
E-DISCOVERY—MODERN
LITIGATION AND
METADATA UPDATE
(9:00 A.M. – 12:15 P.M.)
Presented by: Palo Alto LSA and

San Mateo LSA
Chaired by: Beverly Kundracik and

Pilar Marquez

This workshop will cover the recent updates in E-
discovery to reflect technological advancements
in the practice of law. Every computer
application generates metadata. (Example: a
library catalog is metadata because it describes
publications.) It is often described as data about
data. The speaker will give a brief history of
electronic discovery; current rules; duties for
best litigation practices; and reserve some time
for questions. [3 hours MCLE]

SPEAKER:

ALEXANDER LUBARSKY, LL.M., ESQ.
RenewData, Inc.
San Mateo, CA

IF YOU POST IT, THEY WILL SEE
IT—THE LEGAL AND ETHICAL
DUTIES OF THE LEGAL
PROFESSIONAL IN SOCIAL
NETWORKING
(9:00 A.M. – 12:15 P.M.)
Presented by: Mt. Diablo LPA and

San Francisco LPA
Chaired by: Ana Fatima Costa and

Margaret Landsborough

In this timely and informative seminar, we will
review and discuss our legal ethics
responsibilities in light of the ever-changing
world of social networking; i.e., Facebook,
LinkedIn, Yelp, YouTube, Twitter and other sites.
Social networking and all other aspects of the
virtual world are creating challenges for all
members of the legal profession. It appears that
social networking sites fundamentally prefer that
all information be publicly available and, as a
result, privacy policies are always changing. The
virtual world’s lack of physical interaction
provides anonymity and a false sense of security.
Meanwhile, social networking is pervasive and is
now being used for legal services marketing. Yet,

all legal professionals are required to maintain
confidentiality and preserve the secrets of their
clients. Learn how to protect yourself, your
clients and your firm in the virtual world by
participating in this workshop! [3 hours MCLE in
Ethics (Paralegal)]

SPEAKER:

KENNETH P. STRONGMAN, ESQ.
Mediator/Attorney
Walnut Creek, CA

AFTERNOON SESSION

BEGINNING LEGAL SECRETARY
SESSION 2
(1:15 P.M. – 4:30 P.M.)
Presented by: Members-at-Large Group I
Chaired by: Helen D’Alessandro and

Jayne E. Starks

This session will cover discovery procedures,
key words, phrases used in the discovery
process, flow of discovery procedure for
depositions, interrogatories, and demands for
production. Discussion of the basic civil
litigation procedure process including
calendaring/docketing for regular law and
motion as well as motions for summary
judgment/adjudication, pretrial procedure, and
tips for helping your attorney, and you, prepare
for trial. [3 hours MCLE]

SPEAKERS:

DAWN R. FORGEUR, CCLS
Paralegal
Greenberg & Traurig, LLP
Sacramento, CA
LSI Legal Secretarial Training/Seminar Chair

ASTRID B. WATTERSON, CCLS
Paralegal
Somach, Simmons & Dunn
Sacramento, CA
LSI California Certified Legal Secretary Chair

This workshop will be presented in two
sessions. Registrants may register for one
or both, but both are recommended to
receive the full benefit of the program.

COMMUNICATION SKILLS FOR
LEGAL PROFESSIONALS
(1:15 P.M. – 4:30 P.M.)
Presented by: Livermore-Amador Valley LPA
Chaired by: Sharon M. Beall

Success in the legal industry is dependent on
the ability to communicate effectively. While
there is no formula for becoming a master
communicator, you can learn ways to identify
your current skill level and style of interacting
with others in your organization. This
workshop will give you some pointers on how
to identify the communication styles of others
and how your approach can work more
effectively with theirs. You will learn some
secrets to building trust and getting your ideas
across to clients, your team members, and
management. You will identify key ways to
improve your ability to listen and be heard.
Even if you are well educated and intelligent, if
you haven’t mastered all aspects of effective
communication, your level of achievement will
be limited. [3 hours MCLE]

SPEAKER:

REGINA MACIULA, CLM, SPHR
Executive Director
Wendel Rosen Black & Dean LLP
Oakland, CA

FAMILY LAW—DISSOLUTIONS
FROM START TO FINISH
(1:15 P.M. – 4:30 P.M.)
Presented by: Alameda County LSA
Chaired by: Carolina Ramos

