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REPORT FROM CIPA 19TH ANNUAL 

EDUCATIONAL SEMINAR

By:  Debi Taylor, CLA
The Central Illinois Paralegal Association held their 19th Annual Educational Seminar on September 19, 2008.  A record 58 attendees were honored to listen to a Keynote Address by National Association of Legal Assistants, First Vice President for 2008-2009, Karen Greer McGee, ACP.  She gave an excellent presentation on “Working Magic in Your Career.”

The attendees learned the difference between “Traditional and Roth IRA’s” thanks to State Farm Insurance Companies Counsel Gary M. Yeagle.  He has a unique gift of informing yet making you laugh at the same time!  A captivating “Paralegal Symposium” was hosted by Sears Holding Corporation Discovery Manager Deborah A. Ratterman from Chicago.  She was joined by Regional Vice-President Sarah J. Brûlé of Robert Half Legal and Litigation Paralegal Manager David Reed of Lovells in Chicago.  Their topic, “Diversity of Employment Opportunities” was well received by the audience who participated in a lively discussion.

After lunch, the group was educated by Client Development Consultant Craig Smith, who is with FindLaw, a Thomson Reuters business.  Mr. Smith shared many new features of FindLaw using the basis of “Internet Marketing Solutions for Law Firms” as his topic.

Victoria C. Kramer, Paralegal Manager at Caterpillar, Inc., in Peoria, IL presented “Career Management Strategies” as her topic.  CIPA’s very own Deb Monke, ACP, Intellectual Property Administrator at State Farm Insurance Companies – Bloomington, IL made us feel like children again as we were inspired to “Be Like Playdoh…”
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LEXICOGRAPHICAL LESSONS

By Peter G. Paoli, CP
One of the key tools we have in our profession is the gift of knowing words.  Whether we are dealing with attorneys, judges, or other legal assistants, we establish ourselves on the level of vocabulary we use to communicate (i.e., in conversations or in writing).  We should therefore take the extra time to familiarize ourselves with a broad array of vocabulary.  Below is just a short list of terms that might be helpful in this process.

Dogmatic adj authoritatively and or arrogantly assertive of principles which often cannot be proved; stubbornly opinionated 

Garrulous adj pointlessly talkative, talking too much

Recalcitrant adj obstinately defiant to authority or guidance, difficult to manage

Squalid adj sordid, wretched and dirty as from neglect

Veracity n truthfulness, honesty

Grand jury.  A body of (often 23) people who are chosen to sit permanently for at least a month – and sometimes a year – and who, in ex parte proceedings, decide whether to issue indictments; if the grand jury decides that evidence is strong enough to hold a suspect for trial, it returns a bill of indictment (a true bill) charging the suspect with a specific crime. 

Habeas corpus.  “That you have the body.”  A writ employed to bring a person before a court, most frequently to ensure that the party’s imprisonment or detention is not illegal {habeas corpus ad subjiciendum}; in addition being used to test the legality of an arrest or commitment, the writ may be used to obtain review of (1) the regularity of the extradition process, (2) the right to or amount of bail, or (3) the jurisdiction or a court that has imposed a criminal sentence. 

Ministerial.  Of or relating to an act that involves obedience to instructions or laws instead of discretion, judgment, or skill <the court clerk’s ministerial duties include recording judgments on the docket>.  

Odium.  The state or fact of being hated; a state of disgrace, usu. resulting from detestable conduct; hatred or strong aversion accompanied by loathing or contempt.

Perfect tender rule.  In commercial law the principle that a buyer may reject a seller’s goods if the quality, quantity, or delivery of the goods fail to conform precisely to the contract; Although the perfect tender rule was adopted by UCC (§ 2-601), other code provisions – such as the seller’s right to cure after rejection – have softened the rule’s impact. 

Selections and definitions from Anne Curtis, Word Smart for the GRE, [New York, Random House, Inc. 2003] and Garner, Black’s Law Dictionary (2nd Pocket Ed. 1996)
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Central Illinois Paralegal Association
2009 Meeting Dates & Locations


January






July

No Meeting






No Meeting


February 10






August 11

Peoria







Peoria


Midstate College





Midstate College


March 10






September 18

Bloomington






Bloomington


Chateau






Doubletree


Port of Call Room





Annual Education Seminar 










Note:  Friday

April 14






October 13

Peoria







Bloomington


Midstate College





Midwest Food Bank










1703 S. Veteran’s Parkway


May 12






November 10

Bloomington






Bloomington


Chateau






Chateau


Port of Call Room





Port of Call Room


June 9






December 8

Urbana






Bloomington


Eastland Suites





Chateau










Port of Call Room










Swearing-In of Officers
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 SEQ CHAPTER \h \r 1Keeping Track Of Keeping Track
By:  Robert J. Wakefield
Early in my career I was influenced by a co-worker who had a To Do list where she kept lists of pending work, spiral notebooks where she kept a log of her daily activities and a large address book where she documented everyone she had contact with on the telephone.  I found later that that person always appeared organized, always seemed to be able to handle large volumes of work with relative ease and always seemed to know whom to contact for what.  By utilizing all those sources she was in essence keeping track of her work and that keeping track of work was very important as well as the key to being organized.

In the legal business there are always deadlines of deadlines.  Our duties will likely require us to keep track of those deadlines.  The folks we work for may even ask us to assume the responsibility of keeping track of their deadlines.  These requests may range from keeping track of an office calendar or, more likely, our attorney’s Court calendar.  Further, as we all know, we may even be asked to keep track of that person’s personal calendar too.

