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PRESIDENT’S MESSAGE
Maureen O. Varnes, CLM
mov@rodipollock.com
213-438-5234

Well, I’ve done it again. I’ve found another past president, Gary
Maxwell (Beverly Hills 1990-91), to write a very clever piece about
politicians. Thanks Gary!
Maureen Varnes, CLM

It’s Voting Time!
What a great time. We get to vote for the candidate that best represents each of us and best
represents our thinking. It is the time that we find
out how much the candidates really love us. How
much they understand us and our needs. How
much like us they are. We are actually one with the candidates. It is
a wonderful time to know that they are really looking out for us. A
few decades ago, we might even invite them to sit in the hot tub and
just get that warm fuzzy feeling that only comes with oils bubbling
up and giving us that sense of well being.
This is the time that they reassure us that our good comes way
before that $6,000,000 that was donated to the political party for the
convention. We know, because they told us so. The donation would
in no way influence the hearings going on in Congress where that
donor has a vested interest. Moreover, that union that donated so

So why do I vote, having such a low opinion of politicians? Be-

heavily after getting its way with the Governor, it was just a coinci-

cause it is my duty as a citizen, most of all. Because I keep hoping I

dence that they saw fit to contribute to the convention. They are

just might vote for the candidate that might be different. S/he may

just good souls. Their interests will not come before mine or yours,

be the one that breaks the mold. Because I can at least vote down

I know that because the political party told me so.

crazy bonds and propositions that are on the ballot. Also because

I notice that every time one of the houses of Congress chang-

it gives me the right to bitch at the people in office. If I did not vote,

es to the dominance of the other party there are going to be great

how could I send those e-mails and calls to the offices when I think

changes. That excites me. Earmarks are going to be eliminated.

that the councilmen, congressmen, mayor or the like are being idi-

The parties are going to work together. Judicial appointments are

ots. Sometimes I send them a thank you. No thank you’s though

going to advance. A new day is going to dawn in how that house is

for legislation about the calorie content on menus in restaurants

going to change. I guess I miss those stories in the paper.

or getting rid of fatty oils in restaurants, or taxes on plastic bags, or

I have voted for Democratic presidents, governors and mayors,

eliminating fast food restaurants in parts of town. There are bigger

and Republican presidents, governors and mayors. What has it got-

fish to fry…crime rates, immigration, education, traffic, graft…little

ten me? A “girlie man” governor. A state legislature that can’t pass a

things like that.

budget. A mayor that can’t pass a camera without stopping. I think
there is a school somewhere that spits out politicians that can spin

I vote if for no other reason than to cause a little misery for the
lying #@8* ‘s.

platitudes which make us feel good while saying nothing. They

Now be sure to vote and then let the office holders know what

promise something to everyone, putting us and your kids in hawk

you think. We may not be as powerful as the lobbyists, but let’s let

for perpetuity, causing people to expect the government to solve all

them know that we are still there and we can vote them out.

their problems.
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EDITOR’S MESSAGE — Voting – Yes, it does matter!
Mike Morales
mmorales@silverfreedman.com
310-282-9400
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OCTOBER CALENDAR
Date
3

Event

Time & Location

Contact

GLA ALA Board Retreat

City National Bank
555 S. Flower St, 18th Flr
Los Angeles, CA 90071
2:00 PM to 8:00 PM

Maureen Varnes, CLM
mov@rodipollock.com
213-438-5234

Magazine Articles and Ad Deadline for November Issue

5

6-8

Professionals in Human Resources
Conference

Long Beach, CA

www.PIHRA.com

6-10

Professional Legal
Management Week

ALA Event

Bob Abramson
babramson@alanet.org
www.alanet.org

4730 Crystal Springs Drive
Griffith Park, CA
8:00 AM - 11:00 AM

Cindy Fortune, cfortune@gglt.com
Terri Wind, tlw@ffslaw.com
Justice Jog Hotline: 310-225-6340

14

GLA ALA Chapter
Luncheon
Topic: Elements of Preparedness
Speaker: Ted C. Hanf, J.D., M.P.H.

Omni Hotel
251 South Olive Street
Los Angeles, CA 90012
11:30 AM to 1:30 PM

Hugo Ospina
hospina@carlsmith.com
213-955-1233

16-18

Financial Management
Conference

Renaissance Schaumburg
Hotel & Convention Center
Schaumburg, IL

Patricia Childers
pchilders@alanet.org
www.alanet.org

23

Certified Legal Manager
Exam

Regions 4 & 6
Educational Conference
Austin, TX

www.alanet.org

24-25

Region 6 Conference

The Hilton Austin
Austin, TX

www.alanet.org

12

FOR MORE INFORMATION ON THESE AND FUTURE EVENTS SEE WWW.GLAALA.org AND WWW.ALANET.ORG
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NOVEMBER CALENDAR
Date

Event

Time & Location

Contact

4

San Fernando Valley
Section Meeting:
Roundtable Discussion
“What’s Happening with the
Valley Law Firms?”

Polk, Prober & Raphael
20750 Ventura Blvd, Ste 100
Woodland Hills, CA 91364
12:00 PM to 1:00 PM

Deanna Pepe
dapepe@hewittlegal.com
818-509-0311

Magazine Articles and Ad Deadline for December Issue

5

5

GLA ALA
Board of Directors Meeting

Beverly Hills Country Club
3084 Motor Ave
Los Angeles, CA 90064
11:30 AM to 1:30 PM

Maureen Varnes, CLM
mov@rodipollock.com
213-438-5234

6

GLA ALA University/CLM Program
Strategic/Business Planning
Speaker:

Allen Matkins Leck
Gamble & Mallory LLP
1902 Ave of the Stars, Ste 1800
Los Angeles, CA 90067
6:00 PM to 8:30 PM

Janet Shaw, CLM
janet.shaw@akerman.com
213-688-9500

6

Multi-Office Section Meeting:
Recruiting Challenges
Speaker: David Pacheco

Millbank, Tweed, Hadley & McCloy LLP
6001 S. Figueroa St, 30th Flr
Los Angeles, CA 90017
12:00 PM to 1:00 PM

Bonita Paul
bpaul@milbank.com
213-892-4643

11

HR Section Meeting:
Topic: What to Expect in
Labor Law 2009 Preview”
Speaker: Ronald Novotny

TBD

Lydia Tavera
ltavera@dreierstein.com
424-202-6017

11

GLA ALA Chapter Luncheon
Topic: Trend Analysis
Speaker: Dave Roberts

Beverly Hills Country Club
3084 Motor Ave
Los Angeles, CA 90064
11:30 AM to 1:30 PM

Hugo Ospina
hospina@carlsmith.com
213-955-1233

18

Finance Section Meeting:
Asset Acquisition Strategies (HR 5140)
Speaker: J&A Legal Finance

Kegel, Tobin & Truce
3580 Wilshire Blvd, Ste 1000
Los Angeles, CA 90010
12:00 PM to 1:00 PM

Wayne Mitchell
wmitchell@wbcounsel.com
213-576-1100
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Employee Blogging:
Sticks and Stones for the New Millennium
Bess Blank
310.282.9416
bblank@silverfreedman.com

should be instructed that he or she cannot use any company trademark, logos or copyrighted material.
Since blogs often serve as an outlet for venting or gossip about
one’s workplace, some blogging policies offer guidance to their employees that, to the extent he or she discusses any other employees,
such discussions should not use language that is profane, obscene,
libelous, abusive, harassing, hateful, derogatory or embarrassing.

Technology has changed the way information is shared and ac-

However, such a policy may result in the employer inserting itself

cessed, and one of the most prolific changes is the use of blogs. A

into the personal and off-duty conduct of its employees and should

blog is a website usually maintained by an individual to share infor-

be used sparingly.

mation with the public at large, similar to an online diary. But un-

While certain media companies might permit blogging while at

like a personal diary, which was meant to be read by the writer only,

work (and for some, blogging might be part of their job descrip-

blogs have the potential to be shared with anyone who has access

tion), most companies have a policy that blogging is not permitted

to a computer. Therefore, many things that were once kept private

during working hours or while using company computers. To the

can now be made known by the world in a matter of seconds.

extent that blogging is part of an employee’s job, then additional

In today’s Internet era, blogs pose an interesting dilemma for

guidelines are appropriate to control the flow of information to the

businesses. Many of your employees maintain blogs, and in those

public. In particular, such guidelines often include instructions

personal blogs, they may comment about their job, their work proj-

that if the employee has any doubt as to what is appropriate, he or

ects, their boss and/or their co-workers. While most of this type

she should consult their supervisor.

of information falls under the guise of gossip or griping, some of it

When implementing a blogging policy, a company must be

presents very significant legal issues. For instance, a blogger who

mindful of an employee’s rights. For instance, under the National

discloses company information or projects may be disclosing com-

Labor Relations Act, an employer cannot restrict an employee from

pany trade secrets or other proprietary information. A blog that

using company computers to unionize. Similarly, an employee

gossips about co-workers could violate the right to privacy of oth-

who complains about unsafe working conditions, or other illegal

ers, and may include comments that could rise to the level of sexual

conduct at the workplace, may be considered a “whistleblower”

harassment or other inappropriate comments about race, national

and protected from any adverse employment action as a result of

origin, religion or sexual orientation. While most companies have

such a blog.

policies to deal with such issues as they arise in the workplace, it is

Of course, many bloggers do so anonymously. In that way, they

important for companies to address such issues as they might arise

might be able to avoid identification and any disciplinary action

in the online world.

that might occur as a result of conduct that violates a company’s

The dilemma presents itself because most companies do not

blogging policy.

want to dictate how an employee conducts him or herself when

The type of policy that is appropriate for your type of business

“off-duty.” However, when that conduct affects your company,

and your employees depends on the nature of your business and

then the company should provide guidance and policies to em-

the extent to which blogs play a role in your industry. If you need

ployees about their blogging and provide for disciplinary action if

guidance in establishing a blogging policy or if you have any ques-

the employee violates those policies.

tions, please contact the Silver & Freedman Labor and Employment

Some companies, such as Yahoo, set forth a blogging policy that

Department.

encourages their employees to blog – but to do so following some
very specific guidelines so that the employee protects and respects

About the Author: Bess Blank is a partner at Silver & Freedman

both the company and the privacy of others. Any policy should

and practices general business, commercial and product liability

clearly state that the employee must not disclose any confidential,

litigation, representing clients in state and federal trial and appel-

proprietary or trade secret information. Further, the employee

late courts.
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SAVE THE DATES
	DATE	EVENT		CONTACT
December 4, 2008

GLA University/CLM Program: Ethics		

Janet Shaw, janet.shaw@akerman.co

December 9, 2008

Chapter Holiday Luncheon - Biltmore Hotel

Hugo Ospina, hospina@carlsmith.com

December 18, 2008

GLA University/CLM Program: Office Operations

Janet Shaw, janet.shaw@akerman.com

January 8, 2009

GLA University/CLM Program: IT Management

Janet Shaw, janet.shaw@akerman.com

January 22, 2009

GLA University/CLM Program: Insurance-Part 1

Janet Shaw, janet.shaw@akerman.com

January 24, 2009

GLA ALA Labor Law Seminar		

Valeda Mercier, mercier@knottglazier.com

February 5, 2009

GLA University/CLM Program: Insurance-Part 1I

Janet Shaw, janet.shaw@akerman.com

February 18, 2009

IT Section Meeting: Video Conferencing

Michael Masta, mmasta@woollspeer.com

February 19, 2009

GLA University/CLM Program: Financial Management

Janet Shaw, janet.shaw@akerman.com

February 19, 2009

San Fernando Section Meeting		

Deanna Pepe, dapepe@hewittlegal.com

October 2008
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Approaching the End of the Year and Checking the Fundamentals
G. Wayne Mitchell
wayne.mitchell@alston.com
213-576-1159

If the billable hours worked is falling far short of targets, it is
time to take a hard look at whether this is a general shortfall spread
widely across individuals, or whether there are certain individuals that are falling short. An honest appraisal should be made of
whether staffing levels are appropriate.
Realization Rates

As the temperatures began to drop and the color of the leaves

You should take the opportunity to take a hard look at whether

begin to change, it reminds us that we are entering the final quarter

write-downs have been too liberal during the year. If that is the case,

of the year. In law firms, that means that the partners will be taking

you can change that practice now and have some minor impact on

a look at their profits and asking questions if they are not within

the remainder of the year. Again, at this stage, lessons learned in

budget parameters. For some issues that surface, it will be too late

this arena will impact next year a lot more than it will affect this

to impact the current year’s results. For others, there are certain ac-

year’s profits. In considering this area, the high cost of associate tal-

tions that can be taken that will improve the bottom line. Let’s first

ent must be constantly considered. Charging adequate standard

list what the fundamentals of profitability are:

rates but writing them down puts you in the same place as not set-

1. Rates

ting the correct rates in the first place.