This workshop is designed for the
intermediate to advanced legal personnel who
wants to know everything there is to know
about dissolutions. In today's stressful

economy, family law firms are seeing an
increase in dissolutions and we want to share
the knowledge with all of you. Assuming you
already know the basics, we will take you from
the beginning of a dissolution to the
completion, including all the tools and tricks
you will need to assist you. [3 hours MCLE]

SPEAKER:

MATTHEW J. GONSALVES, ESQ.
San Leandro, CA

FEDERAL LITIGATION
PROCEDURES
(1:15 P.M. – 4:30 P.M.)
Presented by: Santa Clara County LPA
Chaired by: Patty Russell

This workshop will focus on federal litigation
procedures in the United States District Court
for the Northern District of California from pre-
litigation through trial, including e-filing,
calendaring, preparation of pleadings, motions
and discovery, subpoenas, citations, local
court rules, standing rules, general orders, and
the Federal Rules of Civil Procedure. [3 hours
MCLE]

SPEAKER:

CHRISTINE PEEK, ESQ.
McManis Faulkner
San Jose, CA

BAY AREA LEGAL
SECRETARIES FORUM

presents

45th

Annual
Seminar
WHAT IS THE BAY AREA LEGAL
SECRETARIES FORUM?

The Bay Area Legal Secretaries Forum
was organized in 1966 by legal
secretaries from nine Bay Area counties
to fill a need for continuing education for
legal secretaries in the “Continuing
Education of the Bar” tradition.

With a relatively small membership, the
Forum holds three quarterly workshops
in the Bay Area each year (July, October,
and January) and a large multi-workshop
seminar in the spring.

Until 1973, the Forum presented only
two large seminars in the spring, with the
assistance of the University of California
Extension. In 1974, the Forum began
presenting the smaller quarterly
workshops on single subjects, without
outside assistance. Beginning in 1978,
the Forum assumed complete
responsibility for its full educational
program.

Although many Forum workshop
speakers are attorneys, the volunteer
Forum membership works year round
and is responsible for every aspect of the
program, including brochure text;
selection of subject matter; planning,
recruiting and coordinating the panels;
and the writing and proofreading of copy
for handout materials.

The Forum was granted MCLE provider
status by the State Bar of California in
1994.

APRIL 9, 2011
Hilton Pleasanton at The Club
7050 Johnson Drive
Pleasanton, California 94588

This seminar is intended to provide an
opportunity for registrants to improve their
skills and enhance their understanding of
the legal profession.

Included in this concentrated one-day
seminar are six half-day workshops and
one all-day workshop (presented in two
sessions) covering a wide range of
subjects, some of which are being
presented for the first time.

Outstanding representatives of the legal
profession lend their expertise to
demonstrate the most current procedures;
discuss recent code and rule changes; and
illustrate how your knowledge can provide
invaluable support in the effective and
efficient conduct of a law practice.

Membership in a legal secretaries
association or other professional
organization is not a requirement for
attendance at the seminar.

No change of a selected and
assigned workshop will be made on
the date of the seminar. Seating in
workshop meeting rooms is for
registrants only. Absolutely no
recording of any type is allowed in
the workshops. No smoking is
permitted in the workshops. Please
turn off all pagers and cell phones
during each session. PLEASE NOTE
that lunch will not be provided.
Handout materials from each
seminar will only be provided to the
registrants of a particular seminar.

PROGRAM

8:15–9:00 a.m. Registration

(coffee)

9:00–12:15 p.m. Morning Workshops

10:15–10:30 a.m. Break

NOTE: LUNCH WILL NOT BE PROVIDED

1:15–4:30 p.m. Afternoon Workshops

WORKSHOPS:

MORNING SESSION

A PRACTICAL WORKSHOP ON
TRANSFERRING ASSETS TO
TRUSTS
(9:00 A.M. – 12:15 P.M.)
Presented by: Napa County LSA
Chaired by: Lori Hunt

Do you work in the area of estate planning or
trust administration? Whether creating a
revocable living trust or administering a trust
after death, a large part of your day is involved
in transferring a client’s or decedent’s assets
to trusts. This workshop will provide the
registrant with forms to transfer real estate
(including timeshares), manufactured homes,
investment accounts, savings bonds, stocks
(closely held and traded on the open market),
T-Bills, stock options, entity interests (such as
corporate, partnership, LLC), and more. Join
us for this half-day, very practical and
informative workshop to learn how to transfer
certain types of assets to trusts, and why we
transfer those assets and not others (such as
custodian accounts, IRAs, life insurance, etc.).
[3 hours MCLE]

SPEAKER:

DAVID B. GAW, ESQ.
Certified Specialist, Estate Planning, Probate
and Trust Law
Gaw Van Male
Napa, California

BEGINNING LEGAL SECRETARY
SESSION 1
(9:00 A.M. – 12:15 P.M.)
Presented by: Members-at-Large Group I
Chaired by: Helen D’Alessandro and

Jayne E. Starks

Secretaries and law office support staff who
are new to the legal profession will benefit by
attending this workshop. If you have less than
one year experience in the legal field or find
you need to get back to the basics, or maybe
you are moving to a new desk where a different
area of the law is practiced and you realize
“there must be an easier way to do this.” We
have great news for you! Our speakers will
provide registrants with the knowledge and
skills necessary to excel in whatever field of
law your office practices. The speaker for this
session will cover basic office procedures,
calendaring, confidentiality, ethics,
professionalism, written communication,
relationships in the workplace and with court
personnel, legal terminology, office filing and
court filings, document control, oral
communication, e-mail etiquette, civil litigation
from complaint through discovery and trial.
Other areas of the law which will be discussed
include family law; will drafting, probate
procedures including Guardianships and
Conservatorship. [3 hours MCLE]

SPEAKERS:

DAWN R. FORGEUR, CCLS
Paralegal
Greenberg & Traurig, LLP
Sacramento, CA
LSI Legal Secretarial Training/Seminar Chair

ASTRID B. WATTERSON, CCLS
Paralegal
Somach, Simmons & Dunn
Sacramento, CA
LSI California Certified Legal Secretary Chair

This workshop will be presented in two
sessions. Registrants may register for one
or both, but both are recommended to
receive the full benefit of the program.HOTEL RESERVATION

please contact the

Hilton directly at

1-925-463-8000

Please visit our website at

www.balsf.org

for more information on the Forum and our programs.
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MCLE CREDIT: The Bay Area Legal Secretaries Forum has been approved as a
provider of MCLE credit by the State Bar of California. All programs are qualified by
the State Bar of California for MCLE credit for the hours set forth in the brochure,
unless otherwise noted. The Forum certifies that the designated activity conforms to
the approved standards for education activities prescribed by the Rules and
Regulations of the State Bar of California governing minimum continuing legal
education.

BAY AREA
LEGAL SECRETARIES FORUM

A NONPROFIT CORPORATION

presents

45th ANNUAL SEMINAR
April 9, 2011

HILTON PLEASANTON AT THE CLUB

7050 JOHNSON DRIVE

PLEASANTON, CA 94588

• A PRACTICAL WORKSHOP ON TRANSFERRING ASSETS TO TRUSTS

• BEGINNING LEGAL SECRETARY

• COMMUNICATION SKILLS FOR LEGAL PROFESSIONALS

• E-DISCOVERY—MODERN LITIGATION AND METADATA UPDATE

• FAMILY LAW—DISSOLUTIONS FROM START TO FINISH

• FEDERAL LITIGATION PROCEDURES

• IF YOU POST IT, THEY WILL SEE IT—LEGAL AND ETHICAL
DUTIES OF THE LEGAL PROFESSIONAL IN SOCIAL NETWORKING
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ENROLLMENT
The enrollment fee for each session is $80 and $150 for two sessions. This includes coffee
in the morning, cold beverages in the afternoon, seminar materials, and attendance in the
workshop(s) for which you register. Early enrollment is advised; payment must accompany
enrollment. Space is limited and registrations are accepted in the order received. Enrollments
will be accepted at the door only if space is available. Late registration is $105 for one
session or $175 for two sessions per registrant.

The Forum reserves the right to cancel a workshop with insufficient registration.

Fees and related educational expenses paid by taxpayers primarily for the purpose of
maintaining or improving skills required in their employment or other trade or business are
deductible for federal income tax purposes (Treas. Reg. 1.162-5). Further information may be
obtained from the Internal Revenue Service.

CCLS or CLA recertification hours are awarded at the conclusion of the seminar upon
presentation of a completed form to the designated chairman of the workshop. Certification
forms are to be provided by the registrants.

CANCELLATION - REFUND
ADVANCE CANCELLATION IS REQUIRED. If you register and cannot attend, a refund will be
granted if a written request is received by noon on Wednesday, April 6, 2011. There is a $10
service charge for all cancellations.

