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TIPS FOR THE PARALEGAL:

THE NON-LEGAL SIDE OF

PREPARING FOR AN OUT-OF-TOWN TRIAL

By: Tammy Welch, CLA

In recent years | have had the
privilege of preparing for and
attending many out-of-town
trials. With each trial, | have
learned valuable information
that has helped me prepare for
the next trial.

The organization and
preparation of the file materials
is vitally important to assist the
attorney at trial. When going to
trial, it is best to organize the
file in a manner that you, the
paralegal, are familiar with. |
often make extra copies of
pertinent informationi.e., jury
instructions, verdict forms,
curriculum vitae etc. It is best
to make extra copies of these
documents prior to going out-
of-town while you have office
resources available.

Depending upon the location
for the trial, you may or may

not have office space available

arrangements can be made to

to you. When an office space is bill for the copies, exhibit

not available, you must use a
hotel conference room or even
a hotel room to set-up a
“portable” office. Always
know what resources are
available prior to going to the
remote location. For example,
are copiers, printers, and fax
machines available at this
location, or will you need to
bring this equipment with you?
If you can't bring the
equipment with you, is there a
local printing company in the
area that can assist you? The
portable all-in-one copier/fax/
printer that we use for out-of-
town trials is not necessarily
the best piece of equipment for
a large amount of copies. If
there is a local printing
company, it is best to contact
them prior to the trial to
determine if you can set up an
account with them or what

boards, etc. Also, itis
important to discuss with them
time constraints and any
limitations they have as far as
copying, trial boards, and other
documents.

I have learned (and yes,
sometimes the hard way) that
when you are working from a
hotel conference room or a
hotel room, it is best to bring
with you all the materials and
equipment you use on a daily
basis in your office. Assume
that you will need that pair of
scissors, and 15 different
highlighters, because when you
don't have it with you, you will
need it. This makes for an
inconvenient trip to the local
office supply store or the 24
hour discount store to make a
purchase.

(Cont'd on page 3)

LAPSWV WILL AWARD $250 SCHOLARSHIP

ATTENTION ALL LAPSWV
CLAs!!! Have you been
thinking about taking an
advanced certification course
but just haven’t been able to

save those extra pennies? Wel an advanced paralegal

LAPSWYV will hold a drawing

certification program currently

at its 2007 Annual Meeting on  being offered by NALA.YOU

May 18, 2007, and will award

MUST BE PRESENT TO

$250 towards the cost of taking WIN ....see inside for details.
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| want to share a short article KEY #2: Visualize success -
read recently from the What this means is picture
newsletter of a paralegal yourself having a successful
day. Runners in the Boston
Marathon picture themselves
crossing the finish line. Maybe
not in first place, but still

There’s an old joke abouta  finishing the 26-mile race.
little girl who always had such Self-visualization is a key
a great attitude. She was factor in having a positive

always so happy and upbeat. mental attitude. Will it work
Her brother was just the 100% of the time? | wish it
opposite. One holiday, just to Would. However, by

aggravate her and to test her, visualizing your success, you'll
the mean brother gave her a be able to have a better handle

box filled with horse manure. ©On What does happen. And a
He was just tired of his sister Detter chance of making it
always having such a positive happen.

attitude. He thought surely thi:
would “fix” her. Christmas
day, when she opened the box
and saw the manure she
exclaimed, “Whoopee...

organization in Baltimore
(author unknown).

KEY #3: Demonstrate

humor, energy and
enthusiasm -We call these
three items the MAGIC
ingredients. Because without
each one, creating a positive

mental attitude will be very
Ok, Ok... maybe you had to be gifficult. First, HUMOR.

there, but what a great attitude There is norma"y humor in
every situation. Finding it is
the KEY. Sometimes you'll

- need to stretch and dig a little
ways you can have a positive  geener to find the humor in a
mental attitude despite the situation. But oncgou do,
challenges life may bring you. v || feel so much better. The
Why do some people have su¢ ENERGY we talk about is

a great attitude and others a important because without
negative one? Research shov ¢5ma “energy” in your attitude,
there are “keys” that those witt you'll be dragging along behind
a positive mental attitude all everyone. Energy is closely
share. See how you rate. related to the third
ingredient...and that is
ENTHUSIASM. Enthusiasm is
contagious; let’s start an
epidemic.

where’s the pony?