2. Billable hours worked
3. Realization rates
4. Build Up of Accounts Receivable

Build Up of Accounts Receivable
This is the area where the most significant impact can be made
on current year’s profits. To the extent that accounts receivable has

Rates

built up and the aging deteriorated during the year, bringing them

It’s a competitive market, where rates are set based on what

back under control and collecting from delinquent clients can have

your clients feel that they can afford. On the other hand, the market

an immediate impact on the year’s profitability and put cash in the

for associate talent has heated up. If rates are not high enough to

partners’ pockets. Fortuitously, a number of clients actually are

support today’s salaries, your profits will suffer mightily. Law firms

prepared to write larger checks at the end of the year for a variety

have to take a very hard look at what they must realistically charge

of reasons. Some do so because they are seeking additional tax de-

in order to maintain the necessary level of talent.

ductions for the year; others do so in order to justify larger budgets

While this is an area that is difficult to fine-tune quickly enough
to affect the current year, it should definitely be considered in de-

for the following year. Whatever reasons the clients may have, it is
always good to be paid for the work that you’ve done.

veloping the battle plan for 2009. In some cases, you may need to
recommend that certain clients should no longer be serviced.

Summary
A profitable law firm has to take care of the fundamentals. No

Billable Hours Worked

matter what part of the year you are in, the fundamentals need to

When you put together the budget for 2008, how many hours

be watched. Law firm administrators should be prepared to explain

did you believe that your associates and your partners would work

the performance of their firms against these fundamentals at this

during the year? If they haven’t achieved that estimate, your profits

time of the year.

don’t have much of a chance of reaching the levels that you had
considered when you set compensation for the partners. With few

About the Author: Wayne Mitchell is the Executive Administrator

exceptions, the last hours that you will collect on are those that are

of Alston & Bird, LLP in California, and the Chairman of the Greater

worked in October. They will be billed in November, and if you are

Los Angeles Association of Legal Administrators’ Finance Section.

lucky, they will be collected in December.
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Is your firm closed on December 26th (day
after Christmas) and/or January 2nd
(day after New Year’s)?
“Please respond to jhv@ffslaw.com before October 15”.
Thanks in advance.

Answer for September Question: What are the best venues for HOLIDAY PARTIES?
Westside: Shutters, Lowes, Angeleno Hotel
Dodger Stadium Dugout Club

Roosevelt Hotel in Hollywood
(upstairs ballroom after going to a matinee of the Lion King
at Pantages Theatre – ALSO the Pool Area at Roosevelt
Hotel)

Beverly Hills Hotel

Oviatt Building Penthouse - cater it yourself

San Antonio Winery – great venue –
www.sanantoniowinery.com/eblast/EB083108.HTML

Patio at Liberty Grill Downtown; Pool area at Hotel Figueroa;
Elevate Rooftop Bar or the Standard Hotel Pool; The Edison
in Downtown LA; The Universal Sheraton Rooftop Garden
Area

Downtown LA: Biltmore Hotel, Water Grill, Checkers, Palm

Chez Mili’s in Santa Monica
Victorian in Santa Monica - Olympic Collection
Skyroom Room on top of the Breakers Hotel in Long Beach
(had 2001 Regional Conference party there)

The City Club on Bunker Hill
Il Cielo; Peninsula Hotel

Fantasy Cruises out of Marina del Rey

McCormick & Schmicks; Zucca; Cicada

LaPalapa Del Mar in Belmont Shores in Long Beach, Castle 		
Green/Pasadena (used the downstairs rooms for the party
and had it catered) and then had Casino Night as well

The Huntley Hotel, Santa Monica; Bel Air Hotel
Patina; Widows; The Reef (Long Beach);
Le Petit Bistro on Wilshire/La Cienega

Twist Restaurant at the Renaissance Hotel at Hollywood & 		
Highland at the Kodak Theatre Center

Combining Commercial Printing with Environmental Responsibility
A Forest Stewardship Council Printer

We’ve added Digital Printing!
Along with years of
Commercial Printing
experience, we now have
an HP 5500 Digital Press
We can save you
time & money.
2040 East Walnut Street, Pasadena CA 91107
Phone 626 795 8093 • Fax 626 795 2423
www.typecraft.com

October 2008
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• Promotional Products
• Client and Staff Gifts
• Conference Give Aways
• Stationery, Greeting & Holiday Cards!

626-487-0784
www.tracographics.com
tdragoo@tracographics.com • tdragoo@mac.com
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PROPER PLANNING AND PREPARATION WILL HELP PREVENT
A CRISIS FROM TURNING INTO A DISASTER
Ted. C. Hanf, J.D., M.P.H.
thanf@kttlaw.us

with life threatening situations, the body shuts down unnecessary
functions. Vision narrows to a small field of view. Hearing becomes
selective. Social correctness gives way to aggression. We become
aware only of the threat that faces us. Under “normal” stress, the
heart rate increases to about the level you achieve at the gym, but
you can still think and function. However, under the most extraordinary stress – a crisis unfolding around you – the heart rate can

As you sit here today reading this article, there is a very high

increase to more than 230% of the normal resting rate. Complex

probability that your heart rate is normal – around 70 beats per

motor skills diminish, you can’t “think straight.” The front part of

minute, your breathing is normal – around 12-15 breaths per min-

the brain shuts down and the more basic, more primitive survival

ute, you’re focused, calm, and rational. (Well, you’re baseline, in

oriented mid-brain takes control. The body takes blood away from

any event!) These are the optimal circumstances in which to con-

the extremities and sends it to the heart, lungs and brain. Fine

sider how prepared you are for a crisis situation because when a

movement becomes disrupted; just dialing a phone – let alone

crisis strikes, there’s no time to think about what to do; every ounce

remembering what number to dial – becomes extremely difficult.

of energy will be needed just to function, and every minute needed

People do just literally “freeze.”

just to act.
Emergencies take many forms, and it’s often not the event you
expect that turns up on your doorstep. In Southern California, we

Now, while you’re at rest, focused, relaxed, able to think and act
- that’s the time to plan what you would do in an emergency situation.

think mostly about earthquakes, but a prudent planner must also

Time and space does not permit discussion of all emergency

contemplate civil disturbance, a radiological accident, epidemic or

situations, but there are some generalizations that apply across the

pandemic disease, and acute life threatening illness in the work-

board. Being prepared to implement a plan can reduce anxiety,

place.

improve your chances of survival and keep a crisis situation from

This brief article can’t begin to give you specific instructions on
what to do in any given situation. It can, however, start you thinking
about emergencies, assessing your readiness and resources, check-

developing into a real disaster.
Think about the following scenarios as a starting point for your
emergency preparedness.

ing your supplies, and discussing the subject with co-workers. The

Imagine that a major earthquake strikes right now. Electricity is

focus is on emergencies of different sorts. Avoidance of the word

cut off, roads are damaged, neighboring buildings have collapsed

“disaster” is intentional; with proper emergency management and

and the debris blocks exit from your building garage. What will you

with dedication and support by management and employees alike,

do? How will you shelter, feed, provide for the needs of your em-

your advance planning can keep an emergency situation from turn-

ployees? What supplies do you have on hand? Food? Water? Sani-

ing into a disaster.

tation disposal? How will you keep the staff safe and calm?

Planning and preparation is the key. It can mitigate injury, it

Now add to the mix. Imagine that several staff members were

helps fulfill your organization’s legal obligation and moral respon-

injured when a file cabinet fell on them. How many among your

sibility to protect employees, it keeps you in compliance with legal

organization know even rudimentary First Aid?

requirements regarding Injury and Illness prevention, and it can

Someone suddenly develops crushing chest pains and collaps-

help the organization as well as its members survive a disruptive

es. They are unresponsive and appear not to be breathing. What

event. It can also help you to sleep better at night knowing that

will you do? Dialing 911 is not an option – the phones may be out of

you’ve taken important and necessary steps in fulfillment of your

service or the lines overloaded - and you’re not the only one in this

responsibility.

situation. The roads are blocked, the elevator doesn’t work, and the

Advanced planning is critical. There have been many studies

chances of survival decrease rapidly with every minute that passes.

of how human beings respond in extreme situations. When faced

What will you do? How many on your staff have been trained in
continued on page 21
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Language a Barrier?

With the global economy, your clients are doing business in multiple languages.
When discovery requires reviewing and translating documents
from around the world . . .

PROVIDUS Speaks Your Language
Providus will staff your litigation document
review with legal professionals who are fluent
in any language. . . all documents are reviewed
under your supervision and control.

Providus is the most
experienced agency in
recruiting and screening
attorneys, law school
graduates and paralegals
with native language
fluency, including:
Italian
French
Portuguese
Romanian
Czech
Japanese

Spanish
German
Russian
Hungarian
Chinese
Hindi

Providus has expertise in
immigration and visa issues.
Providus provides lawyers and paralegals
on a contract and permanent basis to law firms
and corporate law departments as well as consulting
services for large-scale document reviews.

LOS ANGELES

213.244.9994
700 S. Flower Street, Suite 2102
Los Angeles, CA 90017
www.ProvidusGroup.com

LOS ANGELES • HOUSTON • CHICAGO • WASHINGTON, D.C.
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Stand Up And Be Counted!
Kim Murdock
831.224.2800
kim@appkickers.com

Take a look at the Voting and Tracking options. You can use one of
the three sets of responses already listed in the drop-down menu:

Sometimes you need to take a head count at
your firm. How many attorneys have responded
to the audit letter request? How many partners
like the new Letterhead? How many people are
coming to the holiday party? If your firm has Outlook, you have a
ballot box at your fingertips.
Party!
So let’s say you’re organizing the holiday party and you need to
contact the hotel by the end of the week to give them a head count.
So you send out an email – “We’re firming up the Acme Hotel for
our fabulous holiday party on December 18th! Please let me know if
you’ll be joining in the fun-fun-fun!”
Out it goes and in come the responses. You count them up one
by one. Or you move them to a separate folder in Outlook and deal
with them later. Or you start an Excel spreadsheet to help you track

Or you can type your own:

them. Not so much fun-fun-fun.
Get Out The Vote!
Before you go to all that trouble, try this. Click the Options button. This is in a different place depending on your version of Out-

What you type here appears on the voting buttons. Separate

look. With 2003 or earlier, click the button at the right end of the

each word or phrase with a semi-colon. You’re not restricted to

Standard toolbar to display the Message Options dialog.

three choices, but I’d keep it short, or you may lose that quick response while folks ponder their choices. Another bit of advice is
to add “[VOTE]” or some other eye-catching phrase to your email’s
subject line so your voters will immediately know what you want
them to do.
Close the Message Options dialog and send your email. Of
course, a copy is automatically placed in your Sent Items folder.

With Outlook 2007, it’s at the right end of the Ribbon – click the
lower right corner to open the Message Options dialog.

