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In the second of four articles, learn how to significantly improve
how people ―listen‖ to you. And how that can help you become
more successful.
At your firm, you’re an integral part of its success. You are pivotal
in communicating with clients, researching and gathering
information, preparing critical documents, etc. That means you are
constantly faced with situations where the stakes are high. What
you say and how you say it can mean the difference between gaining momentum or
stalling, engaging the listener or turning them off, and in some cases winning or
losing. Here are four steps to improve your success rate.
WIIFM
First, we are all hard-wired to listen to what others say through the filter of ―What’s In
It For Me?‖ WIIFM might sound selfish, but it’s not. It’s a fine-tuned survival
mechanism. And that’s a good thing. Once you’re aware of how people are listening
to you, you can easily create more win-win conversations.
It’s Not What You Say
Second, if everyone is listening through WIIFM, then it makes sense that
communication is not about what you say. It’s actually about the other person
―hears.‖ Think about a time when you said one thing and the other person heard
something completely different. The result? Misunderstandings, upset, anger, or just
not getting what you needed. It’s frustrating, slows you down, and can impact the
quality of your work.
Start at the End
The solution? Reverse your normal way of communicating. Don’t start with what you
want to say. Start with what the other
person can ―hear.‖
Look at the Japanese bridge. Imagine
that it’s the communication between
you and another person. If you want
that person – over there – to listen to
you or help you or agree with you,
etc., you have to build a bridge. Your
first inclination might be to start the
bridge where you are and build it
toward them. Nope. Reverse that.
Start where the listener is and build a bridge toward you. Allow your conversation to
invite them or lead them, toward you. One step at a time.
For example, you need information from a client to complete a contract. Don’t talk
(See Successful Communication, Continued on page 6)
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THE APA IS PLEASED TO WELCOME THE
FOLLOWING NEW MEMBERS:
PRISCILLA DICKENS
CHRISTINE MILLER
CARL “CJ” LINDBERG
WE LOOK FORWARD TO GETTING TO KNOW
EACH OF YOU THROUGHOUT THE YEAR!

ARIZONA PARALEGAL ASSOCIATION
BOARD OF DIRECTORS
www.azparalegal.org
P.O. Box 26879
Phoenix, AZ 85068
President
1st VP
2nd VP
Treasurer
Recording Secretary
NALA Liaison
Parliamentarian
Membership (Interim)
Newsletter Editor
Professional Development
Public Relations
Education & Seminar
CLA Committee
Luncheon Reservations
Technology/Webmaster

Karin M. Scheehle, ACP
Kelley Dalton, ACP
Cindy Perez
Marsha Jackson, ACP
Nanci Williams
Candace H. McClue, ACP
Dawn E. Fountain, LDP, PLS
Candace H. McClue, ACP
Brenda Studebaker
Cindy Perez
Narinda Greene, ACP
Kathryn A. Fitchett, CP
Katherine Behr, CLA
Candace H. McClue, ACP
Narinda Greene, ACP

602.530.8461 or karin.scheehle@gknet.com
602.322.4061
cperez38@yahoo.com
602.263.4429
nwilliams@polsinelli.com
602-861-2705 or chm@ojbb.com
dawn_fountain@hotmail.com
602-861-2705 or chm@ojbb.com
480.363.7935 or brenda.studebaker@hotmail.com
cperez38@yahoo.com
602.235.7174 or ngreene@jshfirm.com
kathryn.fitchett@kutakrock.com
Katherine@ABJLaw.com
602-861-2705 or chm@ojbb.com
602.235.7174 or ngreene@jshfirm.com

If you are interested in submitting articles or columns please contact Brenda Studebaker at 480.363.7935 or via email:
brenda.studebaker@hotmail.com.
The Digest is the official publication of the Arizona Paralegal Association. Articles, columns, and editorials appearing in
The Digest express the views of the authors and should not be construed as the opinions of the Arizona Paralegal
Association or its Board of Directors. The Digest welcomes typewritten, signed letters and articles. Submissions are
reviewed and printed at the discretion of the Editor of The Digest and the APA Board of Directors. Please direct requests
to reprint material to the Editor. Advertisements must be for legal-related services or companies, should not specify
dollar amounts of services offered, and should generally describe the services offered.
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President’s Message
Happy Halloween (a little early I know)! Perhaps I should say ―Welcome to Fall,‖ one of
my favorite times of the year in Arizona.
Fall brings APA’s annual elections and annual meeting in November. In this issue of the
Digest you will find information on the upcoming elections. If you have been thinking
about serving on the APA Board—now is your chance to get involved for 2012. If you
would like information on how you can be involved or what position might be of interest to you, please
contact Narinda Green, Chair 2012 Nominating Committee. In addition to the elected positions, a number
of appointed committee positions are available. I encourage you to consider becoming involved.
I would also like to encourage our members to consider becoming Certified with NALA if you have not already done so. As education continues to become an important qualification for employers, having a CP
or even an ACP can give your resume a boost and demonstrate a commitment to competency and professionalism. A local review course will again be offered at Phoenix College or you can get information about
the tests from NALA’s website. The CP test can be taken at ACT testing centers or at Phoenix College if
you take their review course. The ACP designation is earned through study materials and testing online
directly with NALA.
Your Board is working on new activities for the Fall and Spring so stay tuned for those. The 2012 seminar
committee has also begun working on our May 2012 seminar. I have heard some exciting plans for that
event so mark your calendars for May 18, 2012, and watch the Digest for future updates on this event.
Have a great October and enjoy the cooler weather!