Below is a list of some of the

KEY #1: Choose your
attitude in advance - When
you wake up...you have a
choice. You can be in a good
mood or a bad mood. You als yey #4- Resist negative
choose your attitude. You can jnf ences - It's a fact. When

wake up and mutter to yoursel e hayve a negative experience
“this is gonna be a cruddy day' ith a company (or person),

or you can tell yourself “this is | tell more people about it
gonna be a greatday!” That ih4n if we have a good
immediate. choice is the start o experience with the same

a great attm_Jde. _You’v_e company (or person). And
already decided it's going to b
a good one.
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the following year. So, here |
am, President of Legal
Assistants/Paralegals of
Southern West Virginia.

From the planning phase of
our organization in 2004 to
the present, there have been
many challenges and with
those, of course, there have
been many changes. Each
charter member worked
whole-heartedly toward the
goal of building the
foundation of LAPSWV to
provide a NALA affiliate
organization to all legal
assistants in West Virginia.

It is my desire to work with
each member of the Executive
Committee and each member
of this organization in
pursuing its goals and
objectives. Aside from being
a great networking tool to the
membership, the organization
strives to improve
professional development and
to broaden the public
understanding of the legal
assistant concept.

To accomplish these goals,
the Executive Committee has
initiated apro bonoprogram

in partnership with Legal Aid
of West Virginia.

Additionally, meetings are
planned with area colleges to
help the students understand
the importance of belonging
to a professional organization.
Plans are underway to
organize a study group in the
new year to help individuals
prepare for the CLA exam.
Our membership is growing
and the organization is
dependent on each member to
promote membership to their
co-workers, friends, and
employers.

(cont’d on page 8)

many times, when you hear that
someplace or someone and for
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Kimberly Stone (left), a student in
the legal assistant program at the

Marshall Community and
Technical College, was
presented with a $500
scholarship from the Legal
Assistants/Paralegals of
Southern West Virginia by the
group’s second vice president
Donna Losey, CLA (right).

Ms. Stone is a junior in the

Legal Assistant program at the

Marshall Community and
Technical College, where she
maintains an overall GPA of
3.28. Ms. Stone expects to

To avoid this annoying
problem, | have prepared a
“trial box,” that serves as my
portable office. In this trial

box, | have everything: printer
paper, folders, extension cords,
tape, CDs, labels, and
envelopes. Itis my
responsibility to provide to the

your temporary home. Take
the opportunity to talk with the
individuals in the Clerk’s office
about local restaurants and
other amenities in the area.
The individuals in the Clerk’s
office are usually willing to
provide information about what
restaurants will deliver lunch

< * 2 "&(# %=

attorneys all the assistance that on short notice, and most of the
I would if we were in our home time will give you copies of the
office. That includes preparing menus. As most of you know,
documents, motions, copying, the lunch break does not allow
faxing, and any other task that time to travel to a restaurant,
becomes necessary. Therefore order, eat, and make it back to
| take everything but the the courtroom in the short
kitchen sink with me. amount of time allotted by the
Speaking of the kitchen, set-up Court. Therefore, it is

an area in the work space that important to make

includes snacks, drinks, coffee arrangements ahead of time
and any other edibles that the with a local restaurant or
attorney prefer. This may seenr delicatessen to provide lunch

trivial, but as you know, trial
prep and trial week require late
hours, and the snacks and
coffee help. Some hotels will
provide a coffeemaker for you;
however, | always have one
with me, as well as coffee and
filters just in case these items
are not available at the hotel.
Prior to the trial, you will need
to “stake out” the location.
Travel to the court house, eithel
to do jury research or hand
deliver documents to the
Clerk’s office, and check out

for all individuals on a very
short notice. Having lunch
ready at the beginning of the
lunch break gives the attorneys
and you time to prepare for the
afternoon session of Court.
Although we all try to have
everything ready to go before
we leave for an out-of-town
trial, there are always “last
minute” tasks and ideas that
come up. Therefore, my
mantra for preparing for an out-
of-town trial has become “BE

666 6&&

graduate in December, 2007,
and hopes to someday work
for the government in
administrative and/or civil
law, with her primary
concentration in legal
research and writing.