HOTEL ACCOMMODATIONS
Although the Forum cannot make hotel reservations for the registrants, the Hilton Pleasanton at
The Club has reserved a block of rooms that will be held through March 25, 2011, at a special
rate of $65/single $75/double per night, plus applicable taxes, for Forum registrants. Registrants
requiring hotel accommodations should act promptly to take advantage of this special rate and
the limited block. Please contact the hotel directly and indicate your attendance at the Bay
Area Legal Secretaries Forum seminar to obtain this rate, which applies to both Friday and
Saturday nights. The Hilton Pleasanton at The Club is located at 7050 Johnson Drive,
Pleasanton, CA, off I-680 and I-580 in Pleasanton.

FOR MORE INFORMATION, PLEASE CONTACT ONE OF OUR MEMBER ASSOCIATIONS

Alameda County LSA Mt. Diablo LPA Livermore-Amador Valley LPA
Donna Day Ana Fatima Costa Sharon Beall
(415) 984-8255 (415) 433-5777 (925) 447-1222

Napa County MAL Group I MAL Group II
Lori A. Hunt Helen D’Alessandro Yvonne Waldron-Robinson, CCLS
(707) 252-9000 (650) 815-7490 (650) 843-5743

San Francisco LPA San Mateo LSA Santa Clara County LPA
Margaret Landsborough Pilar Marquez Patty Russell
(415) 875-5747 (650) 989-5400 (650) 843-5449

REGISTRATION FORM

Mail to: Adele Badoyen, Registrar, 3451 Hostetter Rd, San Jose, CA 95132
For registration information, please telephone (415) 561-9706 and leave a
message. Your message will be returned within two working days.

Enclosed is $__________ as payment for _______ enrollment(s) for April 9, 2011

� Registration received on or before April 1, 2011 . . . . . .$80 for 1 session
� . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .$150 for 2 sessions
� Registration received on or after April 2, 2011 . . . . . . . .$105 for 1 session
� . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .$175 for 2 sessions

IF REGISTERING MORE THAN ONE PERSON, PLEASE USE A SEPARATE SHEET FOR
EACH REGISTRANT. The Forum offers a group discount of ten percent (10%) for six (6)
or more registrations (submitted together with a single payment) and to members of LSI
with copy of LSI membership card. Only one discount applies. PLEASE PRINT CLEARLY.

Name __________________________________ State Bar No. _________________________

Firm Name ___________________________________________________________________

Address ______________________________________________________________________

______________________________________________________________________________
City State Zip

Contact Phone __________________________ E-mail _______________________________

NOTE: LUNCH WILL NOT BE PROVIDED;
THERE WILL BE A SEPARATE HANDOUT FOR EACH WORKSHOP

There is a restaurant on site and restaurants within close proximity to the hotel for those
who wish to purchase lunch.
Physical Disability: (please specify): ____________________________________________
Make checks payable to Bay Area Legal Secretaries Forum. There is a $25 charge for
returned checks.
Space in all workshops is limited and will be filled in the order that registrations with
payment are received. Advance written cancellation is required. If you register and
cannot attend, a refund will be granted only if a written request is received by noon on
Wednesday, April 6, 2011. There is a $10 service charge for all cancellations.

IF REGISTRATION IS RECEIVED MORE THAN 15 DAYS BEFORE THE SEMINAR, AND
REGISTRANT PROVIDES AN EMAIL ADDRESS, CONFIRMATION OF THE WORKSHOP
HE/SHE IS SCHEDULED TO ATTEND WILL BE PROVIDED.

WORKSHOPS (choose one or two) Please indicate if there is an acceptable second and third choice.

BALSF Tax I.D. Number is 94-2338260

Attorneys ONLY

Street and number

BALSF Tax I.D. 94-2338260
www.balsf.org

HOTEL RESERVATION & DIRECTIONS
Hilton Pleasanton at The Club

1-925-463-8000
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A. __ A Practical Workshop on Transferring Assets to Trusts (9 a.m. – 12:15 p.m.)
B. __ Beginning Legal Secretary

___ Session 1 (9 a.m. – 12:15 p.m.)
___ Session 2 (1:15 p.m. – 4:30 p.m.)

C. __ Communication Skills for Legal Professionals (1:15 p.m. – 4:30 p.m.)
D. __ E-Discovery—Modern Litigation and Metadata Update (9 a.m. – 12:15 p.m.)
E. __ Family Law—Dissolutions From Start to Finish (1:15 p.m. – 4:30 p.m.)
F. __ Federal Litigation Procedure (1:15 p.m. – 4:30 p.m.)
G. __ If You Post It, They Will See It—The Legal and Ethical Duties of the Legal Professional in

Social Networking (9 a.m. – 12:15 p.m.)
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