Karin M. Scheehle, ACP
APA President

If you have not renewed your membership or know someone who would like to join
the APA, membership applications and renewal forms can be found on the APA's
Website. Visit www.azparalegal.org.
In-Home or Office

If you would like to advertise in
The Digest,
please contact
Brenda Studebaker at
(480) 363-7935 or
Brenda.Studebaker@hotmail.com

Glendale, Phoenix, Scottsdale, Cave Creek, Carefree
and Fountain Hills

Jackie Mueller CPT
623-640-9112
Jm.ontheballfitness@yahoo.com
www.blogspot.com
www.azparalegal.org
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LDPs – How are they? What are they? And why are they here?
(Attorneys: Are they taking work from me?)
(Public: What is the difference between LDP, Attorney, or a Paralegal?)
By Dawn E. Fountain, Certified LDP, PLS
If you were to survey 10 people and ask them, “When you have a legal problem and need papers completed?” 8 out of 10 would say to hire an attorney and the other would say hire a paralegal. As APA Members
(or a similar organization) or even other members of the legal community, we are used to hearing the certifications of PLS, PP, CLA, CP, and are very familiar with Esq. It seems when it comes to LDP (Legal Document
Preparer), no one really has an idea what one is and what a person would have to do to become one. And of
course, whenever there is something “new,” our first thought becomes, “How does this affect me?” In today’s
economy, attorneys and other professionals always think or wonder, “Why does this person want to take away
business or shut me down?” Well, I can tell you, LDPs do not want to do either. Let’s first find out what one
is, how are they different from a paralegal, and then how they can work side by side with an attorney (not in
their office, but advertise next to them) and not take business from them…….
Let’s start with the basics, What is an LDP? What do those letters mean? The ARIZONA CODE OF
JUDICIAL ADMINISTRATION 7-201(A) (ACJA § 7-201(A)) defines Legal Document preparer as:
“Legal document preparer” means an individual or business entity certified pursuant to this section to prepare
or provide legal documents, without the supervision of an attorney, for an entity or a member of the public who
is engaging in self representation in any legal matter. An individual or business entity whose assistance consists merely of secretarial or receptionist services is not a legal document preparer.
Ok, so now we know the definition is, great. But what do you have to do to be one? For NALS, you
have to study like crazy; there are online study groups, maybe even local groups in your area. You pay a
“registration” fee and take a test in either March or September. For the LDPs, you pay $50 and you study an
85 page study guide which is found on the Supreme Court’s website for LDPs (http://
www.supreme.state.az.us/cld/ldp.htm).
So you study like a crazy person and you learn lots of Rules and Laws. You take a 100 question, multiple question test. Within a few weeks, you will find out if you passed. If you do pass, you will be given a 15
page questionnaire, will be required to pay two years worth of certification dues (about $650.00), submit a picture of yourself, have the documents you complete notarized, and also get fingerprinted for an FBI/local police
background check.
Once you get through that, the Supreme Court will then double check the public records of the MVD,
the Arizona Courts system, and also run an extensive credit check on you. If in any of these things they find
anything that you did not disclose to them (i.e., you didn’t want them to know, you didn’t remember, or in my
case, you have a common name) you will receive either an email or a letter with a chance to respond. For
more on the requirements for LDPs, please see ACJA § 7-201(E).
The Supreme Court Certification and Licensing Board of Directors, which are made up of 1 Judge or
Court Administrator, 2 Public Members, 1 Additional member appointed by the Chief Justice, 1 Clerk of the
Superior Court, 1 Attorney, and 5 Legal Document Preparers, are appointed and service for three years. The
Board of Legal Document Preparers makes all decisions regarding certification and discipline of legal document preparers and makes recommendations to the Supreme Court to enforce the requirements regarding
certificate holders. They meet every third Monday of each month. They review your documents and responses and determine if you are appropriate for this certification.
Once you are approved, you get a letter, a frameable certificate, a pocket sized certificate and your six
(See LDP’s, Continued on page 5)
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(LPD’s, Continued from page 4)

digit number. This number must appear on every single document you prepare for someone. Your name appears on the document and then the letters AZCLDP ______. (In the blank is where your number goes.)
This means every single document, whether it is a will, power of attorney, deed, ANYTHING and EVERYTHING. Only when you get that number, and not until, are you allowed to prepare legal documents for a Pro
Per (Pro Se) person, and as long as you are familiar in that area of law. You are still not to represent them in
Court and you are to make very sure that they know that you are not an attorney and cannot give legal advice. The most important thing for anyone in the law field to remember is:
(1)
Rule 31 of the Rules of Professional Conduct of the Arizona Supreme Court, which defines the practice of law in Arizona to include the preparation of any document in any medium, intended to secure the legal
rights of another.
(2)
Rule 31(b) of the Arizona Supreme Court Rules states no person shall practice law in this state or represent in any way that he or she may practice law in this state unless the person is an active member of the
state bar.
(3)
a.
b.
c.
d.
e.

Arizona Supreme Court Rules 31(2)(1) defines the practice of law as:
preparing documents intended to affect or secure legal rights for another person;
preparing or expressing legal opinions for another person;
representing another in a judicial, quasi-judicial, or administrative proceeding, arbitration, or mediation;
preparing document for filing in any court, administrative agency or tribunal for another person;
negotiating legal rights or responsibilities for another person.