Make sure you leave it there; don’t delete it or move it. This is an
important step in getting Outlook to do the heavy lifting for you.
The Polls Are Now Open
What will your constituents see when they open their mail? Depending on their version of Outlook, they’ll either see a special toolbar displaying your voting buttons (2003 or earlier) or a new icon
at the left end of the Ribbon (2007) which is labeled, appropriately
enough, “Vote.”

16
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Now, all that your voters need to do is click a button. No hanging
chads here.

In 2007, click the Tracking icon at the far left of the ribbon.

The Tracking tab collects and counts the Votes. It will even show
you who hasn’t responded.

In this case, we can see that two people are coming, one doesn’t
know yet, and nobody can’t be there. We can also see that Frank
hasn’t responded (as usual).
And you don’t have to open each of the messages to get the tally.
Just leave the responses in your Inbox, and give Outlook a moment to
recognize them.
Once they click their answer, they can simply send their response,

What Could Possibly Go Wrong?

or add a message to it before sending. This does not mean they can

Funny Business At The Ballot Box?

add another response within the vote tallies. It simply means they

When the ballots come in fast and furious, overcome your desire

can send you a message in the body of their email.

to immediately move them to a new folder in Outlook. Leave them
in your Inbox for a while so Outlook can tally the results and associ-

Calling The Election
Once the results come pouring into your Inbox, you’ll notice that
each voter’s response is automatically inserted at the beginning of
the Subject line.

ate them with the outgoing message in Sent Items. You don’t even
have to open them.
If you move them, Outlook won’t find them unless you open each
one. So if you’re polling 10 people, that might be acceptable. But
if you’re asking 243 people what they want to eat, let Outlook keep
track. Once the votes are “registered” and displayed on the Tracking
tab, go ahead and move them. Heck, you can even delete them.
Voter Fraud?
You might think your voters could foul things up by voting more

However, the best part is that Outlook goes to work tallying them.
Remember how I told you to leave a copy of your message in Sent
Items? Go open it now. In 2003 and earlier, click the Tracking tab.
October 2008

than once, either by accident or design. Actually, Outlook handles
this quite elegantly.
Your Tracking tab will update with the most recent response. If
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they want to change their vote, Outlook changes it. If they simply
vote twice, well, it doesn’t matter – it only counts once.
Lost Ballots?
If someone deletes or loses their email ballot, well… there’s no
elegant way to recover from that (unless it’s still in their deleted
items folder). You may have to replace some ballots.
Every time you send a replacement email, you’ll have to deal
with a separate tally. So why not wait to see how many folks lose
your email, then send only one new message – to all of them at once.
At least you’ll only have one separate tally, which you can add to the

worksheet. Unfortunately, the tally won’t appear there, either.

original tally.
And The Winner Is…!
Absentee Ballots?

Despite some shortcomings, the voting feature in Outlook is a

I won’t sugar-coat it – none of this will work in Outlook Web Ac-

super tool for those times when you need your constituents to stand

cess. You can’t set up voting there, or vote from there. The interface

up and be counted. And in this case, power doesn’t corrupt, it just

just doesn’t handle it.

makes life a little easier.
About The Author: Kim Murdock has worked in law firm tech-

Publishing The Results?
Printing from Outlook leaves something to be desired. You’ll get

nology for more than 25 years, progressing from word processor to

a list of who’s coming and when they voted. Oddly, the coolest fea-

System Manager to Technology Director. Kim is now a consultant

ture Outlook voting gives you – the totals – are not present here. Of

and President of Pagrovia Technology, home of Appkickers®, which

course, you can always write that in….

is an easy system of templates, styles and macros that significantly

By the way, if you like working from an Excel spreadsheet, you
can copy and paste your results from the Tracking tab right into a

boost efficiency, document stability and savings. For more information, visit appkickers.com.

Solution #44

Competitive Prices

(saving money is a good thing)
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Beginning 2008, the ALA Teleseminar program officially renamed Webinars as this title more aptly describes this dynamic program. When the
“teleseminar” program was initially introduced in 1996, attendees participated in them primarily through a conference call and handouts. Now,
the newly named Webinar program offers participants a host of interactive options to participate in addition to the telephone, including Internet
access and text messaging.
Webinar programs are presented live by experts in their field and allow participants to listen and interact with the speaker as if in person.
In addition, when you purchase a Webinar, you are authorized to invite an unlimited number of staff or colleagues to attend the program at your
site. This is a high quality, time efficient, and cost effective distance learning opportunity for legal management professionals.

Webinar Schedule

Times for all Webinars:

11 a.m. - 1 p.m. Pacific Time • 12 p.m. - 2 p.m. Mountain Time • 1 p.m. - 3 p.m. Central Time • 2 p.m. - 4 p.m. Eastern Time
Contact: rshiels@alanet.org for further information • To register by phone with a credit card, call iLincTM at (800) 651-7916.

Upcoming Webinars:
October 15, 2008
Diversity Leadership in the 21st Century

December 10, 2008
Trends and Best Practices in Strategic Planning

November 19, 2008
Internal Controls: Does Your Firm Have Any?

January 2009
Schedule to be announced

- Superior Technology Solutions

- Highly-Qualiﬁed Team of Professionals

- Exceptional Reputation for

- Certiﬁed by the Leading Manufacturers

Customer Response

- Competitive Pricing

You are invited to discover
the future together with WAMS

Why use anyone else?
(800) 421-7151 • www.wamsinc.com
Contact: Kevin Haight • khaight@wamsinc.com

October 2008
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LET’S GET CREATIVE WITH COMMUNITY RELATIONS
Angela A. Ungurean
310-305-2100
aungurean@hgla.com

be pointed in the right direction.
As the old saying goes,” There is something for everyone.” One
of the things I would like the reader to take away from this article
is that there is truly something for everyone to get involved with
in our community. Many of you are saying, ‘I just don’t have time.’
Time is something we all struggle with. There just doesn’t seem to
be enough time for everything but if we don’t make the time, our

The kids have been back to school for over a month, everyone

community will only continue to get into more of a deficient of

will enjoy the Run Walk, and now it is time to turn our thoughts to

need. I moved to Los Angeles many years ago more than I would

another year coming rapidly to a close. The holidays are a part of

like to count, but Los Angeles has been very good to me and that

the year ending giving thanks for all of our blessings.

makes it easier to make the time to give back and I feel so blessed

With the downturn of the economy, an extremely high unem-

in my life.

ployment rate and predicted to even go higher, it is an opportunity

I would love to hear from the readership what all of you are do-

to be of service to our community. The food banks in the country

ing out in the community to make a difference. Maybe your story

alone are struggling and one way to help is to have our Firms have

will be inspiring to someone else. My e-mail is at the top of the

a food drive within their own offices and make a contribution to a

page. Please use it.

food bank in Los Angeles. Purchasing canned foods such as tuna,
beans and anything that is protein is a good thing.
Do some Fall cleaning in your closets and donate those suits
and play clothes that you haven’t worn in a year or have a garage
sale and donate the proceeds to a charity.

As I bring this article to a close and the Leadership Magazine is themed “Voting”, let’s all get out there and VOTE! I can’t
think of a more important community activity than VOTING!
In closing, unfortunately, there will always be a need for community relations. There are many struggling right now and I wish

Giving comes in many forms and it doesn’t always have to be

I could wave a magic wand and make it all go away. However, the

materialistic. Spending time with an elderly person who has little

reality is that the struggle is not going way. No one has all the an-

or no company is an invaluable experience for both parties. We

swers. I hope that this article will inspire you the reader to rethink

learn from our elders and they in turn feel wanted and feel not

what you do to help the community. Everyone is needed to help

so alone. We hear about lots of causes for children which is won-

in many various ways. If there is nothing that fits your fancy, let

derful in it’s own right but elders seems to get lost in our society.

me know and I am sure we together can find something that is a

Giving of one’s time is a gift that can’t be bought and there really

perfect fit.

is no “value” we can put anyone’s time. The big things do make a

I will leave you with this thought: A friend of mine many years

difference such as food drives, and walk/runs, but spending qual-

ago said to me when I was unfocused in my life, “start somewhere”

ity time with someone for any reason is invaluable.

and I have never forgotten that. When I am unfocused and over-

In the Community Relations columns in the future I will be

whelmed, I will say to myself start somewhere. Well, the commu-

profiling organizations that can use a GLA ALA member’s time.

nity is overwhelmed with need and I am saying to the member-

For example, The Wonder of Reading is a terrific organization that

ship start somewhere.

can use people to read to children. There are many organiza-

I really really want to here from the readership your thoughts,

tions in the Los Angeles area that need assistance. In the coming

ideas and experiences in the community. Don’t be shy. I am sure

months the Community Relations team will be exploring mentor-

there are many of you in the membership who are out in the com-

ing programs, and of course always looking for speakers for the

munity making a difference and I send my heartfelt thanks to ev-

Watts/Willowbrook Boys and Girls Club and maybe an arts pro-

eryone.

gram for adults and children to help build self-esteem. There are

My best to all, Angela

those who may need legal services with a sliding scale and need to
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Now online.

GENERAL MANAGEMENT continued from page 14

CPR? Do you have an AED in your office? Does everyone on staff
know that it’s there, where it’s located, and what it’s for?
Now add to the mix. A space heater under a desk starts a small

Stop Searching. Start Finding.

Now online.

fire in the office suite. You’re preoccupied dealing with the crises
above (they tend to travel in packs). How will other staffers respond?
Do they know where fire extinguishers are located? Do they know
how to operate them? Have you ever held training on the use of
safety equipment? How long ago? How many employees have been
added since the last training?
All emergency situations that confront you will not be natural
disasters. Some will be human in nature.
It’s flu season. Someone comes to work obviously ill, and possibly infectious. How will you handle the situation? What is the risk
of exposure to others in the organization? How will you find out?
What steps have you taken to protect others?
This person has used up all their sick days, is the sole provider
for their family and can’t afford to miss time from work. Do you
allow them to work? Do you provide some isolated workspace that
affords minimal contact and added protection to others? If they
are coughing, do you ask that they wear a procedure mask? Is there
an organizational culture of hand-washing and covering coughs, or
does no one want to deal with the situation? Do you have an infection control plan to mitigate exposure to staff?
With these scenarios as a starting place, there are some specific
activities that will form the basis for effective planning:
•

Identify internal resources and skills — personnel with
training equipment

•

Backup communications — 2 way radios,

sign making

capability
•

Emergency supplies — organizational stocks and personal
supplies – including needed drugs

•

Written emergency plan easily accessible to all

•

Practice drills. Practice, Practice, Practice

With proper planning, you, your employees, and your organization will be better able to survive a crisis — and hopefully prevent it
from turning into a disaster situation.
About The Author: Ted C. Hanf is a principal in Kegel, Tobin &
Truce, a workers’ compensation defense firm which represents employers and insurance carriers in workers’ compensation and related
labor matters. Mr. Hanf has been a practicing attorney since 1975.
He is AV rated, and is certified as a Workers’ Compensation Specialist
by the California State Board of Legal Specialization.