The first is important because none of us wants to miss a deadline and have last minute work that takes precedent over what we’ve planned for our day.  Also, by keeping your own deadlines for your assigned work you can organize your time to complete the task.  The second is potentially career altering because none of us wants to be a party to a missed Court hearing or a filing deadline.  The third, well you know what could happen.

Dependant on the size of firm we work for there could even be a whole department that keeps track of all dockets and firm business.  That doesn’t mean that we should depend on others to keep track of our deadlines.  We need to keep track of our own deadlines.  By keeping track of our own deadlines we can better plan our day’s work.  Further, we don’t have to worry about those pesky surprise reminders from someone else regarding our work.  We don’t have to drop what we are doing because we’ve already planned for our day and have our own deadlines covered.  

Paper or Silicon

Personally, I can never have too many sources reminding me to do something, at sometime, for someone, at some place. You can keep track of work and work related deadlines as well as all sorts of information in one or more environments.

 One way of keeping track, and possibly the most utilized manner, is using a computer.    Keeping track with computers and the various programs available is relatively simple and almost foolproof.  By using a computer we can keep track of our schedules and others as well with a few clicks of the mouse.  Using computer programs we can set calendar deadline dates, reminders to perform tasks and even block time.  Using a computer network we can even block time for the other calendars we maintain.  Sometimes we may have reminders reminding us of reminders and on and on. 

Another way of keeping track is using good old fashioned paper.  Going back to where I was influenced, you can keep the To Do list on paper and add to or subtract from the list. Weekly you can update the To Do list by starting with a clean sheet of paper and add to it from the previous list 
of uncompleted tasks.  A suggestion here is to save the previous To Do lists so you can look back at what work you’ve performed and you can have a sense of accomplishment.  Also, the saved lists can assist you in completing office timesheets if they are required.  

Create dated folders for keeping your pending work.  Keep two complete sets of folders numbered 1-31 that represent the days in a month.  Each group should be a different color in order to represent the current month and the following month.   I use the last date of the second month’s folder to suspend items that have future deadlines beyond the two sets of folders.  By keeping the folders you also have someplace to store and find each day’s work.  Although primitive, keeping paper work in folders I have found very helpful.

Both environments have risks.  With computers you can lose all data if the system crashes or not have access to the information if network fails.  With paper you can lose the paper.  You may even work in a paper-less office but do they really exist?

At times I feel that all I accomplish during a day is keeping track of what I have been doing and what I need to do.  Then I realize by keeping track I’ve remained organized and being organized is the key to a successful career. 

Robert J. Wakefield has been a Certified Paralegal for over 25 years.  He is currently a Bankruptcy Analyst in the U.S. Trustee Program.
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So, you think you are up on ethics?  You might be surprised.

By:  Peter G. Paoli, CP

It does not take much for a paralegal’s tenure to grow into years and years of experience.  In that time, we become more confident as the laws we work with become more familiar to us.  That confidence oftentimes leads us to believe that we are much more familiar with the ethics that surround our job than we are.  For example, I have been a paralegal for six years and I have grown quite accustomed to the idea that if you have a funny feeling something is not right, “don’t do it” because you most likely will be committing an ethics violation.  While that is a good approach to take, it is not always enough.

According to www.NALA.org, Illinois had 92 certified legal assistants as of June 2008, and each of those paralegals is required to complete 50 continuing legal education classes per five years to recertify.  Effective January 1, 2006, this requirement was amended to include five credit hours of ethics training.  This is an important part of our legal education and one that should extend to all employees within the legal community.  I recently committed myself to 2.5 hours of ethics seminars offered through the Department of Justice (DOJ), and discovered there were a number of ethical standards placed on my job that I previously had not considered.
One piece of legislation I was not familiar with was the Hatch Act (5 U.S.C. § § 7321 to 7326).  These statutes specifically forbid DOJ employees from actively participating with any political activities through their employment.  This means I would be committing an ethics violation if I were to send an Obama or McCain advertisement via my work email or to send a letter of support to a candidate using a department envelope.  The reason is the government does not want one of their agencies being associated with a particular party.  Another rule limits how I use my employer’s name with private organizations.  The Central Illinois Paralegal Association is a not-for-profit and non-political organization directly related to my field.  However, I  must limit the use of the U.S. Attorney’s Office to biographical information that cannot in any way be used to associate a position, politics, or business with the DOJ.  These policies make perfect sense, but I have to admit I was unaware that there were specific regulations regarding the same.

It is interesting that both the American Bar Association and the National Association of Legal Assistants each have their own rules of professional conduct, but they tend to be studied by attorneys, paralegal students, and CLA examination applicants.  That does not come close to covering everybody in our field and an ethics violation can be committed intentionally or unintentionally from anyone in the legal community whether they are attorneys, paralegals, legal secretaries, IT members, or staff.  We all should make a point to try and obtain at least one CLE credit per year in the field of ethics – whether we have to or not.
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2008 CIPA Officers





President – Gale Grant





First Vice President – Crystal Thomas





Second Vice President – Diana Holderby





Treasurer – Kathleen Weir, Certified Legal Assistant





Secretary – Elizabeth Kamarer 





NALA Liaison – Debi D. Taylor, CLA
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MEMBER NEWS & NOTES





Our fellow CIPA colleague Lisa Craghead had surgery and we want to keep her in our thoughts. The latest update states that Lisa was discharged and was going to her parents house in Danville to stay a few days.
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