Ok, great. Now you have gone through that! Now what? You simply can just start doing paperwork
left and right. Well……………. Not so fast! There are few other things that you must do to maintain your
newly acquired certification. For NALS’ PLS certification, you have to have 75 CLE credits within 5 years.
(Please check www.nals.org to learn more about other certifications.) Attorneys must have so much CLE to
renew their licenses each year. LDPs are no different. They have to, per ACJA § 7-201(G), to renew their
certification:
Renew prior to the Expiration Date. All standard certifications expire at midnight, on June 30th of each
odd numbered year. The application for renewal is due by May 1st.
II. Continuing Education. All certified legal document preparers shall complete ten hours of continuing education each year for a total of twenty hours every certification period pursuant to subsection (L), which
states in part:
I.

a. A CE activity shall address the areas of proficiency, competency, and performance of legal docu
ment preparation, impart knowledge and understanding of the profession, the Arizona judiciary, legal
process, and increase the participant's understanding of the responsibilities of a certified legal docu
ment preparer.
Authorized continuing education activities include the following subjects:
(1) The role and responsibility of certified legal document preparers including ACJA §§ 7-201, -208 and Rule
31.
(2) Ethics for legal document preparers and business entities, including cooperation with judges, attorneys,
court staff, and other certified legal document preparers, professional courtesy and impartiality to all litigants,
and information versus legal advice. Each certified legal document preparer shall complete a minimum of one
hour of the total continuing education requirement each year in an ethics based curriculum.
(See LDP’s, Continued on page 7)
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about your deadlines or your workload. They are listening through WIIFM, so start with what’s important to
them. It could be cost. Tell them that it costs less if they give you the information, than if you have to look
it up. When it’s about what they want, they will ―hear‖ you at a whole different level.
Insights into Who We Are
Third, how do you know who people are, how and why they behave the way they do?
There’s a whole world of information out there. Here are three of my favorite resources to give you insights
about yourself and the people around you. Behavior style analysis, called
DISC, profiles how people behave – broken into four categories (http://
www.discinsights.com/disc.asp) It will quickly help you understand why
you get along so easily with some people and may struggle with others.
VALS shows you the three basic categories of what motivates people:
ideals, achievements or self-experience (http://
www.strategicbusinessinsights.com/vals/presurvey.shtml ). The on-line
test is free and you receive
your analysis instantly. This
information makes it much
easier to talk about things in a
way that matters to the other
person.
Understanding that people learn in different ways – visually,
aurally or through physical experience – helps you know how to
present information in a way that makes the most sense to the
other person (http://www.nwlink.com/~donclark/hrd/styles/
vakt.html or http://people.usd.edu/~bwjames/tut/learningstyle/ ).
The Hidden Part of a Successful Conversation
You’ve thought about the person you’re going to talk to. Now,
as the final step decide on what you actually want to say?
The first two essential elements of content are: 1) what do you
want them to KNOW and, 2) what do you want them to DO?
The third, often invisible but critical, element to your success is:
how do you want them to FEEL when the conversation is over?
Put a real word to it – like empowered, helpful, smart, appreciated, etc. If you’re not conscious of this, you
can inadvertently make someone else feel they’re wrong, inadequate, stupid, or not good enough.
Final Word
When you start to incorporate these ideas into your conversations, you’ll be pleased at how much more
successful you are. So, flex this muscle. Practice, practice, practice. Even if it’s just in the 15-second walk
down the hallway to go talk to someone.
***********************************************************************************************************************

Deborah Johnson is a six-time EMMY Award-winning writer and producer who worked at #1 TV stations around
the country. Today she works with attorneys in tough, high-risk cases to develop key themes, case presentations
that are emotionally and visually impactful on the jury, and prepare witnesses for deposition or trial.

You can contact her at 602.216.0049, deborah@high-stakescommunication.com or visit
www.high-stakescommunication.com.
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(3) The Arizona court system including the state and federal constitution, branches of government, Arizona
court jurisdiction and responsibilities, Arizona tribal court system, resource materials including Arizona Revised Statutes, Arizona Rules of Court, administrative orders and rules, as well as current issues in the Arizona court system.
(4) Research skills including utilizing reference materials and libraries and research techniques.
(5) Management issues including public relations, customer service, accounting, time management, human
resources, financial and retirement planning, and office management. The maximum hours of continuing
education credits earned as business management credit shall not exceed three hours per year of the total
number of continuing education hours required for renewal.
(6) The maximum hours of continuing education credits earned from tax related curriculum shall not exceed
three hours per year of the total number of continuing education hours required for renewal.
b. Conferences. A legal document preparer may receive continuing education credit for attendance at a conference relevant to the profession. A legal document preparer may receive 100 percent of the continuing
education credits for attendance at the conference, if the conference is directly related to the legal document
preparer profession. Introductory remarks sessions, breaks, meals, business meetings, and general sessions
of the conference do not qualify as continuing education hours.
c. University, college and other educational institution courses. A legal document preparer may receive continuing education credit for a course provided by a university, college or other institutionally accredited educational program if the legal document preparer successfully completes the course with a grade of "C" or better or a "pass" in a pass/fail grading system. A legal document preparer may receive continuing education
credit if the course is relevant to the legal document preparer profession, up to two times the number of credit
hours awarded by the educational institution. The maximum hours of continuing education credits earned
from educational course work shall not exceed 50 percent of the total number of continuing education hours
required for renewal.
d. Self study. A legal document preparer may receive continuing education credit for self study activities, including video and audio tapes, online computer seminars, and other methods of independent learning. The
maximum hours of continuing education credits earned in a self study format shall not exceed 50 percent of
the total number of continuing education hours required for renewal.
e. Serving as faculty. A legal document preparer may receive continuing education credit for serving as faculty, instructor, speaker, or panel member of an instructional seminar directly related to the profession of legal document preparation. A legal document preparer may receive continuing education credit for the presentation time and up to two hours of preparation time for each hour of presentation. The maximum hours of
continuing education credits earned as faculty credit shall not exceed 50 percent of the total number of continuing education hours required for renewal and a legal document preparer shall not receive duplicate credit
for repeating a presentation during the certificate period.
And now you want to let people know that you are an LDP and can help them out. Well, be careful
there too. In any advertising, you cannot use the words “law” or “legal” or “paralegal.” Now you are able to
prepare the documents, without the supervision of an attorney. If you violate the rules as set forth in ACJA,
you can and will be subjected to discipline which could range from a warning, a cease and desist order, fines,
and/or suspension or revocation of your certification.
It is important to keep in mind that the LDPs are not just fly by night, unknowing persons who are try(See LPD’s, Continued on page 8)
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ing to put an attorney or you out of a job…………………. They have gone through a rigorous background
check and have been thoroughly “checked out.” They are people just like you and your co-workers. They
are interested in law, interested in helping the general public with the public’s legal needs and will also be in
need of CLE. LDPs are simply individuals who are able to prepare legal documents at a lower cost than an
attorney. (For example: A person cannot afford a bankruptcy attorney at $3000 or even $2,500, and they
have going to have their pay checks garnished, which will keep them from paying their mortgage or putting
food on the table. Should that person have to suffer? No. That person should be able to utilize the service
of an LDP and only pay for the LDP’s services, file fee, and course fees. Similar to a divorce - if two people
have already been separated for 5 years, divided everything, and just need the simple paperwork completed,
why should they have to spend $5,000 if they cannot afford it? Shouldn’t they be given the option to go to a
lower priced, equally as educated and informed LDP? Yes.)
How does this differ from a paralegal? According to the State Bar of Arizona, paralegals are individuals who must work under the direct supervision of a licensed attorney. A paralegal may or not have certification and may or may not have a college education. An LDP must be certified through the Arizona State Supreme Court. Much like paralegals or anyone except an attorney, LDPs cannot give legal advice and cannot
represent the Pro Per in Court. LDPs simply offer the public a low cost alternative to paying high attorney
fees that the Pro Per cannot afford.
So, the next time you see an LDP at your CLE, or if you see an advertisement for an LDP, or even the LDP’s
name on a responsive pleading, think of that person as a co-worker, a colleague, not as foe. Consider that
person an individual that will be able to assist you with your legal documents without the high price of an attorney.
***************************************************************************************************************************
Dawn E. Fountain, LDP, PLS is an AZ Supreme Court Certified Legal Document Preparer.
www.classiclegalhelp.com