Introducing a better way to get
the authoritative legal management
answers you need – alanet.org/alame.
The ALA Management EncyclopediaSM has a new
home online — at alanet.org/alame. It’s filled with
carefully indexed, highly searchable answers to
your questions on financial management, marketing,
strategic planning and more.
Available as an annual subscription or as individual
articles, the ALA Management EncyclopediaSM
is the perfect legal management resource for your
entire firm. It’s easy to print, easy to distribute and
easy to access whenever you need it — 24/7/365.
And because it’s updated on a regular basis,
you’ll always have the right information right
at your fingertips.
So stop searching, and start finding: Learn more
about the ALA Management EncyclopediaSM
at alanet.org/alame, and get the knowledge you
need — when you need it.

alanet.org/alame

In addition to his legal work, Ted is also involved in Public Health
practice as a researcher and frequent presenter on injury and illness
prevention, cultural and social determinants of health, forensic epidemiology, and alternative health beliefs and practices among diverse working populations. He can be contacted at thanf@kttlaw.us

October 2008
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Ethics Seminar for the GLA ALA
with clients to identify, locate and maintain all potential materials
that may impact the litigation.
In another recent case, a long time Maine estate planning attorney pleaded guilty to felony theft charges and admitted stealing over
$100,000.00 from his clients and embezzling more than $187,000.00
from his law firm over a 10 year period, after a disgruntled secretary
reported the suspicious activities engaged in by her boss. The law
firm’s exposure for failing to properly manage its attorneys, client
trust fund and investigation after it was aware of the reported thefts,
is still under consideration.
In a third case study, a New York litigator was suspended after
failing to comply with the terms and conditions of a protective order
and for using confidential materials that were subject to the protective order, when the lawyer used the materials to support the filing
of another lawsuit in a different jurisdiction. The suspension was
Hinshaw & Culbertson, LLP, a Chicago based national law firm

based in part upon testimony from an associate, who was ordered

specializing in professional responsibility, risk management and the

by the suspended attorney to manufacture notes on transcripts

law governing lawyers, hosted a cocktail reception and presented an

to render them work product and non-returnable pursuant to the

Ethics Seminar for the Greater Los Angeles Chapter of the Associa-

court’s protective order.

tion of Legal Administrators (“GLA ALA”) in September at the Bev-

Mr. Jarvis and Mr. Davis persuasively presented the principle ob-

erly Hills Country Club. Peter Jarvis and Anthony Davis, Partners in

ligations between partners, associates, firm employees and clients

the firm and nationally recognized experts on the rules, regulations

and the rules of professional conduct that govern these relation-

and laws that govern lawyers, discussed the “Ethical Duties of Su-

ships. The speakers also addressed the necessity for law firm prac-

pervisory Lawyers- What Every Law Firm Partner, Associate and Ad-

tice group management and recommended protocols for practice

ministrator Needs to Know” and practice management techniques

group and case management to assist law firms and staff in handling

to protect law firms, lawyers and administrators from potential li-

complex litigation, overseeing client matters and keeping abreast of

ability and professional misconduct.

the law firm’s business, cases and potential exposure.

Mr. Jarvis and Mr. Anthony presented three recent case studies

Professional misconduct issues arising from attorney time re-

to highlight several of the pitfalls that law firms and individual law-

cordation, fee and billing matters, along with the ramifications of

yers may encounter. The Qualcomm Inc. v. Broadcom Corp. 2008

failing to establish and comply with procedures for recording time

WL 66932 (S.D. Cal. 2008) case addressed a law firm’s responsibility

and billing clients, created a lively discussion among the attendees

for supervising its client’s conduct and compliance with discovery

and the speakers. This discussion rounded out the powerful pre-

obligations and the exposure that a law firm as well as individual

sentation regarding the ethical duties of lawyers and the responsi-

lawyers may face in failing to adhere to professional conduct regula-

bilities of law firms, supervising lawyers and staff to 1) monitor their

tions in working with a client and responding to discovery involving

attorneys, 2) actively participate in practice group management and

extensive email communications maintained, but not produced by

case strategy, 3) establish and follow proper time recordation and

the client. The Qualcomm case also demonstrated the complicated

billing procedures, and 4) understand the obligations and expecta-

role of current technology in business transactions and cases that

tions of a law firm’s clients in today’s fast-paced and information-

are litigated, and the need for law firms to be proactive in working

driven culture.
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MONTHLY MEETING NOTICE
Tuesday, October 14, 2008
11:30 a.m. – 12:00 p.m. Networking
12:00 p.m. – 1:30 p.m. Lunch and Program

“ELEMENTS OF PREPAREDNESS”
Guest Speaker: Ted C. Hanf, J.D., M.P.H.
Join us on October 14th and learn what we as administrators, human resource coordinators and IT
professionals can do to prepare the office environment and the personnel - both professional and
staff - for a wide range of foreseeable situations which might present a risk to personal health and
organizational function. This presentation will explore the use of existing technology to
communicate useful preventive information to avoid injuries and illness, how to prepare the office
environment to mitigate risk, how advance preparation can ensure continued operation in case of
social disruption after a major event and ways in which all of this can be rolled into the employer's
legal obligation to provide a safe workplace.

Location:

Omni Los Angeles Hotel
251 S. Olive St., Los Angeles, CA 900124
Hosted Valet Parking at the Omni
Self Parking, California Plaza

COST: $30.00 (members)
$35.00 (guests and at the door)

_______________________________________________________________________________________________

Reserve on our website www.GLAALA.org OR
Make checks payable to GLAALA (Tax ID 95-4626147) and mail to:

PLEASE RSVP BY
October 7, 2008

Isabel Warner, McGuire Woods LLP
1800 Century Park East, 8th Floor, Los Angeles, CA 90067
(310) 315-8270 – iwarner@mcguirewoods.com
Member Name:

_____________

Total No. of Reservations:

Firm:

Amount Enclosed:

Phone:

Please Select Meal:

Email Address:__________________________

Meat Plate

Guest Name(s):

Vegetable Plate

$

_____
_____

Because this is a sponsored event, please do not invite
guests with a competing business.

Refunds will be provided only if cancellation is
received no later than noon on October 10, 2008.
Refunds will NOT be provided to “No Shows”.

Certified Legal Management Program
Pending

302775.1

October 2008
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HR CHALLENGES
Jan Christensen
jan.c.christensen@gmail.com
310-480-3774

Have the partner who is the principal contact with the client
and/or the managing partner contact the client to confirm that
the relationship is consensual. Advise the client of the steps being
taken by the firm to ensure that the privacy of both the client and
the employee are preserved.
Without intruding on the privacy of the two individuals, the firm
may want to maintain open, frequent communication with both

If an employee (non-attorney) informs you that he/she is dating

parties to help preserve the firm’s relationship with each party. Re-

an extremely influential client, how can the firm protect itself from

member that California law prevents the employer from retaliating

any ethical conflict or, worse, any jeopardy to the firm’s business rela-

against an employee for engaging in legal activity taking place out-

tionship with the client if this personal relationship ends badly?

side of office hours.
CAUTION: If the question had involved an attorney-client

It is unlikely there is a potential for an ethical violation when a

romantic relationship, the response would have been significantly

non-attorney employee of a law firm has a personal or romantic

different. Despite the lack of clear prohibition against attorney-cli-

relationship with a client. There are, however, several reasons for

ent sexual relations in the Bar’s Code of Professional Responsibility

the employer’s concern in addition to the possibility of a relation-

because of California’s constitutional right to privacy, serious mis-

ship “going sour”. There is the possibility that either the law firm

conduct consequences may await the attorney who crosses the sex-

employee or the client could inadvertently reveal confidential or

with-client “line”.

proprietary information. There is also the possibility that the client
could request “special” treatment for the employee such as extra

I have been advised that two of our associates in the same depart-

time-off or phone privacy generating claims of discrimination or

ment are romantically involved. We have an anti-nepotism policy as

hostile work environment from the employee’s co-workers.

well as a policy against supervisor/employee dating in our Employee

What should the employer do when made aware of the social
relationship between the client and a non-attorney employee?
Meet with the employee to thank the employee for informing

Handbook. It appears that this relationship could present problems
for the firm in several ways. What actions can we legally take to keep
any problems from developing?

the firm of the relationship and to:
(California employers are precluded from actively searching out
•

•

Ensure that the relationship between the two parties is en-

information on employee dating because of privacy rights, and may

tirely consensual and not based on intimidation, harass-

not prohibit any “off-duty legal activity” including dating. It is as-

ment or coercion;

sumed this situation was brought to management attention by the

Advise the employee the information regarding the relation-

parties involved.)

ship will be shared with only a limited number of people
•

•

•

•

From the question, it would appear that neither associate has

and then only on a need-to-know basis;

any supervisory authority over the other associate and that they are

Make certain that the employee understands that the em-

not related by blood or marriage and thus not violating the employ-

ployee has the option to end the relationship at any time

er’s anti-nepotism policy. The firm needs to balance the employees’

and that there will be no retaliation by the firm for the rela-

rights to privacy with the firm’s need to ensure that neither quid pro

tionship;

quo sexual harassment nor hostile work environment discrimina-

Remind the employee of the strict attorney/client confiden-

tion occurs in the workplace.

tiality required of law firm employees and that any inadver-

A Spherion Workplace Survey in 2007 revealed that approxi-

tent disclosure of any client names or information could

mately 40 percent of American workers have dated a co-worker

have extremely serious consequences for the firm and the

and another 40 percent would consider doing so. The publicity

individual breaching that confidentiality;

surrounding the explosion of sexual harassment litigation in this

Inform the employee that he/she will be segregated from

country has educated employers as well as employees to the risk

any type of participation in the legal work for that client

involved in workplace romances. Many employers, including law

even if or when the relationship ends; and

firms, aware of the illegality (in many locales) and the limited effec-

Caution the employee that the relationship must not impact

tiveness of nonfraternization policies, are accepting the inevitabil-

the employee’s work or the work of the employee’s co-work-

ity of workplace romances and are turning to “love contracts” in an

ers.

attempt to deter resulting litigation.
continued on page 31
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GLA ALA UNIVERSITY / CLM STUDY GROUP
NEW CLM SESSION OF CLASSES STARTING SOON!
If you wish to study for the CLM exam, please plan to attend an informational brown bag
luncheon meeting to be held on Wednesday, October 22, 2008 at Noon – convenient
DOWNTOWN and WESTSIDE locations, see below. This is your opportunity to find out
what you must do to qualify to take the CLM Exam and how to accomplish your objective.
The new session of CLM classes will start on November 6, 2008 at 6:00 to 8:30, with the
first class meeting downtown covering Business/Strategic Planning.
NEXT EXAM: Sunday, May 17, 2009 – New Orleans, LA (in conjunction with the Annual
Conference)
If interested in attending this informational brown bag luncheon meeting, please contact
Janet L. Shaw, CLM, or Jeannine Hamill by 3:00 pm, October 21, 2008:
Janet L. Shaw, CLM
Akerman Senterfitt LLP
725 S. Figueroa Street, 38th Floor
Los Angeles, CA 90017
(213) 688-9500
janet.shaw@akerman.com

October 2008

Jeannine M. Hamill
Doll Amir & Eley LLP
1888 Century Park East, Suite 1106
Century City, CA 90067
(310) 557-9100
jhamill@dollamir.com
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SUNDAY, OCTOBER 12, 2008
“We make a living by what we get, we make a life by what we give.”

- Winston Churchill

Are you ready to make a difference?
Through ALA’s Community Challenge Weekend, those in the legal industry have the opportunity to participate
with others in community betterment projects. No one person can solve all the problems in the world, but we can
start by making our own neighborhoods happier, healthier, safer places to live for those who need our help. The
GLA ALA chapter will be holding the Justice Jog on Sunday, October 12, 2008 at Griffith Park and we need your
support. All proceeds of the 5k will go to three outstanding charities. We need runners, walkers, event volunteers
and people who eat pancakes! Sign up on our website today!

Does your Law Firm have a team?
What law firm will be the victor at the Justice Jog? Let the competition begin! Who will have the most
participants? Who will have the fastest 10 team members cross the Finish Line? Will O’Melveny rule or is
Freeman, Freeman and Smiley going to take it! If your firm is not listed below, it’s not too late to form a law firm
team. See our website for details! www.glaala.org
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September Luncheon RECAP
A PAPERLESS OFFICE IS WITHIN REACH

2. Communicate electronically, and make e-mail, AIM or text
messaging the preferred method.

William K. Mills, speaker

3. View, create and edit documents electronically.
A remarkable 50 GLA ALA members and guests were in at-

4. Convert all non-essential paper documents to electronic
documents.

tendance on September 9, 2008 at the Beverly Hills Country Club
where Overnite Express graciously hosted our speaker, William K.