Ms. Stone also received an
honorary student membership
to LAPSWV for the 2006-
2007 fiscal year.

PREPARED FOR
ANYTHING!”

Tammy Welch, CLA, is a
certified paralegal for
Jackson Kelly, PLLC, in its
Charleston office. Ms. Welch
received NALA's certification
in January 2004; is a member
of and former NALA Liaison
for Legal
Assistants/Paralegals of
Southern West Virginia
("LAPSWV"); and is a
Regional Representative of
Paralegals for Defense Trial
Counsel of West Virginia



L-R: Rhonda Swartz, CLA,
President; Cynthia Lowther, ACP,
1st Vice-President; Donna Losey,

CLA, 2nd Vice-President; Loretta
V. Jane Donna Losey, CLA

Stevens, CP, Secretary;
Lambert, CLA, Treasurer; and
Lorena Shingleton, ACP, NALA
Liaison; Not pictured: Joyce
Wilson, CLA, Historian &
Parliamentarian.
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LAPSWV currently has
87 members:
77 Active members;
8 Student members; and

2 Sustaining members.
(3 ACP & 26 CLAS/CPs)

Applications pending
approval:

1 active member

Ab Initio

President
Rhonda Swartz, CLA
rswartz@kvinet.com

First Vice-President
Cynthia Lowther, ACP
lowthercyn@yahoo.com

Second Vice-President

dgl@lampodell.com

1 s

Advertising

Donna Losey, CLA - Co-Chair
Anna Skaggs, CLA - Co-Chair
Cynthia Lowther, ACP

Lorena Shingleton, ACP

Audit
To be appointed by President

CLA Study Program
V. Jane Lambert, CLA
Lorena Shingleton, ACP

Educational Programs
Cynthia Lowther, ACP

Finance
V. Jane Lambert, CLA
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Secretary
Loretta Stevens, CP

|.stevens@kaycasto.com

Treasurer
V. Jane Lambert, CLA
vjane.lambert@gmail.com

Fund-Raising

Peggy Holland, Chair
Julie Duncan, CLA
Brandy Hayton

V. Jane Lambert, CLA
Tracey Long

Lorena Shingleton, ACP
Anna Skaggs, CP

Membership

Donna Losey, CLA - Chair
Jill Francisco, ACP

V. Jane Lambert, CLA
Cynthia Lowther, ACP
Patricia Schoolcraft, CLA
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DON'T FORGET : LAPSWV
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NALA Liaison
Lorena Shingleton, ACP

lorena.shingleton@steptoe-
johnson.com

Historian/Parliamentarian
Joyce Wilson, CLA
jwilson@spilmanlaw.com

Newsletter
Cynthia Lowther, ACP - Chair
Lorena Shingleton, ACP

Nominations/Elections

V. Jane Lambert, CLA - Chair
Patricia Schoolcraft, CLA
Randall Wagner, CLA
Tammy Welch, CLA

Public Relations/Community
Services

Peggy Holland

Website
Lorena Shingleton, ACP - Chair
Cynthia Lowther, ACP

2006-2007 membership year.
This membership drive will run
through the 2006-2007
membership year and the
member recruiting the most
new members will be
announced at LAPSWV’s 2007
Annual Meeting and Seminar.

will waive the 2007-2008 annual B€ Sure to ask your recruit to

dues for the member recruiting

mention your name on his or

the most new members during tl her application form.
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Update on Legal Aid of West Virginia and
pro bono project of LAPSWV

Three LAPSWV members, and discovery requests, motions an« basis beginning April 3, 2007.
one non-member have proposed orders, as well as
continued to perform volunteer conducting legal research.
services at Legal Aid of West
Virginia's Charleston office
during 2007. The volunteers
work every other Thursday
evening for an average of two
hours during each session. The
majority of the legal services
now being performed involve

An application for Volunteer
Services is located on the
Tracy Long of Huddleston website: www.lapswv.org
Bolen in Huntington is
coordinating paralegals in that
area for volunteer work at
Legal Aid in Huntington. Six
members have volunteered to
assist at LAWYV and three
volunteers will work each
Tuesday evening on a rotating