Amendments to Civil, Supreme Court and Appellate Rules
effective Jan. 1, 2012
Civil
Rule 8, 16.3, 39.1: re complex litigation certification
Rule 13(f) 15(a)(1): abrogated - Omitted Counter claim
Rule 15(a)(1): re amendments to pleadings
Rule 55(a)(1): re default - service on other parties
Rules 68 and 74: re offers of judgment in arbitration cases
Rule 77: re change of judge after filing notice of appeal
Supreme Court
Rule 42, ER 1.5: re notifying clients of increase in fees/expenses prior to incurring same
Civil Appellate
Rule 13(d): re appendix to brief - electronic filing
Rule 22: re motion for reconsideration
Rule 23: re petition for review
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Arizona Paralegal Association
Date: Wednesday, October 12, 2011
Time: Luncheon 11:30a.m., Seminar 12:00p.m.
The Sheraton Downtown Phoenix – 340 N. 3rd Street – Phoenix, AZ 85004
Complimentary Self and Valet Parking on 3rd St. just North of Van Buren
__________________________________________________________________________________________________________

Heather A. Neal, Sr. Associate, Renaud Cook Drury Mesaros, P.A.
“Drafting Tips for Paralegals”
Ms. Neal’s primary practice areas include healthcare, medical malpractice, long-term care litigation and premises liability, areas in which effective drafting skills are essential . Ms. Neal defended physicians, long-term care facilities
and the like. Since joining Renaud Cook, Ms. Neal most recently contributed to the “Health Law Compendium
2008: Document Retention Policies: Applicable State Law and Best Practices for the Healthcare Industry”.
This presentation meets the requirements of the Certifying Board of the National Association of Legal Assistants, Inc. for
continuing legal education credit toward maintenance of the Certified Legal Assistant/Certified Paralegal Credential.

1. Cost of Luncheon: $30.00 for Members $42.00 for Guests (Make checks payable to APA)
2. Reserved seating: $25.00 ($15 for Students with ID) for those who prefer to attend without the meal.
3. Mail reservations and payment to: Candace McClue, ACP, Olson, Jantsch & Bakker, P.A., 7243 North 16th
Street, Phoenix, AZ 85020. If you are unsure whether your payment will arrive in time, please hand-deliver
by noon Wednesday, October 5, 2011.
NOTE: Payment for guaranteed luncheon reservations no longer will be accepted after the reservation deadline.
The luncheon is always held the second Wednesday of each month. Reservations will be accepted anytime prior to
noon on the Wednesday preceding the luncheon. Payment will only be accepted at the door under certain circumstances, at the Committee's sole discretion, provided a reservation is made by the deadline. However, unpaid reservations will not be guaranteed. The APA will not guarantee a seat for lunch for those from whom payment is not received by the deadline.
-- The Membership Committee

LUNCHEON RESERVATION FORM
Members ONLY ($30.00/Reservation):
Name: ___________________________________________________
Name: ___________________________________________________
Name: ___________________________________________________
Guests ONLY ($42.00/Reservation) – Full Name and E-Mail Address Required Below:
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Enclosed is payment in the amount of $_______________ payable to the Arizona Paralegal Association.