5. Shred and recycle all non-essential paper documents.

Mills of Parker Mills L.L.P. Mr. Mills shared with our membership

6. Store documents and data electronically.

his experiences with creating and executing plans to move away
from the traditional paper method of file-handling and storage to

Additionally, we must encourage those with whom we do business to eliminate paper by agreeing to communicate with us via

electronically-stored communications, i.e., a Paperless Office!
When developing your plan to create a more eco-friendly and
paperless environment for your law firm, Mr. Mills will recommend

electronic means.
Three drawings were held at the luncheon, with Rose Bazan and
Elizabeth Moura winning a copy of the book The Extraordinary Law

that you:
1. Release the emotional and intellectual rationalization that
paper is an essential part of business operations!

Firm and Mark Verbecken a scholarship to attend the 2008 Region
4/6 Conference in Austin, Texas. Congratulations to our winners!

William K. Mills, Speaker

28

Sponsors, Paul Hakimian and Todd Williams (OVERNITE EXPRESS)

Thinking about going paperless gives us a smile

Do you send all your documents electronically?

Discussing converting from paper to electronic documents.

Sponsor captivates his table

The food is always great

Serious discussion of shredding and recycling

Rationalizing going paperless

Great Presentation!

Attentive

Greater Los Angeles Leadership Exchange

Member Updates
NEW MEMBERS
Wendy Calwell
Accounting Manager
Eisner & Frank
9601 Wilshire Blvd., Suite 700
Beverly Hills, CA 90210
Telephone: (310) 855-3228
Fax: (310) 855-3201
E-Mail: wcaldwell@eisnerlaw.com

Kathryn Eamranond
Office Manager
Charlston, Revich & Wollitz LLP
1925 Century Park East, #1250
Los Angeles, CA 90067
Telephone: (310) 551-7027
Fax: (310) 203-9321
E-Mail: keamranond@crcllp.com

Dolores Chacko
Office Manager / Administrator
Colantuono & Levin
555 West Fifth Street, 31st Floor
Los Angeles, CA 90013
Telephone: (213) 533-4209
Fax: (213) 533-4191
E-Mail: dchacko@cllaw.us

Heather Lore
Lead IT Specialislt
Nordman Cormany Hair & Compton LLP
1000 Town Center Drive
Oxnard, CA 93036
Telephone: (805) 988-8362
Fax: (805) 988-7762
E-Mail: hlore@nchc.com

Help Us Keep In Touch with
You and Others!
Please let us know if you or another member has
moved or changed firms.

Region 6 Officers

Region 6 Director
Judith A. Hissong, CLM
Solomon Grindle Silverman
& Spinella, PC
858-793-8500
judy@sgsslaw.com

October 2008

Region 6
At-Large Director
Marc A. Upchurch, CPA, CLM

Region 6
Projects Officer
Jerri S. Schloss

Region 6
Communications Officer
Timora A. Cereghino, CLM

Region 6
Education Officer
Doris A. Alexander, CLM

Kramer Rayson LLP
865-525-5134 x129
mupchurch@kramer-rayson.com

Ogletree Deakins Nash
Smoak & Stewart, PC
602-778-3700
jerri.schloss@ogletreedeakins.com

Santoro Driggs Walch Kearney
Holley & Thompson
702-791-0308
tcereghino@nevadafirm.com

Carroll Burdick &
McDonough, LLP
415-989-5900
dalexander@cbmlaw.com
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Coach’s Corner — How Do You Outsource Legal Services? Very Carefully!
Ed Poll, J.D., M.B.A., CMC
EdPoll@lawbiz.com
800-837-5880

client. Parameters of this approval include i) the fee for the outsourced work must be reasonable; ii) the client should be informed
of such relationship and may need to consent; iii) the lawyer not assist in the unauthorized practice of law; and iv) the lawyer must supervise the outsourced work to assure that competency and quality
assurance standards are met.
Outsourcing, then, is just another way to delegate work; ap-

In an earlier column we suggested that outsourcing of both staff

propriate delegation is another aspect of leverage; and leverage is

functions and legal services is a way that any law firm can cut fixed

what makes law firms more profitable. In truth, almost every lawyer

costs. Since the need for cost cutting is so great and the trend to

relies on delegation – having a secretary to type, file and do other

outsourcing is so strong, it’s a good time to look at the issue in more

office tasks is an elementary form of this concept. However, manag-

detail. Outsourcing can be a boon to a firm of any size looking to

ing the legal process and overseeing the quality of the work prod-

perform more efficiently. But administrators and lawyers alike must

uct of others is the reality of the legal profession. And this is true in

bear in mind that just because you can outsource a task doesn’t

outsourcing. Whether the “outsource” is someone within the law

necessarily mean you should. To do so involves considerations of

firm itself, or someone in India, or someone located in between, the

both economics and ethics.

outsourcing lawyer (and by implication, the firm) are still responsible for setting the strategy of the matter, the quality of the resulting

Types of Outsourcing

work product, and the management of the entire process.

The most recent and dramatic direction of outsourcing is the

Outsourcing is not the practice of law. It’s the provision of high

use of high speed Internet technology to connect firms with the

quality, low cost legal support products for licensed attorneys. Be-

growing pool of highly educated talent in developing countries

cause the work is often delivered electronically and is always pro-

where the use of English is widespread – India being the prime ex-

duced under the firm’s supervision, it is transparent to the client.

ample. Such offshore legal service providers can reduce by up to

That means clients rely upon their lawyer to ensure that a job is

80% the cost of functions like transcription, research, document

done right.

review, patent searches, data entry and billing.

In matters of governance, a lawyer’s responsibility for his or her

To outsource such services in this country, firms increasingly

own firm is magnified by the requirements of the rules of lawyers’

use virtual assistants. VAs are paralegals or other administrative

professional conduct. In California, for example, State Bar Rule 5.1

specialists who work offsite and online, creating work product tai-

provides that partners and other lawyers with managerial authority

lored to the specifications of each firm or practice. A VA is an in-

in a law firm are personally responsible when other lawyers in the

dependent contractor, not just a temporary or part-time assistant,

firm violate the Rules.This is a heavy burden, and one no outsourc-

and should be chosen like any other business professional Evalu-

ing lawyer, or administrator, should take lightly.

ate their web site and business experience, seek an interview in

When it comes to ensuring that client work is done correctly, the

person or by phone, ask for references, ensure compatibility with

buck stops with you, the outsourcing lawyer and firm, no matter

their electronic technology.

who has actually done the work.

Many firms, both large and small, hire contract lawyers to provide legal counsel on matters for which the outsourcing lawyer

About the Author: Ed is a coach and consultant to lawyers and

is unavailable to handle. In a contract situation the outsourcing

law firms; he writes and speaks to lawyers and bar associations

lawyer oversees the legal work and communicates with the client

throughout the United States. His audience, lawyers in private prac-

on how the work is applied. Firms may bill for the contract lawyer

tice settings and corporate law departments, seek advice about how

at any rate that is established in the engagement agreement and is

to better manage their practices and their case loads. Ed is nation-

acceptable to the client, including at a rate high enough to cover

ally known through his 12 books on law practice management and

overhead expenses of the firm’s own staff.

many articles in major publications for organizations such as the
American Bar Association, Association of Legal Administrators, Ca-

The Ethical Responsibility

nadian Bar Association, State Bar of California and others. His latest

The new ABA Formal Opinion 8-451 (August 2008) states the

work, Law Firm Fees and Compensation: Value & Growth Dynamics,

obvious: A lawyer may outsource work to lawyers and non-lawyers

was released in April. Ed can be reached at www.lawbiz.com, www.

support personnel appropriate to represent the interests of his/her

lawbizblog.com, edpoll@lawbiz.com or 800-837-5880.
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HR CHALLENGES continued from page 24
When is a contract not a typical court enforceable agreement?
It is when the contract is a “love contract” also referred to as “consensual relationship agreement”. Love contracts have been around

vary based on the circumstances, but most require the employees
to affirm the following provisions:
•

employers attempting to prevent workplace romances from blos-

•
•

able to co-workers.

frequently used when there is a supervisor/subordinate relation•

The parties will not let the personal relationship affect their
work or the productivity of others in the office.

mances. When properly implemented, love contracts can not only
be a powerful deterrent to litigation but an excellent employer de-

The parties will refrain from displays of affection in the
workplace and avoid any behavior that might be objection-

als, are customized for specific situations. Love contracts are more
ship and can be equally useful in same-sex and opposite-sex ro-

The relationship (between the two parties) is totally consensual and not based on coercion, threats or harassment.

soming into sexual harassment litigation. These contracts, which
are ALWAYS for voluntary signatures by the two involved individu-

The parties have received, read, understand and agree to
abide by the firm’s harassment and discrimination policy.

for over ten years developed by employment attorneys for use by

•

Either party may end the relationship at any time without
fear of retaliation.

fense if litigation does result.
•
LOVE CONTRACT ESSENTIALS

Each party agrees to promptly notify (Administrator, Human Resources, Managing Partner, or ??) if the relationship

(Love contracts are not a do-it-yourself project. Retain an experi-

ends and any pressure or harassments results.

enced employment law attorney to prepare the document each time
Before meeting to present the love contract, the employer should

the situation arises.)
Management should meet with each party separately. Both

be prepared on a response if one party refuses to sign it. Even after

employees should be given sufficient time to read, ask questions

a love contract is signed, the employer should jealously respect the

and
the assertions
before signing
it (without
GLA digest
Quarter
Page Ad:Layout
1 4/4/08
5:05 employer
PM Page in1

employees’ right to privacy outside the workplace. The employer

ducement or coercion). The exact language of a love contract will

should also be prepared to respond quickly if a relationship goes
sour or if it appears that the commitments of the love contract are

LEGAL | CORPORATE | ATTORNEY | TECHNICAL

breached.
For prompt response, e-mail HR questions to
jan.c.christensen@gmail.com or

Why not work
with the best?

we do!

call her direct at 310-480-3774.
The author is not an attorney and does not engage in rendering
of legal or tax counseling through this publication. No statement in
this article should be interpreted as legal or tax advice.

That’s why California’s top law firms and corporations call on Davidson
Legal Staffing to provide them with access to the best legal talent.
Whether you are seeking direct hire employment, or in need of temporary
support, Davidson Legal Staffing has the connections to make it happen.

www.DavidsonStaffing.com • (888) 788-2828
If you are looking for the best, call Davidson Legal Staffing today!
LOS ANGELES | ORANGE COUNTY | SAN DIEGO | SAN FRANCISCO | EAST BAY
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BOARD OF DIRECTORS

President
Maureen Varnes, CLM
Rodi Pollock Pettker
Christian & Pramov, ALC
213-895-4900
MOV@rodipollock.com

Immediate
Past-President
Michelle Liffman, PHR
O’Melveny & Myers LLP
213-430-8353
mliffman@omm.com

Membership Chair
Joanne Stillwagon

Andrews Kurth, LLP
213-896-3110
jstillwagon@andrewskurth.com

Membership Team
Erin Walsh

Dickstein Shapiro Morin &
Oshinsky, LLP
310-441-8467
walshE@dsmo.com

Seminars Chair
Valeda Mercier

Knott Glazier LLP
213-312-9200 ext. 121
mercier@knottglazier.com

Programs Chair
Hugo Ospina, Jr.