If you have a couple extra
hours a month, why not
volunteer to help out at Legal
Aid? If you have questions or
need more information, contact
Jane Lambert at:
vjane.lambert@gmail.com

drafting correspondence,

BIRTHDAY WISHES TO OUR MEMBERS

February Birthdays Paula Smith, Charleston Meg Rogers, Huntington

Valerie Lucas, Charleston Cynthia Spreacker, Huntington Lorena Shingleton, Charleston

Deborah Penn, Charleston Melissa Stadler, Huntington Gail Stepp, Huntington

Suzette Smalls, Charleston Sherry White, Huntington May Birthdays

CLA EXAM
SCHEDULE

Exam - July 20-21, 2007
Application Deadline: 05/15/07

Late Application Deadline:
05/30/07

Exam - November
December 1, 2007

Application Deadline: 10/01/07

Late Application Deadline:
10/16/07

30-

Contact any LAPSWYV officer
for study group information for
exams and retakes. See
“Officers” at www.lapswv.org

Tanisha Travis, Oak Hill
March Birthdays
Marshall Clay, Fayetteville

April Birthdays

Julie Duncan, Huntington
Susan Mullins, Huntington
Peggy Holland, Huntington Paula Pauley, Huntington

Teresa Michelle Richards,
Charleston

Pam Hudson, Charleston
Rebecca Kessler, Charleston

Elizabeth Bennett, Huntington
Erin Evans, Hurricane

o, v
{\}“Aay Q Q

Cindy Hammons, Charleston
Cindy Lowther, Charleston
Sheila Schad, Charleston
Pamala Taylor, Huntington

)

APC SCHOLARSHIP AWARD

LAPSWYV will award a $250 APC scholarship to a quafying LAPSWV
member who currently holds the CLA designation

Drawing for the $250 APC scholarship will held s8RSWV'’s 3rd Annual Seminar & Meeting on May
18, 2007. Please complete this form and bring thé meeting Winner must be present at time of
drawing to win.

Name: Date Certificadiorained:
Address:
Phone No. Fax No.

I am currently a member in good standing with LAP&Who currently holds the CLA/CP designation
and | would like to take the advanced paralegdlfaztion course for

Advanced Paralegal

Certification (APC)

Program is now on-
line!!

NALA’s APC program is
now on-line with four
courses currently
available in the areas o
Discovery, Contract
Management/Contract
Administration, Social
Security Disability, and
Trial Practice.

For further details and
course descriptions, visit

currently being offered by NALA. Please enter nayne in the APC Scholarship Award.

the APC website at

www.nala.org/apcweb/index.htm|
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CONTINUING LEGAL EDUCATION CREDIT
The annual seminar meets NALA requirements for @Elunits (6 hours) toward maintenance of the CL}
credential by the Certifying Board of NALA for th@sttending the entire seminar.

REGISTRATION :
Registration deadline is May 1, 2007 Please complete the registration form and forwédgwith your
check or money order to:

V. Jane Lambert, CLA, Treasurer
LAPSWV
P O Box 11488
Charleston, WV 25339

Checks should be payable to LAPSWYV for the totabant of the fee. Your cancelled check will serve as
registration confirmation. For more informationntact: Cynthia L. Lowther, ACP, First Vice Presitieat
304-556-8226; or Lorena Shingleton, ACP, NALA Lans at 304-556-8246.

LOCATION : Capitol Conference Center - located in the historic CoyRidaardson Building in downtown Charleston, WV -
corner of Capitol & Lee Street.

DIRECTIONS : Exit 100 Leon Sullivan / Capitol Street, Go straighext for Leon Sullivan Way, Continue on Leon Sullivan
Way, Turn right on Quarrier Street, Turn right on Cdtineet, Go one block and turn right on to Lee Way. Mdtpegking is
available on surrounding streets and several parking lotgamages are located nearby, including Summers, Lee, Capmtel, H
and Dickinson.

REGISTRATION FORM
Registration deadline: May 1, 2007

Firm

Street/P.O. Box City Zip Code

Home Telephone Business Telephone

E-mail (REQUIRED):;

FEE (includes Continental Breakfast, Lunch and Handpook
Please check one box below:

$75.00 LAPSWV Member*
$35.00 Student Member*
$85.00 Non-Member

*Membership Status: LAPSWV Member is defined aegigtrant who holds an “individual member” statuithviegal
Assistants/Paralegals of Southern West Virginia
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As a benefit of membership in
LAPSWYV, the organization
offers a CLA Exam Fee Award
each year to an applicant in
good standing who meets the
NALA eligibility requirements
for testing before applying for
the CLA Exam Fee Award.