RESERVATIONS AND PAYMENTS
MUST BE RECEIVED BY NOON,
WEDNESDAY OCTOBER 5, 2011
If you need to change or cancel your reservation, please
contact Candace McClue at chm@ojbb.com.
Arizona Paralegal Association

To Rent Videos of Previous
Luncheon Seminars Contact
Pam Kieffer, Beale & Micheaels at
pkieffer@Beale-Micheaels.com.
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Arizona Paralegal Association
Date: Wednesday, November 9, 2011
Time: Luncheon 11:30a.m., Seminar 12:00p.m.
The Sheraton Downtown Phoenix – 340 N. 3rd Street – Phoenix, AZ 85004
Complimentary Self and Valet Parking on 3rd St. just North of Van Buren
__________________________________________________________________________________________________________

Tim D. Tribe, CPA, Partner, EPPS CPA Consulting
“Information Needs for Economic Damages for Experts”
Mr. Tribe’s firm’s expertise pertains to the analysis/measurement of economic damages asserted in an
insurance claim, litigation, or fraud. EPPS’ staff are skilled at distilling complex financial problems and
translating records into clear, concise, and meaningful opinions that can be easily understood by an insured,
a juror, or other non-accountant.
This presentation meets the requirements of the Certifying Board of the National Association of Legal Assistants, Inc. for
continuing legal education credit toward maintenance of the Certified Legal Assistant/Certified Paralegal Credential.

1. Cost of Luncheon: $30.00 for Members $42.00 for Guests (Make checks payable to APA)
2. Reserved seating: $25.00 ($15 for Students with ID) for those who prefer to attend without the meal.
3. Mail reservations and payment to: Candace McClue, ACP, Olson, Jantsch & Bakker, P.A., 7243 North 16th
Street, Phoenix, AZ 85020. If you are unsure whether your payment will arrive in time, please hand-deliver
by noon Wednesday, November 2, 2011.
NOTE: Payment for guaranteed luncheon reservations no longer will be accepted after the reservation deadline.
The luncheon is always held the second Wednesday of each month. Reservations will be accepted anytime prior to
noon on the Wednesday preceding the luncheon. Payment will only be accepted at the door under certain circumstances, at the Committee's sole discretion, provided a reservation is made by the deadline. However, unpaid reservations will not be guaranteed. The APA will not guarantee a seat for lunch for those from whom payment is not received by the deadline.
-- The Membership Committee

LUNCHEON RESERVATION FORM
Members ONLY ($30.00/Reservation):
Name: ___________________________________________________
Name: ___________________________________________________
Name: ___________________________________________________
Guests ONLY ($42.00/Reservation) – Full Name and E-Mail Address Required Below:
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Name: _________________________________________ E-mail: ______________________________________
Enclosed is payment in the amount of $_______________ payable to the Arizona Paralegal Association.

RESERVATIONS AND PAYMENTS
MUST BE RECEIVED BY NOON,
WEDNESDAY NOVEMBER 2, 2011
If you need to change or cancel your reservation, please
contact Candace McClue at chm@ojbb.com.

To Rent Videos of Previous
Luncheon Seminars Contact
Pam Kieffer, Beale & Micheaels at
pkieffer@Beale-Micheaels.com.
www.azparalegal.org
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APA MEMBER JOB BANK

DO YOU KNOW OF A PARALEGAL POSITION AT YOUR PLACE
OF EMPLOYMENT? If so, advise your employer that the APA offers ad
space for paralegal jobs to employers free of charge! To place a job
bank ad or for information on a job, send an E-mail to Kelley Dalton at
KDalton@cavanaghlaw.com.

ATTENTION APA MEMBERS: It is the policy of the Arizona Paralegal
Association that Job Bank information only be provided to members
of the APA. Please honor this policy by not giving this information to
others but, instead, let them know how they can join!
LEGAL ASSISTANT - Law Firm seeks full time experienced Legal Assistant to assist busy Shareholder and his
team in Old Town Scottsdale. Ideal candidate will be highly organized and able to prioritize tasks from multiple sources. Position will involve significant client contact and requires analysis of complex transactions and
financial records. You are: educated, certified, polished, good with people, computer-savvy, hard-working,
detail-orientated, self-motivated, and dependable with a positive attitude. your background/skills include: 5+ years work experience as a legal assistant handling commercial litigation and/or transactions, MS
Office Suite proficiency, Type 65 wpm, electronic case filing experience. Bankruptcy experience a plus. Salary: DOE. Send cover letter and resume to: resume@lawdmyl.com.
LEGAL ASSISTANT - The Phoenix-based Goldwater Institute, hailed by George Will as ―America's most potent
advocate of limited government,‖ seeks an experienced, enthusiastic, and detail-oriented Legal Assistant.
The candidate will be an integral part of the Goldwater Institute’s growing litigation team. Duties include extensive legal file maintenance, case filings, light correspondence, basic administrative assignments, initial
screening of potential cases, and calendar management for the litigation director. Position requires at least
two years administrative experience and commitment to an administrative career. We will consider experienced paralegals who are willing to take on the broad range of administrative responsibilities entailed in this
position, but will also consider candidates who do not have direct litigation experience and will provide necessary training. The candidate will also back-up our reception desk for 5-10 hours each week. The duties will
include answering phones and greeting guests. The successful candidate will have exceptional organizational skills and attention to detail, excellent computer skills, and the ability to multi-task and effectively handle assignments from multiple attorneys, with professional experience in which those skills are manifest. A
good sense of humor is a must. The Institute provides a challenging and positive work environment. Goldwater pays a competitive salary and provides excellent benefits: employer-paid group health insurance,
health savings accounts, 403(b) plan, long-term disability insurance, accidental death and dismemberment
insurance, life insurance, accrued vacation and sick time, and a voluntary dental plan. In addition to your
resume, send a personalized cover letter explaining your interest in the Goldwater Institute and this position
is required. You must provide your minimum salary requirements in your cover letter. Address your response
to: Roger Zetah, Director of Finance and Administration, Goldwater Institute, 500 E. Coronado Road, Phoenix
AZ 85004, or by e-mail to careers@goldwaterinstitute.org. No phone calls please. The Goldwater Institute is
an equal opportunity employer.
PARALEGAL - The Phoenix law office of Guy Brown PLLC is seeking a Spanish-speaking paralegal with a minimum of 2 years experience in criminal law practice. Position is full-time. Familiarity with Time Matters software a plus. Submit your resume to: guy@azlawguy.com.
PART-TIME LEGAL ASSISTANT - Small Central Phoenix firm has an immediate opening for a part-time legal
assistant. Transactional experience is preferred but not required. Candidate must be proficient in all Micro(See Job Bank, Continued on page 15)
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(Job Bank, Continued from page 14)

soft Office applications. Resumes should be emailed to chall@meyerhendricks.com.
CONTRACT PARALEGAL - Struck Wieneke & Love, P.L.C. is a 12 attorney East Valley law firm specializing in
municipal liability defense work. We are looking for a contract paralegal with 5-7 years of experience. If interested, please send cover letter and resume with hourly fees to recruiting@swlfirm.com.
LEGAL ASSISTANT - A Legal Assistant with diverse experience is needed for the growing Health Care Practice
in our Phoenix office. The ideal candidate will have at least seven years of experience working within a fastpaced, cooperative law firm environment. Candidates should have experience with sophisticated litigation
matters including: managing electronic document databases; drafting varied litigation documents, including
notices of deposition and other discovery documents; and assisting at trial. Candidates should also have experience meeting with clients, interviewing witnesses and searching for and locating public records. Candidates with previous experience in the health care industry are preferred. Salary: Commensurate with experience. Employer Contact Information: Alexis M. Reed, Clark Hill PLC, Manager of Legal Recruitment,
areed@clarkhill.com or (312) 985-5517.
CASE ASSISTANT - The National firm of Lewis Brisbois Bisgaard & Smith, LLP, has an
opening in its Phoenix office for a Case Assistant. This individual assists the firm’s paralegals with investigative research, obtaining and organizing medical records, organizing records for experts, preparing and arranging for service of subpoenas, preparing expert notebooks, and organizing documents that the paralegal
would otherwise do. The Case Assistant is a full-time, billable position, and requires tracking time in tenths of
an hour increments. The position requires highly competent oral and written communication, analytical, investigation and organizational skills. There is intra-office contact with attorneys, paralegals and secretaries,
as well as outside communication with vendors and individual subpoena locations, knowledge of the preparation and service of subpoenas for records. The Case Assistant must have the requisite communication skills
to instruct the firm’s attorneys and vendors in the subpoena process and our firm’s particular requirements
thereof and any and all
other duties and responsibilities that may arise. ESSENTIAL REQUIREMENTS:
To be considered, applicants must meet the following
requirements:
1.
Graduation
from
high
school and either one year
experience in a comparable
position in a law firm or
with a subpoena service or
enrolled for at least one
quarter/semester in a paralegal program; 2. Consistent regular attendance as
required; 3. Highly organized and self-motivated; 4.
Ability to work with minimal
supervision. Please send
your resume via e-mail to:
mailto:Elliott@lbbslaw.com.
www.azparalegal.org
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REVERSE JOB BANK
Wow! I am so excited to report that this section of The Digest has really started to take off. While
it is never a good feeling to be unemployed it is certainly great to know that your colleagues are
able to assist you in your search for a job. With today’s economy it is more essential than ever to
network with one another. If you know of a firm looking to fill a position please let them know
about this section.
If you would like to place an ad in this section contact me today. Members of the APA can place an
ad FREE of charge. You have the option of submitting your ad confidentially or have your contact
information readily available. The Digest reaches over 200 members every month. Some of our
supporters/members are vendors and have firsthand knowledge of firms looking to fill positions. To
place your ad in the next issue, send an email along with a brief description of your experience to
Brenda.Studebaker@hotmail.com. In the subject line please put ―Reverse Job Bank.‖

Sr. Litigation Paralegal with 15 years exp seeking FT position. Experience
includes complex commercial litigation, PI, med-mal, employment law, legal malpractice (plaintiffs and defense), drafting various documents, legal research, depo summaries and medical chrons, witness interviews, interact with experts and opposing
counsel, and all aspects of trial prep. I can be reached at (480) 363-7935.
Young, ambitious, hard-working paralegal w/3 years exp in lit, business,
family law, PI, probate, corporate, and others; education in Paralegal Studies. Contact: Ania.m.Kozlowska1@gmail.com or (859) 358-1695.
Intellectual Property Paralegal w/25 years exp in highly specialized field;
diverse exp gained in the areas of mechan eng, elect eng, chem eng, software apps,
pharmaceuticals and biotechnology; substantial exp with trademarks, as well as copyrights. I may be reached at (602) 410-2553.

CLASSIFIED SECTION FOR MEMBERS
This section is FREE of charge to all Arizona Paralegal Members.
Are you planning a garage sale, selling a vehicle or have miscellaneous items you are
looking to sale? Maybe you have a house for rent or have a timeshare you are
looking to rent or you are in need of something. The possibilities are unlimited. Send
your ad or inquiries to Brenda Studebaker at Brenda.Studebaker@hotmail.com with
―APA ~ Classified Ad‖ in the subject line.
Arizona Paralegal Association
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PARALEGAL ENTREPRENEUR’S SECTION
Attention APA Members…are you an Entrepreneur? How would you like to advertise in The Digest for FREE. Contact Brenda Studebaker today at Brenda.Studebaker@hotmail.com for more
information. Put in the subject line ―Entrepreneur’s Section. Contact your colleagues today
who are Entrepreneurs so you can start getting ready for the holiday season and inquire as to
the various specials they may have including new products, upcoming events, etc. Make sure
to refer them to friends, family, co-workers, church members, hairstylist, nail technician and
anyone else you can think of. Most Entrepreneurs offer fundraising as well so if you know of a
sports team, school, school clubs (band, cheerleading, football, etc.) churches, dance studios,
employers (yes, employers too (depending on the reason (holiday party, etc.)) make sure to
pass their information along or contact them directly. Thanks for supporting our members.
Make sure to mention you got their information from The Digest!

Book your Pampered Chef Summer
Show today!
My new Fall Catalog is out! Book your Fall
Show today! Earn FREE products & more!
Learn about my monthly specials at
www.pamperedchef.biz/nunez.

Shana Battles, APA member
Macaroni Kid North Phoenix is a FREE
weekly e-newsletter and
website that lists upcoming
happenings/events for kids
in our community.
Subscribe today and find us
on FACEBOOK!

Richard M. Knaeble

Licensed Private Investigator

Contract Paralegal

P.O. Box 55042
Phoenix, Arizona 85078-5042
602/750-1280
Email: sixbear77@yahoo.com

Angela Vardy, APA member

Research Queen, LLC
Phone: 480-844-2752
E-mail: angela@researchqueen.com
Website: www.researchqueen.com
AZ PI License #1509283

ENTREPRENEUR’S SECTION Continued on page 21
www.azparalegal.org
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MESSAGE BOARD:
If you were unable to attend the August 12th Learn at
Lunch make sure you check out the new laws generated by the Arizona Legislature. There are over 350
new laws, in which a majority of these new laws took
effect July 20, 2011.
To get a complete list of all the new laws visit the Arizona Legislature website: http://www.azleg.gov/ and search by the Bill Number.
Would you like to see an article on a particular subject? Do you know of an attorney, paralegal, law clerk, librarian or vendor who can contribute to The Digest (local or out of state)?
If so, please contact Brenda Studebaker by email: Brenda.Studebaker@hotmail.com.
Comments Wanted: In an effort to make The Digest more interactive with members I
would appreciate feed back and ideas/suggestions. Please send an email to: Brenda at
Brenda.Studebaker@Hotmail.com.
Thank you!

Upcoming Learn at Lunch Speakers/Topics
Save the Date!
October 12, 2011

Speaker: Heather A. Neal, Sr. Associate, Renaud Cook Drury Mesaros, P.A.
Topic: Drafting Tips for Paralegals
Ms. Neal’s primary practice areas include healthcare, medical malpractice, long-term care litigation
and premises liability, areas in which effective drafting skills are essential . Ms. Neal defended physicians, long-term care facilities and the like. Since joining Renaud Cook, Ms. Neal most recently
contributed to the ―Health Law Compendium 2008: Document Retention Policies: Applicable State
Law and Best Practices for the Healthcare Industry‖.

November 9, 2011

Speaker: Tim D. Tribe, CPA, Partner, EPPS CPA Consulting
Topic: Information Needs for Economic Damages for Experts
Mr. Tribe’s firm’s expertise pertains to the analysis/measurement of economic damages asserted in
an insurance claim, litigation, or fraud. EPPS’ staff are skilled at distilling complex financial problems
and translating records into clear, concise, and meaningful opinions that can be easily understood
by an insured, a juror, or other non-accountant.
Arizona Paralegal Association
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APA
C ALENDAR
OF E VENTS

Learn at Lunch Seminars 2011
October 12, November 9,
December 14
Board Meetings 2011
November 2
APA Annual Meeting
and Election
November 9, 2011

www.azparalegal.org
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Continuing Legal Education
Upcoming Seminars
ALA-ABI
www.ali-aba.org

Search this site re: additional topics available
March 15-17, 2012
Sign Up Online
Sign Up Online
Sign Up Online
Sign Up Online

Regulation D Offerings and Private Placements
What You Say About Your Clients Can Come Back
to Haunt You
Attorney-Client Privilege: Practical Issues and
Ethical Concerns
Confidentiality and Ethics in a Wired World 2011
Electronic Information in Litigation: Everything
You Need to Know

LEXISNEXIS
www.lexisnexis/customertraining/firms.asp

Search this site re: additional topics available
Paralegal School- Initial Case Analysis & Shepardizing
Paralegal School- Financial News, and Public
Records Research
Paralegal Mastery Program Module 5
Company & Financial Information on the LexisNexis Services at lexis.com
Paralegal Mastery Program Module 4
Public Records & News on the LexisNexis Services
at lexis.com
Paralegal Mastery Program Module 3
Drafting Legal Documents using the LexisNexis
Services at lexis.com
Paralegal Mastery Program Module 2
Cite Checking with Shepards
Paralegal Mastery Program Module 1
Initial Case Analysis using the LexisNexis Services
at lexis.com

Sign Up Online
Sign Up Online
Sign Up Online

Sign Up Online

Sign Up Online

Sign Up Online
Sign Up Online

LORMAN
www.lorman.com

Search this site re: additional topics available
October 18, 2011
October 19, 2011
October 25, 2011

Employment Law From A to Z (Phoenix)
IRS Form 1099 Reporting: What You Need to
Know (Tucson)
Medical Records Law (Tucson)

December 9, 2011

Sales and Use Tax (Tucson)

NALA
www.nala.org/Fall2011schedule.aspx

Search this site re: additional topics available
September
September
September
September

26, 2011
27, 2011
28, 2011
29, 2011

October 3, 2011
October
October
October
October
October
October
October

4, 2011
6, 2011
11, 2011
12, 2011
13, 2011
15, 2011
20, 2011

October 27, 2011

Elder Law
Evidence Part 3
Evictions
Social Media Policies and Legal Issues

October 28, 2011
November 1, 2011
November 4, 2011
November 7, 2011
November 9, 2011
November 10, 2011
November 16, 2011
November 30, 2011

NALA continued
The Ultimate Trial Notebook
Working Through the ―Pitfalls‖ of Article 9
Using Paralegals as Jury Consultants
Environmental Law
Elder Law Intermediate
Time Management Techniques and Strategies
Real Estate Closings I
Real Estate Closings II

NATIONAL BUSINESS INSTITUTE
www.nbi-sems.com

Search this site re: additional topics available
Sept 22, 2011
October 13, 2011
October 14, 2011
November 10, 2011
November 14, 2011
December 1, 2011
December 1, 2011

FDCPA and Collecting the Judgment
Handling the Police Liability Claim (Tucson)
Handling the Police Liability Claim (Phoenix)
Law Office Management for the Paralegal
Advanced Trust Drafting Strategies
Litigating Insurance Coverage Claims-From
Start to Finish (Tucson)
Handling Real Estate Transactions with Confidence

INSTITUTE OF PARALEGAL EDUCATION
www.ipe-sems.com

Search this site re: additional topics available
October 4, 2011
October 11, 2011
October 18, 2011
October 14, 2011
October 27, 2011
October 28, 2011
November 2, 2011
November 3, 2011
November 4, 2011
November 7, 2011
November 8, 2011
November 9, 2011

The Paralegal’s Guide to Finding Sample Documents Online
Trial Preparation for Paralegals: How to
Succeed in the Courtroom
Social Media in Divorce Litigation: A Paralegal’s Guide
The Paralegal’s Guide to Successfully
Working with Multiple Attorneys
The Paralegal’s Guide to Selecting and
Working with Expert Witnesses
Litigation Case Management: Best Practices for Paralegals
A Guide to Understanding Fiduciary Income Taxes for Paralegals
Effective Contract Proofreading for Paralegals
A Paralegal’s Guide to Effectively Managing and Organizing Medial Records
HIPAA Update for Paralegals
What Every Paralegal Should Know About
Written Discovery
Free and Useful Case Law Research and
Cite Checking for Paralegals

Legal Writing: You are Only as Good as Your
Mistakes
Public Finance with a Real Estate Component
Advanced Ethics
Civil Litigation: Part I
Commercial Leases
Fundamentals of Employment Discrimination Law
Big Firm Results on a Small Firm Budget
Ethics and Technology

ORGANIZATION FOR LEGAL PROFESSIONALS
www.theolp.org

Spanish for Paralegals: The Initial Consult

Search this site re: additional topics available

Arizona Paralegal Association

Search this site re: additional topics available
NATIONAL CONSTITUTION CENTER
www.constitutionconferences.com

Search this site re: additional topics available
WEST LEGAL EDUCATION
www.westlegaledcenter.com
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For additional seminars, contact these entities:
Arizona Paralegal Association
www.azparalegal.org
ATLA Seminars
800.NCA.1791 or
202.965.3500, Ext. 612.
Note: Special registration rates
apply to paralegals
CLE International
800.873.7130
CLE-OPS
520.629.0609
Defense Research Institute, Inc.
(DRI)
312.944.0575

Essential Seminars, Inc.
888.SIGN.UP.1
HMS Continuing Legal Education
715.835.5900
Estrin Education
www.knowparalegal.com
760-610-5460
Institute for Paralegal Education
www.ipe-sems.com, 715.835.7145
Law Seminars International
lawseminars.com

Lorman Education Services
www.lorman.com, 715.833.3940
Maricopa County Bar Association
Seminars
602.257.4200
PESI (Professional Education
Systems, Inc.)
www.pesi.com, 800.843.7763
State Bar of Arizona Seminars
602.340.7322

Legal Search & Management
248.471.3443

Paralegal Corner Q & A
Do you have a question you would like to have your colleagues help you
with? Maybe you have a suggestion or something unique you’ve
encountered, a great time saving idea, etc. If so, please contact: Brenda
Studebaker at Brenda.Studebaker@hotmail.com.
The holidays are just around the corner. With the wide range of items available, Avon has
something for everyone! I am offering a 10% discount for all first time orders over $40. If
you are interested in receiving a book, please give me a call. If shopping on-line is your
thing, feel free to browse through my Avon store at www.youravon.com/mwalker2448.
Shipping is free with orders of $30!
Mary Walker, Avon Independent Sales Representative
602.502.4489, maryannwalker@cox.net

The New 2011 Fall Holiday Catalog is out so start holiday shopping! I am also
looking for 10 perfect hostesses. What will you get? A great night with friends, lots
of laughs, a gift for every guest and you get LOTS of products for FREE to keep or
give as gifts. Contact Brenda Studebaker: (480) 363-7935, or
Brendas_Candles@hotmail.com and shop online at www.studebakercandles.com.

www.azparalegal.org
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Submitted by Candace McClue, ACP
NALA CAMPUS LIVE! fall program is underway. Courses range from practice tips to CP review
courses as well as advanced presentations on substantive topics. Courses last from 90 minutes to 2
hours and range from basic skill levels to extensive understanding. Most NALA Campus Live courses
meet the requirements for continuing education requirements for maintaining CP and ACP credentials.
Registration fees are $80 per course for NALA members and $105 for non-members. All NALA
members received an $80 gift certificate with registration or renewal for 2011 and therefore these
courses could be free to NALA members!
Visit www.nala.org for a complete list of NALA Campus Live courses and information about registration. Have a great fall!
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