, 2011, the Federal mileage rate will
increase to 55 %2 cents per mile (roundtrip). When
calculating the witness fee for a federal subpoena that
requires the attendance of the witness, the total is
$40.00 plus 55 ¥ cents per roundtrip from the
witnesses residence to the hearing. Federal witness
fees must be tendered at the time of service.

vehicles displaying white stickers may continue to
drive in HOV lanes until Jan. 1, 2015.

« Local jurisdictions are not allowed to enact or
enforce any traffic ordinances that are currently
covered in the California Vehicle Code. This law
was enacted to ensure that all traffic violations are
reported to the Department of Motor Vehicles.

o If you attend traffic school it no longer means a
violation is completely removed from your
driving record. Now courts will keep records of
tickets after completing traffic school. The
records will continue to be withheld from the
Department of Motor Vehicles databases,
preventing points on drivers’ records and higher
insurance rates. The provision is to ensure that
courts will have accurate accounts of individuals’
traffic history.

 The California Food Handler Card law requires
all food handlers to enroll in a state-approved
food safety course and pass an assessment. Food
handlers are legally defined as any person
involved in the preparation, storage or service of
food in a food facility. The law covers nearly all
restaurant positions including management, all
kitchen staff, wait staff, and support staff such as
people who clear tables. The law also applies to
hot and cold beverage service, so bartenders and
coffee shop employees will also have to obtain
the card.

 Grocery store employees, operators of temporary
food booths and vendors at certified farmers’
markets are not required to have a food handler
card. Cafeteria workers at schools and health care
facilities are also exempt.

« Local jurisdictions are not allowed to enact or
enforce any traffic ordinances that are currently
covered in the California Vehicle Code.

San Francisco Superior Court

For the month of July the San Francisco Superior
Court will close at noon the following Fridays 1st,
8th, 15th, 22nd and 29th.
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Ethicality and Legality of Accepting Incentives

Editor’s Note: This editorial was submitted in
response to incentives offered by SMCLSA’s
sponsoring vendor. The opinions expressed here
are the views of the writer and do not necessarily
reflect the views and opinions of SMCLSA, its
officers, or chairmen. We welcome submission of
articles and editorials from our members and
associates in the legal community. If you would
like to submit something for publication, please
contact the Editor.

Over the past few years there has been an explosion
of promotional programs being offered by those in
the reporting community to attorneys and/or their
staff in an effort to solicit their deposition business.
Various opinions have been espoused regarding the
professional ethics and legality of the acceptance of
these incentive gifts by attorneys and/or their staff.
Many states' Rules of Professional Conduct prohibit
a member of the Bar from accepting compensation
for representing a client from one other than the
client unless there is no interference with the
member's independence of professional judgment.
It is clear that these programs are designed and
offered for the sole purpose of influencing
attorneys' decisions in the selection of a court
reporting service. Further, consider the following:
Many incentive promotions are based on the
number of depositions taken; i.e., gift awarded for
every third one. Does participation in these
programs encourage taking more depositions in
order to get the next gift, thereby increasing the cost
of litigation to the client?

Some promotions include a requirement that the
deposition be of a certain length; i.e., a minimum of
two hours. Do these programs present an unethical
incentive to prolong a deposition, resulting in
increased attorneys' fees and court reporting
services?

Several incentive promotions are offered in
connection with a specific deposition, either for
each one taken or for the first one booked. Do
these rewards, referral fees, commissions, or
incentives rightfully belong to the client, absent

their informed consent to the contrary, when directly
attributable to the work done by the attorney on a
single case?

All incentive promotions offer perks only to the
noticing attorney. Other parties have only that
singular source for an official certified copy of the
transcript. Even if the perk is passed on to the client,
what is the damage to the integrity of the justice
system when there is compensation accepted for the
taking of a deposition that may result in cost-shifting
to opposing counsel?

Incentive promotions that are regularly advertised,
contain parameters (specific criteria), and are
designed to entice and reward the attorney make it
difficult for ethical reporters and attorneys who
believe that such practice is an improper intrusion
into a business relationship that should be based
upon the service rendered to the client rather than the
benefits received by attorneys or their staff.
Accepting a perk from a reporting firm in connection
with a deposition creates the perception of
impropriety because the choice is influenced by
incentive promotions rather than quality of service
and product.

Holly Moose, RDR-CRR, is a Certified Shorthand
Reporter in Sausalito California. She can be reached
at holly@hollymoose.com
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July Membership Meeting

H. M. Vreeland & Son

Insurance Agency, Inc.

H. M. Vreeland is a full service bonding agency
for all your bonding needs.

H.M. Vreeland & Son Insurance Agency, Inc.
1109 Vicente Street, Suite 102

San Francisco, CA 94116
Phone: (415) 566-3401
(800) 483-4564
Fax (415) 566-3402
Email: DaveCarter@hmvreeland.com or PaulFazzio@hmvreeland.com
http://www.hmvreeland.com/
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SMCLSA’s Inter-Association Event
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LSI® Quarterly Conference Workshops

Career Promotion and Scholarship

Promoting Your Local Association
Saturday, August 20, 2011 at 10:30 a.m. — 12:00 p.m.

An explanation of the scholarship program

* How your association can get involved in the Eula Mae Jett Scholarship program
» Suggestions to get the word out to potential applicants
» What other associations are doing to promote the scholarship
* How promoting the scholarship can grow your association

To RSVP, or for more information on this workshop, please contact:
Diana Dempsey, CCLS, at diana@MtDiabloLPA.info
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LSI® Quarterly Conference Seminars

Go to www.lsi.org for more information.




SAN MATEO COUNTY
LEGAL SECRETARIES ASSOCIATION

Shara . Bajurin, CCLS
c/o Carr, McClellan
216 Park Road
Burlingame, CA 94010

Phone: 650-696-2595

E-mail: sbajurin@carr-mcclellan.com

DE SOUZA & ASSOCIATES

Certified Shorthand Reporters
A FULL SERVICE COURT REPORTING AGENCY
SERVING THE ENTIRE BAY AREA

650-341-2671

Prompt and Professional Service
Standard 10 Day Delivery
Videotape and Interpreter Depositions
Hearings
Complimentary Conference Room

Realtime Reporting Available FIRST CLASS MAIL
Daily and Expedited Service Available
Complimentary Litigation Support

Items to Calendar...

Date

Notes

August 2, 2011 at 6 p.m.

SMCLSA Board Meeting at Carr, Yeley & Associates, 605 Middlefield Road, Redwood
City, CA.

August 16, 2011 at 6 p.m.

SMCLSA General Membership Meeting at Terrace Café at Best Western El Rancho
Inn, 1100 El Camino Real, Millbrae, CA. $30 for members and non-members.
Program: Debt Collections, Speaker Lawrence D. Miller, Esq. Program qualifies for 1
hour of MCLE credit.*

August 19-21, 2011

LSI Quarterly Conference in Stockton.

Sept. 6, 2011 at 6 p.m.

SMCLSA Board Meeting at Carr, Yeley & Associates, 605 Middlefield Road, Redwood
City, CA.

Sept. 18, 2011 at 9 a.m.

SMCLSA Team Heart Walk 2011, Coyote Point Park.

Sept. 20, 2011 at 6 p.m.

SMCLSA Annual Membership Drive.

*MCLE: San Mateo County Legal Secretaries Association, a local association of Legal Secretaries, Incorporated, an approved provider,
certifies that this activity has been approved for minimum continuing legal education credit by the State Bar of California in the amount of 1
hour. MCLE Certificates of Attendance will be available at the meeting. CCLS or continuing education certificates will need to be provided

by the member.

For event details, go to www.lsi.org or www.smclsa.org.