EEE

LAPSWV is accepting
applications to award a
qualifying LAPSWV member
$250 or $275 to cover the CLA

Exam fee.

EEE

LAPSWV will be presenting
the recipient with a check at its
3rd Annual Seminar and
Meeting on May 18, 2007.

EEIS

Applications and additional
information are available at
www.lapswv.org

EEE
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LAPSWYV 2007 CLA SCHOLARSHIP

Thinking about taking the CLA exam . . . .
Concerned about the exam fee? This is for you!

CLA EXAM FEE AWARD *

$250 NALA Members
$275 Non-NALA Members

*Applicant must be a LAPSWV member in good standingl meet the NALA eligibility requirements befaeplying
for the CLA Exam Fee Award.

Scholarship applications may be downloaded from wWapswv.org. and must be submitted by mail to
LAPSWYV beforeMay 1, 2007 Submit scholarship applications t?APSWV Scholarship Award,

P. O. Box 11488, Charleston, WV 25333he scholarship recipient will be notified prior to
LAPSWV’s Annual Senimar and Meeting.

For more information concerning the CLA exam, wsitw.nala.org or contact LAPSWYV officers
Lorena Shingleton, ACP, NALA Liaison, or Cynthiawther, ACP, First Vice President. Applicants
are not required to be NALA members.

Congratulations to Sandra Castillo, CLA

Sandra is a member of LAPSWYV and is now one of the 101 scholarship applications can be
and is employed as a legal CLAs in West Virginia. found at www.lapswv.org. The
assistant with the Marsteller Law LAPSWYV is proud of Sandra’s deadline for the CLA Exam
Office in Huntington, WV. accomplishment and looks scholarship is May 1, 2007. If

Sandra was LAPSWV’s 2006 forward to presenting the 2007 you have any questions, please
CLA Exam Scholarship Winner. CLA Exam Scholarship during feel free to contact any

She obtained her CLA its May 18, 2007 Seminar and member of the Executive
certification in January, 2007,  Meeting. Remember, Committee.

1, S ((#& *

LAPSWV members in Pepsi with a profit of $197.00 expenses of the annual meeting.
Charleston and Huntington being made. The CharlestorThe winner of the one-night stay
participated in two fundraisers. area members sold raffleat Stonewall Resort was James
The Huntington area members tickets for a one-night stay forKline of Charleston, WV.

participated in selling Pepsi two at The Stonewall Resort.
products. Brandy Hayton Fourteen members sold tickets
chaired that activity and about and $345 was generated in
8 or 9 members purchasedsales to be used toward

V. Jane Lambert, CLA
Treasurer, LAPSWV

y s < Fe=
The existing projects are person’s talent. At times builds and renews itself.
SuccESel because el 1e.only & il encourBGEMeNS  please now | am avaiatle o
. rzin In mlrni'['lrVI as r Sr?iz J d N ire he or sh each and every member and
Serving on co ees as ecognize a desire he or she 104 1o uphold the integrity
chairpersons or committee may have to serve in an active : :
. o and professionalism of
members. Our present role within the organization.
. ; . - . LAPSWV.
challenge is to find dynamic andBy providing the service of
effective individuals to train and training and mentoring others, - Rhonda Swartz, CLA

mentor as leaders utilizing each the organization constantly President - LAPSWV
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MEMBER SPOTLIGHT

Lorena
Shingleton,

ACP— NALA
Liaison -
LAPSWV
2006-2007

Favorite Thing about
LAPSWYV: The friendships |
have made and the resources |

have at my fingertips. | am very

proud to be a member of such a

great organization. The

paralegals that are members are

not only members, they are my
friends. From my CLA study
group to the executive
committee, | never imagined
the friendships | would have
found.

| have been a legal

assistant/paralegal since1999

and am currently employed by
Steptoe & Johnson PLLC.