Manning & Marder, Kass,
Ellrod, Ramirez LLP
213-624-6900
rfs@mmker.com

Secretary
Nancy A. Dillon, PHR
Secretarial Supervisor
Sonnenschein Nath &
Rosenthal LLP
213-892-5181

ndillon@sonnenschein.com

Membership Team
Tanya M. Russell

Katten Muchin Rosenman LLP
310-788-4766
tanya.russell@kattenlaw.com

Membership Team
Barbara J. Chilton

Office Administrator
Goodwin Procter LLP
213-426-2510
bchilton@goodwinprocter.com

Seminars Team
Debra Gray

Frandzel Robins Bloom
& Csato, L.C.
323-658-9767
dgray@frandzel.com

Programs Team
Rose Bazan

Vice-President
Mary McDonnell

Legal Manager
Entertainment Partners, Inc.
818-955-6228
mmcdonnell@entertainmentpartners.com

Treasurer
Steven D. Jones

Executive Director
Eisner & Frank
310-855-3200
sjones@eisnerlaw.com

Membership Team
Shaun Morrison

Allen Matkins Leck Gamble
Mallory & Natsis LLP
310-788-2400
smorrison@allenmatkins.com

Education Chair
Rosela Marin

323-627-2608
rmarin005@ca.rr.com

Seminars Team
Madalena Virbila

Dreier Stein Kahan Browne
Woods George LLP
424-202-6116
mvirbila@dreierstein.com

Programs Team
Elizabeth Wagner

Carlsmith Ball, LLP
213-955-1233
hospina@carlsmith.com

Bonne, Bridges, Mueller,
O’Keefe & Nichols
213-738-5807
rbazan@bonnebridges.com

Hospitality Co-Chair &
Corporate / Government
Section Co-Chair
Sawsan Sharif

Hospitality Co-Chair
Isabel Ortega Warner

Steptoe & Johnson LLP
213-439-9419
ssharif@steptoe.com

McguireWoods LLP
310-315-8270
iwarner@mcguirewoods.com

Phillips, Lerner, Lauzon
& Jamra LLP
310-277-7117
ireddick@plljlaw.com

Vendor Liaison Team
Elaine Van Rensburg

Vendor Liaison Team
Ken Sweet

Webmaster
Jean Jewell, CLM

Katten Muchin Rosenman LLP
310-788-4707
elaine.vanrensburg@kattenlaw.com
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President-Elect
Robert F. Santos

Morris Polich & Purdy LLP
213-417-5366
ksweet@mpplaw.com

Kegel, Tobin & Truce
213-380-3880
ewagner@kttlaw.us

Vendor Liaison Chair
Ilona M. Reddick

White O’Connor Curry LLP
310-712-6167
jjewell@whiteo.com
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Web Team &
Job Referral Services
Norma Ayala

Gipson Hoffman & Pancione
310-557-8855
nayala@ghplaw.com

Chapter Historian
W. James Van Dusen, CLM
Gursey, Schneider & Co. LLP
310-552-0960
Jimv@gursey.com

CLM Program Co-Chair
Jeannine M. Hamill

CLM Program Co-Chair
Janet L. Shaw, CLM

Special Events
Co-Chair
Cindy G. Fortune

Special Events
Co-Chair
Terri Wind

Doll Amir & Eley LLP
310-557-9100
jhamill@dollamir.com

Gibbs, Giden, Locher,
Turner & Senet LLP
310-552-3400
cfortune@gglts.com

Finance Section
G. Wayne Mitchell

Information Technology
Michael Masta

Alston & Bird LLP
213-576-1159
wayne.mitchell@alston.com

Woolls & Peer
213-629-8798
mmasta@woollspeer.com

Human Resources
Section Co-Chair
Tiffany St. John

Small Firm Section
Nilo G. Bolden

Reish Luftman Reicher
& Cohen
310-500-4254
tiffanystjohn@reish.com

San Fernando Valley
Section
Deanna A. Pepe

Hewitt & Truszkowski
818-509-0311
dapepe@hewittlegal.com

Magazine Team
Jeanette H. Vella
Freeman, Freeman
& Smiley, LLP
310-255-6112
jhv@ffslaw.com

Diversity Team
Susan J. Seales

Davis Wright Tremaine LLP
213-633-6800
susanseales@dwt.com

Nelsen, Thompson, Pegue
& Thornton, APC
310-315-1001
nbolden@ntptlaw.com

Multi-Office
Bonita J. Paul

Milbank, Tweed,
Hadley & McCloy LLP
213-892-4666
bpaul@milbank.com

Akerman Senterfitt LLP
213-688-9500
janet.shaw@akerman.com

Freeman, Freeman &
Smiley, LLP
310-255-6111
tlw@ffslaw.com

Human Resources
Section Co-Chair
Lydia Tavera

Dreier Stein Kahan Browne
Woods George LLP
424-202-6017
ltavera@dreierstein.com

Corporate / Government
Section Co-Chair
Bella Serrano
Department of Justice
213-620-6431
bella.serrano@doj.ca.gov

Magazine Editor
Tsui Chu, PHR

O’Melveny & Myers LLP
213-430-6206
tchu@omm.com

Magazine Team
Michael J. Morales

Diversity Team
Kim Robinson

Silver & Freedman, PLC
310-282-9439
mmorales@silverfreedman.com

Michelman & Robinson LLP
818-783-5530
krobinson@mrllp.com

Community Relations
Angela A. Ungurean

Continuing Education
Coordinator
Viviane A. Abraham

Hennelly & Grossfeld LLP
310-305-2100
aungurean@hgla.com

Herzfeld & Rubin LLP
310-691-2066
vabraham@hrllp-law.com

Ventura County / Santa Barbara & Inland Empire
Section Leader Positions are Open
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TECHNOLOGY TIPS — Printing in Excel
Dodie Edelstein
Legal Information Systems Training
707-776-4695 • dodiemail@comcast.net

ing on File, Page Setup, then the Page tab and checking the Landscape button (shown below).

Tame your Spreadsheet
Spreadsheets can be printed like any other document or file, but
there are some very specific features in Excel’s File, Page Setup menu
that control different ways to print.
To set up headers and footers in your spreadsheet, use the File,
Page Setup, Header/Footer tab. You’ll see the following screen:

If your spreadsheet has so many columns that it extends beyond
the right margin of the paper, you can tell the Page Setup feature to
shrink it to fit within the margins. To do this, click the Fit to 1 page
wide by X tall button. Leave the tall number blank and your spreadsheet automatically adjusts to the size needed. This one feature
helps clear up many problems when you have a spreadsheet that
doesn’t fit on a sheet of paper.
This is the big difference between printing in Excel and printing
in Word. In Word, you may change the font to squeeze more on a
page, but in Excel, all the sizing and printing options are done in the
By clicking the drop-down arrow in either the header or footer,

Page Setup menus and rarely in the actual spreadsheet.

you can find some pre-designed choices included with Excel. Page
numbers, the current date, your firm’s name, etc. are all included in

Dodie Edelstein is the owner of Legal Information

these drop-down lists. Most of the time, you can pick the one suited

Systems Training (LIST), which specializes in help-

best for your purpose.

ing you get the most from the software you have. She

If none of these options are what you need, just click the Custom
Header or Custom Footer buttons and design your own.
HINT: You cannot type an ampersand (&) in a header
or footer as this character represents a command

provides customized legal-specific training and support services for document processing, e-mail and document
management software. Dodie can be reached through e-mail at
dodiemail@comcast.net, by telephone at 707-776-4695 and on her
web page at www.aboutlist.com.

in Excel. In order to get an ampersand in your
footer, just type two of them! (So “&&” turns into
“&” in your footer.)
Page Setup Options
Most of your spreadsheets probably need to be landscaped (instead of portrait, which is the default). You can change this by click-
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ONE CALL CAN PUT
100 ATTORNEYS AND
100 PARALEGALS
TO WORK IN
LOS ANGELES,
WASHINGTON DC,
NEW YORK, AND
BISMARCK.

Big business isn’t just for big cities. As legal professionals, we’re able to get you what you need, when
and where you need it. We provide the best services in the business, including space
management, technical solutions, online timekeeping and the best quality temporary staff nationwide.
To learn how we can help you, please contact Brian Hartstein, Esq., Senior Managing Director of
National Client Relations at (213) 223-2031 or bhartstein@hirecounsel.com. One Call Does It All.

Atlanta

Chicago

Houston
Hartford

Los Angeles
Kansas City

Office Locations
New York Philadelphia San Francisco
Interview Facilities
Miami Newark Pittsburgh Richmond

Stamford

Washington, D.C.

San Diego

WWW.HIRECOUNSEL.COM
October 2008
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Member Spotlight — Dolores Chacko, Colantuono & Levin
The Things I Like Best About Being A Legal Administrator Are:
The ability to help and assist others to make work functions run
smoothly. The multiple facets involved with performing my job,
which range from human resources to accounting to management
of staff, etc.
To be successful, legal administrators have to:
I believe the key to success as a legal administrator is communication and respect. A successful legal administrator must respect others
and know how to communicate effectively on multiple levels with
numerous types of individuals such as legal secretaries, attorneys,
clients, building management, vendors and others.
The best advice I received from a fellow legal administrator was:
The best advice that I have received is to be open and up-front
with my staff even when the conversation may be uncomfortable.
I try to encourage my staff to:
I encourage my staff to communicate with each other and work as
team players; to take initiative and lead by example.

Other interesting facts I would like members to know about me:
I am very active in both my children’s baseball and soccer teams
as a team-mom and spend about 5 days a week at the park encouraging, supporting and cheering them on.
Please list committees and/or events that you would like to volunteer
to assist:
I am interested in participating in the Community Challenge
Weekend working with children.

PBAdLegalSolutions4c3.625x4.875

3/24/06

3:00 PM

Page 1

Pitney Bowes
Legal Solutions
Your Single Source
for Expert
Legal Support Services

If I weren’t a legal administrator I would be:
I would be traveling the world as a missionary.
In my spare time I like to:
Go camping (RVing) with my husband and two children, read,
and relax.

Litigation Support including e-Discovery, Imaging/OCR, Coding
and Web-Hosting
Mail, Copy, Print and Fax Management
High Volume Image Printing and Digital Conversion

I joined ALA because:
I would like to meet other administrators who could share with
me their knowledge and experiences.

Word Processing, Desktop Publishing and Help Desk
Records Management
24/7 Reprographic Services via Nationwide Network of
Document Solution Centers

Activities (other than work) I’m involved in:
Serving and volunteering at my church with data entry and hospitality.

Contact: John Saliamonas
Phone: 213-438-7236
E-mail: john.saliamonas@pb.com

Three words that describe me:
1) Outgoing 2) Friendly 3) Loyal
The last good book I read was:
Developing the Leaders Around You by John C. Maxwell
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Learn more about Pitney Bowes Legal Solutions
at www.pb.com/legalsolutions
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Office Leasing — Forming an Effective Facilities Plan:
Luke Raimondo
luke@traversrealty.com
213-683-1500

velopment, and overall prestige. Expiration of the office lease opens
a brief window to relocate and address these concerns. The following questions about the firm’s location merit consideration in the
facilities plan:
•

Operations: Are there other locations within the firm’s submarket which could better serve the firm’s operational requirements? For example, could the firm consolidate on to
one floor elsewhere, or do other buildings provide better

Next to payroll, the largest ongoing operating cost for most law

identity?

firms is office rent. However, unlike payroll, which can be adjusted
as market conditions change, the cost of facilities during a particu-

•

Business Development: Could the firm generate more busi-

lar lease term are clearly delineated in the firm’s lease document,

ness if it relocated to a more prestigious submarket? Con-

and are therefore inflexible. Proper facilities planning is essential.

versely, is the firm paying too much for its zip code—could
another less expensive submarket be an option?

In order to maximize negotiating leverage, meet construction
deadlines, and minimize operational disruptions, savvy law firms

•

Recruiting: Is the firm’s current location conducive to re-

generally begin the facilities process twelve to eighteen months

cruiting top attorney and support talent? Would relocation

prior to lease expiration. The first step is to work with the firm’s bro-

into a new submarket, or upgrading to a Class “A” building
make the firm more attractive to new personnel?

ker to develop a facilities plan. The following are four issues which
merit special consideration:

•

Staff Demographics: Where is the existing staff located, and
has their location changed since the last lease was signed?

Operational Efficiency:

Would moving to a more central location lessen the likelihood of losing staff? Would such a move be financially fea-

The ways law firms use space have changed over time. Telecom-

sible?

muting has become more common, and electronic storage has
greatly reduced the need to allocate space for internal libraries and
hard files. Lease expiration offers an excellent opportunity to rede-

Growth Plans:

fine how a firm’s facility accommodates its changing operational

Accurately anticipating growth or contraction during a future

requirements. In the renewal scenario, a firm can request that the

lease term can be one of the most challenging aspects of the facili-

landlord provide a tenant improvement allowance to finance mod-

ties plan. Maintaining excess space can be extremely costly, while

ifications to its existing space. By relocating, a firm is able to use ef-

running out of space and being forced to expand haphazardly can

ficiency as a criteria for selecting as among relocation alternatives.

lead to operational inefficiencies. When evaluating the exact square
footage required, consider:

When evaluating the efficiency of a particular space, consider:
•

•

offices to open support space? Has that ratio changed since

consider encumbering or granting a right of first refusal for expan-

its last lease? Is reconfiguration of the existing space neces-

sion space?
•

Termination Rights: Landlords will occasionally consider

Load: What it the ‘load factor’ of the firm’s current building,

granting termination rights after a portion of the Lease Term

and that of the potential relocation alternatives? Could the

has passed, provided that the tenant refunds unamortized

firm gain usable space without adding rentable square foot-

portions of the Landlord’s out of pocket costs. Would it be

age by relocating?

worth it to the firm to pursue a termination right in order to

Wasted Space: Is there space within the office which is un-

prepare for possible contraction?

used? Could spaces which are not fully utilized be consoli•

Contiguous Space: Is there adjacent space on the firm’s floor

which could potentially support expansion? Would the landlord

sary?
•

•

Configuration: What is the firm’s preferred ratio of private

•

Sublease and Assignment: By far the most common way

dated to create more usable area?

that law firms dispose of excess space is through sublease

Standardization: Is the firm happy with the size of the at-

to other organizations. A key question to ask at expiration

torney’s offices? Recently, many firms have moved towards

is, does the firm’s sublease and assignment provision allow

standardized office size in order to increase efficiency.

it to freely, easily, and inexpensively dispose of space? Does
the provision bar sublease to certain classes of tenants? Are

Physical Location:
The location of a firm’s office can affect recruiting, business de-
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there hidden charges associated with sublease? If so, this
provision should be renegotiated on renewal.
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Retention of a Broker:

In order to properly implement a facilities plan, it must be put

Attorneys, especially managing partners, are usually skilled ne-

together early in the process. Because of the increasing complexity

gotiators. Despite that skill, in the facilities process, many fail to

of permitting and construction, longer time required for negotia-

fully leverage their tenancy in negotiations, because they do not

tion, and various other factors, most firms are begin planning 1-2

retain a skilled broker. A good broker will advise on the market,

years before lease expiration. Putting the proper framework into

help develop and implement facilities strategy, create leverage with

place at this early juncture can help minimize the facilities compo-

multiple landlords, and present information in a way that is clear

nent of a firm’s monthly expenditures, and ensure optimal opera-

and concise, and saves the firm time. A broker should be retained

tional efficiency for years to come.

early in the process. A few questions to ask when interviewing prospective brokers:
•

About the Author: Luke Raimondo is an attorney and commercial

Conflicts: Does the broker’s firm represent landlords in the

real estate broker with Travers Realty Corporation, where he advises

area? A broker has a clearly delineated fiduciary responsibil-

law firms of all sizes on office leasing issues. He can be reached for
Wintech ad bus card
size:Layout
2/29/08 2:53 PM Page
comments/questions
at (213)
683-1500, and1 luke@traversrealty.com

ity to his tenant client. Simultaneous representation of both
landlords and tenants by the same firm presents a clear conflict of interest which should be avoided.
•

Experience: Does the broker have experience working with
law firms? As most legal administrators know, law firms
have a unique and at times difficult decision making and
reporting process. The ability to work within that process is
essential.

•

Approach: What is the broker’s approach to negotiations?
What is his/her professional demeanor? The broker will be
acting as the firm’s proxy in negotiations with prospective
landlords, and the firm may want to consider if his/her approach comports with the firm’s professional image.

October 2008

Information Technology (IT) Staffing Services
Temporary

Full Time (Perm)

Contract to Hire

Help Desk - CIO

Contact Brian Levine at: (714) 541-1920
Visit us on the web: www.wintechstaffing.com
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SOS — Succeed over Stress
Gloria Albert, Director of WellnessWorks
galbert@wellnessworksusa.com
310-393-6078

“There are two kinds of worries: those you can do something about
and those you can’t. Don’t spend time on the latter.”
— Duke Ellington, great bandleader
Feel Calmer by Friday

stress and adding wellness to one’s life is practical, hands-on, pro-

Put yourself in a Zen-like state in less than a week.

active and fun.

(66 is the percentage reduction in stress hormone levels in people

schedule a class, please contact Gloria at (phone) 310-393-6078,

who meditate, compared with non-meditators, says an article in

(e-mail) galbert@wellnessworksusa.com, or visit our website at

Prevention Magazine.)

http://www.WellnessWorksUSA.com. Please feel free to pass this in-

To find out more information, request a brochure or

A new meditation form called integrative body-mind training

formation along to co-workers, friends, family.

boosts energy and reduces stress after just 20 minutes daily for 5
consecutive days, say scientists at the University of Oregon and

SOS (SUCCEED OVER STRESS), a monthly column, is brought

three Chinese institutes. To learn more about IBMT, visit preven-

to you compliments of WellnessWorks, providing innovative stress

tion.com/links and also try this intro exercise: Sit quietly in a com-

management and wellness programs.

fortable position. Close your eyes and think of your mind as a full

WellnessWorks is dedicated to providing the utmost in innova-

cup. As thoughts come and go, keep returning to an image of the

tive stress reduction/wellness programs to our clients. Our goal is to

cup becoming empty. Repeat for 5 minutes.

save clients money by helping employees control their stress, be more
productive, and live healthier, happier lives. WellnessWorks is now

So remember, slow down, find gratitude in what you have, take
time to take care of yourself.....and BREATHE.
See you in November.
About The Author: Gloria Albert, Director of WellnessWorks, has
been a health consultant for over 20 years. Her approach to reducing
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offering seminars for your employees that will help them find that
balance in their lives. In addition, we also work with people individually, and have a comprehensive wellness program for seniors.
For more information on what we do, please be sure to visit us at
http://www.WellnessWorksUSA.com.
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Marketing Spotlight — Exhibiting at Conferences and Trade Shows
Sharon Berman
Berman@Berbay.com
310-914-4200 Ext.10

referral sources are on the attendee list, consider setting up private
appointments in advance to meet or dine with them during the
show.
Marketing at the Show
One of the biggest mistakes professionals make at shows is to
staff the booth as an afterthought with associates or support staff

In part 1 of this series, we discussed how law firms can capital-

who do not have any idea of what messages they should be com-

ize on the opportunities afforded by exhibiting at conferences and

municating, or any notion of what messages to listen for which

trade shows, and how to identify promising venues. Part 2 looked at

might indicate an opportunity. Work with the partners well in ad-

how to create an attractive display that pulls visitors to your booth.

vance to determine who will represent the firm in the booth, and

In the last of this three-part series, we’ll focus on how you can lever-

when they will do it. Ensure these people are aware of their time

age your marketing investment in conferences.

commitments, and provide the necessary training.
In advance of the show, meet with every person who will staff

As in all of your marketing, maximizing the return on your in-

the booth. Clearly explain why the firm is exhibiting at the particu-

vestment requires the development of a strategic plan for each

lar show, and what they should be saying. Create a talking points

event, the proper execution during the event, and carefully-target-

memo so that booth staffers can practice what to say in advance.

ed post-show marketing. These are the crucial components of a

Also provide a list of “triggers” to be aware of, i.e. what would trigger

successful exhibit marketing strategy to enhance your return on

a need for your firm’s services.

investment.

Remind them to be open, to smile, and be friendly, but not to
accost visitors or passers-by. They should offer your brochures and

Pre-show Marketing

other giveaways while engaging visitors in conversation. Booth staff

Regardless of whether your clients, prospects or referral sources

should also ask visitors for business cards, record pertinent infor-

plan to attend the show, take advantage of the opportunity to let

mation on the back of the card, and flag cards that merit immediate

them know that you will have a presence there. At the same time,

follow-up. Ask your booth staffers to keep their eyes and ears open

provide them with actionable information. While a simple note an-

for trends and new challenges people are discussing. This type of

nouncing your exhibitor status at a certain conference is an option,

floor “buzz” is valuable in helping you spot developing trends and

you will create a stronger impact with a letter or email related to

patterns.

the topic of the conference. For instance, if you plan to exhibit at

Develop and post a written schedule of shifts so there is no con-

a franchise show, you can send a list of “Top 10 things to evaluate

fusion as to who is “on” at what times so the booth is never left un-

when buying a franchise” with a P.S. that announces your exhibit at

attended. Even one day can be exhausting and seem interminable

the upcoming franchise conference. Conclude your letter or email

for an individual left alone in a booth. Make sure everyone has key

with an offer to set aside time to talk to them at the show or, if they

contact information, such as cell-phone numbers for each staffer,

are not attending, to provide further information in person or by

names of the hotel representatives you may need to get in contact

phone.

with, etc.

Another pre-show marketing tactic is to post an announcement

When there is traffic flow by the booth, staffers should avoid

on your website. A blurb on the same page as your other news is

talking with their colleagues or people in adjacent booths, talking

adequate, but to give it more energy, consider posting it as a press

on cell phones, reading the newspaper, or other actions which can

release even if you don’t plan on sending it to the media. The press

deter people from approaching your booth.

release format gives your announcement more prominence, and

Members of industry and trade media attend many shows and

quotes from one of your attorneys reinforce their expertise. You can

conferences. You can often obtain the names of media contacts

also announce your exhibit in a sidebar to your regular newsletter

from the show organizers. Let these journalists know that you and

or email blast.

your firm’s lawyers will be exhibiting (or speaking) and would be

Your exhibitor’s fee may include access to contact information

glad to be a resource for background or on-the-record commentary

for pre-registered attendees. If so, send a short but informative let-

on selected industry issues. Ideally, pitch the reporters several story

ter/email to the most promising scheduled attendees. In the letter,

ideas such as industry trends of which they may not yet be aware.

provide informative material and an invitation to meet you in per-

Arrange for your attorneys to introduce themselves to these media

son or to visit your booth. If current clients, prospects and trusted

contacts in order to position themselves as resources in the future.
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The Show is Over!

your current press releases page so that the search engines will find

Designate someone who is in charge of packing up, and getting

the dated releases. Every opportunity to keep a document alive on

your booth components and materials back to your firm. Ensure

the search engines is one more opportunity for a potential client to

the individual has the proper paperwork and knows who to coordi-

spot you and your firm.

nate with to facilitate check-out and transportation.
Write You Are
Post-show Marketing

If you identified a new trend, or heard something new or differ-

While memories are still fresh, debrief with everyone from your

ent at the show, pitch an article idea about it right away to an in-

firm who attended or staffed the booth. This debrief time should

dustry publication or website which accepts by-lined articles. If the

be calendared before you leave for the show. Ideas and material

media outlet does not accept articles and does its own reporting,

gleaned from this exercise can make for an interesting post-show

there’s no better way to solidify or build a relationship with a jour-

article, or at least spawn an idea about positioning your firm in the

nalist than to bring them a new story idea. Ideally they will quote

marketplace represented at the show.

you as the expert, or accept a piece from you as an op-ed item.

Many exhibitors give away a significant portion of the value of
exhibiting simply because they fail to follow-up with booth visitors

Forget-me-not
As in all marketing, long-term and consistent follow-up is key

after the show. Determine which leads warrant follow up and as-

to success. Many of the contacts you make as an exhibitor require

sign responsibility for it.
If you elected not to send out a pre-conference letter, do not

long-term nurturing before they turn into clients or referral sourc-

skip the opportunity to send out a post-conference mailing. A post-

es. If you maintain top-of-mind awareness with promising pros-

conference missive—a report from the show—is particularly effec-

pects through patient, systematic follow-up, your investment will

tive if you gleaned important new information. If you posted an an-

eventually pay off many times over.

nouncement or press release on your website before the show, you
can extend its shelf life by changing it to past tense and leaving it up

About the Author: Sharon Berman is principal of Berbay Corp.,

on your web site for some period of time post-show. When you are

a marketing consulting firm specializing in working with law firms.

ready to take down the post-show press release, do not discard it

She can be reached at berman@berbay.com. The firm’s website is

from your web site. Rather, move it to a section of your web site set

www.berbay.com

The Extraordinary
Law releases.
Firm Conference
2008
Carefree,
aside
for old press
Link to
the- old
pressArizona
releases page from

Conference Overview
Sponsor Lounges

8/18/08 5:48 PM

Is Your Firm Ordinary or extraOrdinary?
Higher Profits · Superior Client Service · Employee Satisfaction · Quality of Life

Conference
Accommodations
Travel Information
Pre-Conference
Assessment
2008 Post Conference

Imagine having it all. And you can! The Association of Legal Administrator's Extraordinary Law Firm
Conference is an outstanding opportunity for Executive Directors, Principal Administrators, Human
Resource Directors and Managing Partners in law firms of all sizes who are looking to create an
extraordinary place to work. Using an innovative, hands-on workshop format, you will examine the
elements that make a law firm extraordinary, and have an opportunity to create a customized
implementation strategy to enhance your place of work.

Mark Your Calendars
for
2009 Extraordinary Law Firm Conference
February 19 - 21, 2009

White Paper: The Keys to
Financial Success
The Quality of Leadership Impacts Law

We will continually update this site with all the newest information on the conference, so please check
back in with us.

October 2008

Firm Profitability
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Association of Legal Administrators
75 Tri-State International, Suite 222
Lincolnshire, IL 60069-4435

Your briefs are
bursting at the seams.
Now what?
Growing law firms have unique financial needs.
That’s why City National Bank has been dedicated
for over 50 years to servicing the special cash flow
and capital requirements of legal professionals and
their staff. So you can keep your law firm growing
and do it with someone who understands the business.
Kendra Edson
Vice President
(310) 282-2985
kendra.edson@cnb.com

cnb.com

© 2008 City National Bank. Member FDIC.
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ALA’s Legal Management Resource Center
Answers are just a click away.

http://thesource.alanet.org
The LMRC is one of the prime resources you
need for the many responsibilities that make
up your role in legal management.
ALA’s unique online resource focuses specifically
on your profession. The information compiled
in the LMRC is from hundreds of Web sites,
associations, businesses, libraries and your
inquiries. Always timely, the LMRC is continually
updated and enriched to make the process of
finding information more effective and efficient
for you and your staff.

October 2008

The content-rich subject areas:
• Facilities & Operations Management
• Human Resources Management
• Financial Management
• Law Firm Marketing
• Technology & Information Systems
• Training & Development
And, the LMRC is included with your
membership in ALA.
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VENDOR SPOTLIGHT — Adams & Martin Group
unprecedented success. We remain the only staffing firm to ever be
ranked the #1 fastest-growing, privately held company in the United States by Inc. magazine.
Adams & Martin Group currently operates from locations
throughout the US., serving a wide array of clients. We provide
staffing solutions including direct hire placements, temporary and
Kristy Jolstead

temporary-to-hire placements, attorney search and project staff-

Branch Manager

ing.

Adams & Martin Group
A division of Roth Staffing Companies, L.P.

What is the most important component of the vendor-cli-

777 S. Figueroa St. Suite 1305,

ent relationship?

Los Angeles, CA 90017
(T) 213-430-0222 (F) 213-430-0221

For Adams & Martin Group, we are all working towards a common goal of establishing a long-term relationship rooted in trust,
integrity and expertise. We want to be the team of recruiters that

Bio

can solve your staffing needs immediately and efficiently all while
Kristy Jolstead is the Branch Manager of both the Downtown

exceeding your expectations.

Los Angeles and Century City offices of Adams & Martin Group.

The most important component of the vendor-client relation-

Kristy started with Adams & Martin Group in 2005 as a legal recruit-

ship is building a true business partnership with all our clients. Our

er and started managing the LA market two years ago. She prides

goal is to be the subject matter experts on what works in a specific

herself on her ability to develop meaningful relationships with her

firm or with a specific client. With that said, we recognize that it

clients, her candidates, and her employees while actively engaging

is not our perception but our client’s perception of quality that is

the people she works with.

most important. Our commitment to quality is uncompromising.

Prior to joining Adams & Martin Group, Kristy worked at a law
firm as a paralegal specializing in real estate. She also worked for

Because of that, we work hard to understand our client’s specific
needs and then be the provider that can meet those needs.

the University of California, Los Angeles, as an athletic recruiter.

Ultimately we want to be the best at what we do. And in order

Kristy graduated from UCLA with a degree in political science. She

to be the best, we must create truly remarkable experiences for our

is an avid member of BH/CC LSA, Legal Secretaries Incorporated

clients. We thrive on achieving that in every interaction we have,

and actively contributes to the Association of Legal Administrators,

everyday.

the Los Angeles Paralegal Association, and the Legal Marketing Association.

What characteristic do you possess that helps you to be
successful?

Company Profile

Adams & Martin Group is successful because of the people that

Adams & Martin Group is the nation’s preeminent legal staffing

make up our organization. All of our employees are engaged and

services firm and is recognized as a creative industry leader. Every

passionate about creating remarkable experiences for our clients

day we earn the trust, respect and loyalty of clients throughout

and doing the right the thing -- consistently. Because of that pas-

the U.S. by creating remarkable experiences with the help of our

sion, we are able to develop meaningful relationships with our

friendly, knowledgeable and caring people.

staffing associates and clients based on trust and loyalty.

In 1994, Ben Roth founded Adams & Martin Group’s parent
company, Roth Staffing Companies, L.P. Roth had big dreams: to

What makes your company awesome?

create a staffing company with the unique brand promise to create

We have fun at what we do! Because of that, we are great at what

remarkable experiences… every person, every time. His vision was

we do! We only hire people who truly embrace our company’s Mis-

that of a values-driven organization, aligning people, processes,

sion, Vision and Values, and are passionate about serving our com-

and technology to provide service that is consistently exceptional.

pany Purpose, “to make life better for the people we serve.”

In the years that followed, Roth’s vision proved the catalyst to
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The Adams & Martin Team

We’ve not only passed the bar…
We’ve Raised It!

213.430.0222

777 S. Figueroa St., Ste. 1305
Los Angeles, CA 90017

310.788.3897

10100 Santa Monica Blvd, Ste. 275
Los Angeles, CA 90067

www.adamsmartingroup.com

Adams & Martin Group is proud to support the Greater Los
Angeles Association of Legal Administrators in its continuing
efforts to develop, strengthen and advance the legal profession.
Adams & Martin Group is values-driven legal staffing firm
that specializes in the full service placement of attorneys,
paralegal and litigation support teams, records
management, and legal support professionals.

October 2008

Dedicated to creating remarkable experiences for the
nation's finest law firms and corporate legal departments,
Adams & Martin Group is passionately committed to our
firm's express purpose:

To make life better for the people we serve.™
Attorneys • Paralegals • IT Litigation Support • Case Clerks
Practice Support Managers • Records Clerks • Legal Secretaries
Staff Management • Legal Recruiters • Law Librarians
Clerical Support • Contracts Specialists
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ALA Headquarters

ALA Currents is a newsletter about law firm management trends and innovations provided exclusively upon request to
members of the Association of Legal Administrators.

News & Views - September 18, 2008
LAW FIRMS TOP CORPORATE EQUALITY INDEX FOR DIVERSITY, INCLUSION
The Human Rights Campaign Foundation released the seventh annual Corporate Equality Index, which rates businesses on
their treatment of lesbian, gay, bisexual, and transgender (LGBT) employees, consumers, and investors. The 2009 edition of the
CEI reports 259 businesses achieved a perfect score. These workers are protected from employment discrimination based on
sexual orientation and gender identity or expression because of their employers’ policies on diversity and inclusion, training,
health care, and domestic partnership benefits.
In 2006, the first year law firms were invited to participate in the CEI, 13 achieved a score of 100 percent, and that figure
has leapt to 64 in the latest edition. View the list of the winning firms online.
“In the absence of a federal law that prohibits workplace discrimination based on sexual orientation and gender identity
or expression, it is up to employers to take the lead and implement policies that ensure all their employees are protected,”
said HRC Foundation President Joe Solmonese.
Transgender workers have made major gains since the Corporate Equality Index was first published in 2002. That year, just
5 percent of rated businesses provided employment protections based on gender identity or expression. The 2009 Corporate
Equality Index reports that figure has increased 12-fold: 66 percent of rated businesses now prohibit discrimination based on
gender identity or expression, a 28 percent increase over last year.
“Improving and establishing an equal workplace for a transgender person is essential for any company that wishes to attract, recruit, and retain talented employees,” said Meghan Stabler, HRC Business Council member and transgender activist.
“Often we are singled out for discrimination and, very often, job termination, solely because of our gender change or gender
expression regardless of work history. The significant increase in companies achieving 100 percent on the CEI shows that the
business-employee climate is improving, but we know there is still significant progress to be made.”
Since 2006, CEI participants have been asked to ensure that at least one of five types of medically necessary treatment was
available to transgender employees without exclusion. For the first time this year, the CEI contains a more detailed review of
documentation that businesses submitted in order to determine whether a broader range of medically necessary treatments
would be covered by an insurance plan. In the section entitled “Ending Benefits Discrimination against Transgender Employees,” the HRC Foundation found that 49 businesses have taken significant and substantial steps to remove discrimination from
at least one of their health insurance plans. These businesses are highlighted in the report’s appendices.
“The Corporate Equality Index has helped spotlight these health insurance exclusions for transgender employees and we
have seen tremendous progress being made in removing them,” said Daryl Herrschaft, Director of the HRC Foundation’s Workplace Project. “Our goal now is to continue to work with plan sponsors and insurers to develop model policies.”

ALA Currents is a newsletter about law firm management trends and innovations provided
exclusively upon request to members of the Association of Legal Administrators.
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Going to Austin for ALA Region 4 & 6?

You Are An Important Piece Of Our Puzzle...
Stop by our booth for your unique piece.
Solve the enigma and celebrate with us.
Date: Friday, October 24th, 2008
Time: 6:00-9:00pm
Location: Lucky Lounge
209 W. 5th St
Austin, TX 78701
512.479.7700

OverniteExpress
A Division of

overniteexpress.com

1-800-683-7648 (OVERNITE)

Overdelivering.™

Successful Law Firm Marketing...
...has nothing to
do with luck.
Successfully marketing a law firm has nothing
to do with luck. Rather, success has everything
to do with experience. At Berbay, we have a
proven track record of developing Marketing
and Public Relations programs that get the
phone to ring.

Berbay Corp. - We’re your real four-leaf clover.
To learn more, call 310/914-4200 x110 or email info@berbay.com.
Marketing & Public Relations for Law Firms

www. Berbay .com
October 2008

.

49