Why | chose the legal

profession | would not say |
actually “chose” the legal
profession, | kind of fell into it.
As a senior in high school, |
was also attending freshman
college classes. Needless to
say, at the end of my senior
year in high school, my brain
was tired so | decided to take a

semester off from college to re-
think my future. Not wanting to

waste time, | decided to take a

legal secretary training course.

Once | started that, | fell in love
with the legal field. | started out
at the very bottom of the
ladder, from a file clerk, to
receptionist, to legal secretary,
and finally becoming a
paralegal. | attended night
classes while | worked my way
up. | would never give up any
of the jobs | had and cherish all
of the skills | gained. | honestly
do not think | would be where |
am today without starting from
the bottom.

My advice to anyone

considering the legal

profession | would tell anyone
considering the legal field to
find a mentor or a resource for

" 666 6&&

My friends call me: “LoLo".
How did I get this name? When
my husband’s late grandfather
was on his way from Florida to

meet me for the first time, he
kept asking his wife what my
name was, and he said that he
would not remember it so he
could call me LoLo. Well, over
tens years later, | am still LoLo.
My niece called me “YoY0”
until she was able to pronounce
her Ls.

My co-workers don'’t know

that: | was raised a military
brat—lived in Germany and all
over the United States until |
was in high school.

| want to be remembered as

asking questions and getting thesomeone whohelped to further
right answers. We all know that the paralegal profession, was a

our schooling helps us, but it is
a whole new world when you
try to apply what you were
taught in school. Almost like
new associates, they know the
law and books, but procedure,
etc. completely escapes them.

My favorite thing to do: Go to

Virginia Tech football games -
yes, | am a Hokie thick and
through. My husband and |

great friend and resource to
fellow paralegals, and someone
who was always the first to step
up and help when and where
help was needed.

* k%

have had season tickets for over

8 years and we are at every

home game.
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LAPSWV will be featuring its members in the “Memi&gpotlight” section of future issues Ab Initio. Please complete the questionnaire
and return it to Cynthia Lowther, ACP, as soon@ssible. Please include a recent photo of yoyrégibu have one.

Member Name CLA CP ACP

| have been a LAPSWYV member since

My favorite thing about LAPSWYV is

| have been a legal assistant/paralegal since and currently am employed by

Why | chose the legal profession

My advice to anyone considering the legal professio

My favorite thing to do is

My friends call me

My co-workers don’t know that |

| want to be remembered as someone who

PLEASE COMPLETE THE QUESTIONNAIRE AND MAIL IT TO: APSWV NEWSLETTER, P. O. Box 11488, Charleston, W8329
Or email it to Cynthia Lowther, ACP at lowthercyn@mwo.com
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LEGAL ASSISTANTSPARALEGALS OF SOUTHERNWEST VIRGINIA

Legal Assistants/Paralegals of Southern West Viagit APSWV") is a non-
38 profit organization established in 2004 in Chadesand Huntington, West Vir-
% &" = > ginia.
LAPSWYV promotes high standards in the legal assigieofession, establishes
% 5206 1 1% networking resources for legal assistants/parategald provides integrity in the
o2& 1" legal community. LAPSWYV also contributes to thenoounity by participating
%' )==A A in a number of charitable programs.

"2 % B %"'5%$" ) .
0% 65% LAPSWV’s members are employed by law firms, goveental agencies, and

corporations in Southern West Virginia.

LAPSWV strives to raise professional standardfiénlégal assistant/paralegal
profession. LAPSWV promotes continuing legal ediocaby offering “Lunch
and Learn” meetings along with special dinner nmggtiwith speakers covering
various legal topics.

Ab Initiois a quarterly publication of Legal Assistants/Paralegaoothern
West Virginia (LAPSWV). None of the information contaeghherein is
intended to be nor should it be construed as legal advice.

LAPSWV T-SHIRT ORDER FORM

Short-sleeve T-shirts onf10 each. Choice of Whifémited availability)or Gray. LAPSWYV logo over front, left chest aréBghind every suc-
cessful attorney is an exhausted Paralejah back. Please make your checks payable to M&PSand mail your order form and check to the
following:

Fund-Raising Committee

LAPSWV

P. O. Box 11488

Charleston, WV 25339

Name: No. of shirts ordered:
Mailing Address: Color: White Gray
Size: S M L XL X 2

Daytime Phone No:

Amount enclosed:



