
Jill I. Francisco, ACP, past 
president of  LAPSWV, was 

Jackson Kelly’s WV Con-
ference Room provides an 
attractive atmosphere for 
LAPSWV’s 2nd Annual 
Meeting and Seminar 

an Affiliate of the National Association of Legal Assistants, Inc. 

By  Donna G. Losey, CLA 

As each case crosses your 
desk, you no doubt review it 
to determine what the case is 
about and what needs to be 
done.  The facts of every 
litigation matter are unique, 
but the litigation process is 
very similar. For this reason 
(and several other reasons I 
will mention), it is helpful to 
prepare a written litigation 
plan at the beginning of a 
case. 

Developing a written 
litigation plan can be time-
consuming, but having a 
written plan from the outset 
will save time in the long run.  
If you do not have a written 
plan in place, each time you 
pick up a file to complete a 
task, you may spend 
unproductive time reviewing 

the entire file and 
redeveloping your thoughts. 
The written plan will serve as 
a reminder of what the case is 
about and where the focus 
should be placed, and it will 
keep you from having to 
reinvent the wheel throughout 
the litigation. 

A written litigation plan also 
facilitates intra-office 
communication and helps the 
litigation team function as a 
unit. With a written plan in 
place, every member of the 
team will have access to the 
plan so that everyone will 
have access to the plan so that 
everyone will be on the same 
page. This will help avoid 
miscommunication or 
misconceptions. 

Clients, especially corporate 
clients, will appreciate a 

written litigation plan that 
keeps them informed allows 
them to gauge their exposure, 
and to anticipate litigation 
costs.  Also, for the 
timesaving reasons already 
pointed out, clients will save 
money if a written litigation 
plan is prepared at the outset 
of the case. 

There are several ways to 
prepare an appropriate 
litigation plan, and having a 
set of guidelines is helpful.  
When you initially review the 
file materials, prepare a 
preliminary analysis of the 
case that considers the 
following: 

What are the primary facts 
(the “Five Ws” - Who, What, 
When, Where, Why)? 

(Cont’d on page 8) 
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elected as the NALA Affiliated 
Associations Secretary at 
NALA’s  31st Annual Conven-
tion in Tampa, Florida, in July, 
2006.   

The NALA Affiliated Associa-
tions program helps state and 
local paralegal associations in 
pursuit of their goals.  Almost 
90 paralegal associations are 
affiliated with NALA, including 
Legal Assistants/Paralegals of 

Southern West Virginia.   

Jill served as charter President 
of LAPSWV from 2004-2006.  
Jill previously served on 
NALA’s Professional Develop-
ment Committee from 2003-
2006. 

Jill has been employed as a legal 
assistant with the Huntington 
firm of Huddleston Bolen LLC 
since 1997. 
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NALA CAMPUS LIVE! 

Fall 2006 Schedule 

Real Time CLE Online with 
Live Presentations 

http://www.nalacampus.com 

 

November 

3 Basic Business 
 Organizations 

7 Workers’ 
 Compensation Law 
 Overview 

8 Tax-Exempt 
 Installment and Lease 
 Purchase Financing  

9 Effective Use of the 
 Internet for 
 Paralegals 

10 Judgment & Legal 
 Analysis 

17 Fact Analysis & 
 Interpretation for 
 Paralegals 

December 

7 Product Liability 
 Litigation for 
 Paralegals 

 

At times only a little 
encouragement is necessary 
for someone to recognize a 
desire he or she may have to 
serve in an active role within 
the organization.  By 
providing the service of 
training and mentoring others, 
the organization constantly 
builds and renews itself. 

Please know I am available to 
each and every member and 
intend to uphold the integrity 
and professionalism of 
LAPSWV. 

 

 - Rhonda Swartz, CLA 
President - LAPSWV 


����1���:��2������

 

 

 

 

 

With the resignation of 
President, Nancy Knurek, the 
bylaws provide for the First 
Vice President to succeed to the 
office for the remainder of the 
unexpired term and for the 
following year.  So, here I 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 a pro bono program 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. 

The existing projects are 
successful because there are 
very dedicated individuals 
serving on committees as 
chairpersons or committee 
members.  Our present 
challenge is to find dynamic 
and effective individuals to 
train and mentor as leaders 
utilizing each person’s talent.   
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November 8, 2006 - Lunch & 
Learn - WV Higher Ed Policy 
Commission - Dennis C. 
Taylor, Vice Chancellor for 
Administration. Huddleston 
Bolen, Huntington 

November 14, 2006 - Lunch & 
Learn - WV CASA - Monica 
Donohoe, CEO/State Director. 
Chase Bank, 707 Va. St E, Rm 
L1, Charleston 

December 7, 2006 - Christmas 
Social  - Hampton Inn, Teays 
Valley (Time to be announced) 

January 17, 2006 - Lunch & 
Learn - The Write Word, LLC 
- Katy Brown. Huddleston 
Bolen, Huntington 

February 15, 2006 - Lunch & 
Learn - The Write Word, LLC 
- Katy Brown. Chase Bank, 
707 Va. St E, Rm L1, 
Charleston 

March, 2007— Dinner 
Meeting (Date, Location, & 
Speaker to be announced) 

May 18, 2007 - 3rd Annual 
LAPSWV Seminar & Meeting 
(Location and Seminar Topics 
to be announced) 



Amendments to the Federal 
Rules of Civil Procedures 
concerning the discovery of 
"electronically stored 
information" go into effect 
December 1, 2006.  

The amendments include 
revisions and additions to 
Rules 16, 26, 33, 34, 37, and 
45, as well as Form 35.  

Rule 16. (Pretrial Conferences; 
Scheduling;  Management) 
Establishes process for the 
parties and court to address 
early issues pertaining to the 
disclosure and discovery of 
electronic information. 

Rule 26. (General Provisions 
Governing Discovery; Duty of 
Disclosure) Requires parties to 

sizes 0-30. Alterations and  

special ordering are also 
available. 

Vintage & Vogue is located at 
4655 US Route 152 and is 
open from 11 am to 7 pm 
Monday through Friday and 
from 11 am to 5 pm Saturday 
and Sunday, or by 
appointment. 

Peggy Holland has been a 
legal assistant since 2002 with 
the  Roskinsky Law Office in 
Huntington, WV.   

shop, Peggy seized the 
opportunity to open a dress 
shop in an upstairs area of the 
floral shop.   

Vintage & Vogue displays a 
wide selection of vintage 
dresses, new and vintage 
wedding dresses, handbags, 
shoes, and jewelry. Peggy 
prides herself on trying to 
cover everyone’s taste.   

Vintage & Vogue also carries 
current fashions, designer 
brands, and a full range of 
2006 formal wear dresses in 

LAPSWV member Peggy 
Holland was recently featured 
in the Huntington Herald 
Dispatch when she opened the 
doors of her vintage dress 
shop in September.   

Inspired by her grandmother, 
and her own love for pretty 
dresses and jewelry, Peggy 
began collecting what her 
husband refers to as “junk 
jewelry” - a collection that 
grew to include dresses, 
handbags, and other items.  
When a friend opened a floral 
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Discovery; Sanctions) Creates a 
"safe harbor" that protects a party 
from sanctions for failing to 
provide electronically stored 
information lost because of the 
routine operation of the party's 
computer system. 

Rule 45. (Subpoena) Technical 
amendments that conform to 
other proposed amendments 
regarding discovery of 
electronically stored information. 

Form 35. (Report of Parties' 
Planning Meeting) Technical 
revision reflecting the proposed 
amendment to Civil Rule 26. 

For more information on the rule 
changes to take effect on 
December 1, 2006, please visit 
http://www.uscourts.gov/rules/ne
wrules6.html  

discuss during the discovery-
planning conference issues 
relating to the disclosure and 
discovery of electronically 
stored information). 

Rule 33. (Interrogatories to 
Parties) Expressly provides 
that an answer to an 
interrogatory involving 
review of business records 
should involve a search of 
electronically stored 
information. 

Rule 34. (Production of 
Documents and Things and 
Entry Upon Land for 
Inspection and Other 
Purposes) Distinguishes 
between electronically stored 
information and "documents." 

Rule 37. (Failure to Make 
Disclosure or Cooperate in 
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LAPSWV members, Cindy 
Lowther, CLA, Lorena Shingle-
ton, CLA, and Anna Skaggs, CP 
recently made presentations to 
the  Legal Studies classes at 
Mountain State University in 
Beckley, WV, regarding the 
functions of LAPSWV and the 
role of a paralegal in the legal 

profession. LAPSWV and 
Mountain State University’s 
Legal Studies Program hope to 
build a strong partnership in 
promoting the professionalism 
of paralegals in West Virginia, 
and in particular, in  Raleigh 
County and surrounding areas. 

Priscilla H. Gay, J.D. is the Direc-
tor of the Legal Studies program 
at Mountain State University. 

LAPSWV received three student 
member applications and one 
sustaining member application as 
a result of the trip to Beckley. 

l-r: Priscilla Gay, JD, 
Cindy Lowther, CLA. 

Advanced Paralegal 
Certification (APC) 
Program is now on-

line!! 

NALA’s APC program is 
now on-line with three 

courses currently 
available in the areas of 

Discovery, Contract 
Management/Contract 
Administration, and 

Social Security Disability.  

For further details and 
course descriptions, visit 

the APC website at 
www.nala.org/apcweb/index.html 
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L-R: Rhonda Swartz, CLA, 
President; Cynthia Lowther, CLA, 
1st Vice-President; Loretta 
Stevens, CP, Secretary; V. Jane 
Lambert, CLA, Treasurer; Lorena 
Shingleton, CLA, NALA Liaison; 
and Joyce Wi lson ,  CLA, 
Historian/Parliamentarian.  Not 
pictured: Donna Losey, CLA, 2nd 
Vice-President. 

President 
Rhonda Swartz, CLA 
rswartz@kvinet.com 
 
First Vice-President 
Cynthia Lowther, CLA 
lowthercyn@yahoo.com 
 
Second Vice-President 
Donna Losey, CLA 
dgl@lampodell.com 

Secretary 
Loretta Stevens, CP 
l.stevens@kaycasto.com 
 
Treasurer 
V. Jane Lambert, CLA 
vjlambert@charter.net 
 
 
 
 

NALA Liaison 
Lorena Shingleton, CLA 
lorena.shingleton@steptoe-
johnson.com 
 
Historian/Parliamentarian:  
Joyce Wilson, CLA 
jwilson@spilmanlaw.com 

Cari Reed 
Offutt Fisher & Nord 
Huntington, WV 
 
Erin Evans 
Jackson Kelly PLLC 
Charleston, WV 
 

REMEMBER : LAPSWV will 
waive the 2007-2008 annual dues 
for the member recruiting the 
most new members during the 

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. 

Be sure to ask your recruit to 
mention your name on his or 
her application form. 

Dionne Bartley 
Huddleston Bolen LLC 
Huntington, WV 
 
Carla Chapman 
Steptoe & Johnson PLLC 
Huntington, WV 
 
Bobbi Goad 
Steptoe & Johnson PLLC 
Huntington, WV 
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Advertising  
Donna Losey, CLA -  Co-Chair 
Anna Skaggs, CLA - Co-Chair 
Cynthia Lowther, CLA 
Lorena Shingleton, CLA 
 
Audit 
To be appointed by President 
 
CLA Study Program 
Patricia Schoolcraft, CLA 
 
Educational Programs 
Cynthia Lowther, CLA - Chair 
 
 

Finance 
V. Jane Lambert, CLA 
 
Fund-Raising  
Cynthia Lowther, CLA - Chair 
Brandy Hayton 
V. Jane Lambert, CLA 
Tracey Long 
Lorena Shingleton, CLA 
Anna Skaggs, CP 
 
Membership  
Donna Losey, CLA - Chair 
Jill Francisco, ACP 
V. Jane Lambert, CLA 
Cynthia Lowther, CLA 

Patricia Schoolcraft, CLA 
 
Newsletter  
Cynthia Lowther, CLA - Chair 
Lorena Shingleton, CLA 
 
Nominations/Elections  
To be appointed by President 
 
Public Relations/Community 
Services  
V. Jane Lambert, CLA 
Debbie Platt 
 
Website 
Lorena Shingleton, CLA - Chair 
 

LAPSWV currently has 

75 members: 

70 Active members; 

4 Student members; and  

1 Sustaining member. 

(1 ACP & 25 CLAs/CPs) 

_______ 

 

Applications pending 
approval:  

1 active member, 3 
student members, and 1 

sustaining member 



Teresa Williams (Huntington) 

December Birthdays 

No December Birthdays 

January Birthdays 

Renee Clay (Charleston) 

Karen Nichols, CLA (Charleston) 

Rebecca Richardson (Huntington) 

By V. Jane Lambert, CLA 

Since early June 2006, six 
paralegals have been working 
at the Charleston office of 
Legal Aid of West Virginia 
(LAWV) to assist with the 
delivery of legal services to 
West Virginians.   

Volunteers Ruth Sheff and Jane 
Lambert accompanied Benita 
Whitman, a Legal Aid attorney, 
to a hearing in Logan on 
August 24.  The hearing was 
held before a State Hearing 
Officer, Board of Review, WV 
Department of Health and 
Human Resources.  It was an 
appeal from a denial of medical 
eligibility for home services to 
a client under Title XIX 
Aged/Disabled Waiver Services 
Program.  At the hearing, Ruth 
Sheff (a paralegal at Steptoe & 
Johnson) examined a witness 
and introduced evidence on 
behalf of the client.  As a result 
of the hearing, the decision of 
the State Hearing Officer 
reversed the action of the HHS 
and reinstated home healthcare 
for the client.   

The Huntington office of 
LAWV will benefit from the 
volunteer efforts of a group of 
paralegals in that area 
beginning in November 2006.   

 

What is Legal Aid of West 
Virginia?  

LAWV provides legal services 
to West Virginians at no 
charge.  Some of the cases are 
civil legal problems such as 
divorces, evictions, and welfare 
benefit problems.  LAWV 
assists people who live in 
nursing homes, personal care 
homes, and provides services to 
individuals with behavioral 
health challenges while in state 
operated psychiatric hospitals 
throughout West Virginia. 

About 80% of the cases 
handled by LAWV involve 
family law, such as domestic 
violence and abuse and child 
custody cases.  Other cases may 
involve landlord-tenant and 
housing law, benefit cases such 
as food stamps, unemployment 
compensation, and social 
security disability.   

Legal Aid has 13 offices 
statewide. 

Public support through 
fundraising events keeps this 
important work continuing.   
Legal Aid offices are currently 
offering a cookbook for $10 to 
help raise funds to provide 
legal services to more clients.   

What work do volunteers 
help perform? 

Volunteers assist with 
organizing files, drafting 
requests for medical records, 
drafting pleadings, discovery 
requests, editing typed 
materials, photocopying, call-
backs to clients, entry of data to 
update client records, and some 
legal research.   

Presently, the Charleston 
volunteers work two hours in 
the evening on every other 
Thursday.  Since June to the 
end of October, Ruth Sheff has 
worked more than 24 hours, 
Jane Lambert more than 22 
hours, Anna Skaggs and 
Suzette Smalls have worked 16 
hours each, Nancy Knurek - 12 
hours, Cindy Lowther - 8 
hours, and Lorena Shingleton - 
2 hours. 

The Huntington volunteers will 
be working a varied schedule, 
i.e. one hour in early morning, 
one hour during a lunch, and 
some evenings.   

An application for Volunteer 
Services is located on the 
website: www.lapswv.org 

If you have a couple extra 
hours a month, why not 
volunteer to help out at Legal 
Aid?   

If there are questions or you need 
more information, contact me at:  
vjlambert@charter.net 

November Birthdays 

Brooke Caudill (Charleston) 

Susan Gebhardt (Huntington) 

Rebecca Hopkins (Charleston) 

Nancy Knurek, CLA (Charleston) 

Donna Losey, CLA (Huntington) 

Grace West (Charleston) 

October  Birthdays 

Heather Bergdall (Huntington) 

Jill Francisco, ACP (Huntington) 

Margie Kiper (Charleston) 

Loretta Stevens, CP (Charleston) 

Rhonda Swartz, CLA (Charleston) 

Terri Swindler (Huntington) 

BIRTHDAY WISHES TO OUR MEMBERS   

Legal Aid of West Virginia and 

pro bono project of LAPSWV 
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CLA EXAM  

SCHEDULE 

————— 

Exam - December 1-2, 2006 

Application Deadline: 10/01/06 

Late Application Deadline: 
10/16/06 

Exam - March 23-24, 2007 

Application Deadline: 01/15/07 

Late Application Deadline: 
01/29/07 

Exam - July 20-21, 2007 

Application Deadline: 05/15/07 

Late Application Deadline: 
05/30/07 

Exam - November 30-
December 1, 2007 

Application Deadline: 10/01/07 

Late Application Deadline: 
10/16/07 

 

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



By Lorena Shingleton, CLA 

I have said it many, many times 
but the only word that keeps 
coming to mind to describe my 
first NALA Convention is 
WOW!!!!!  It was an awesome 
experience that I hope to enjoy 
every year from this point 
forward.  

After deciding that I would 
attend the convention, it was 
now time to register and pick 
an educational track.  Sounds 
simple, huh?  I thought the 
same thing, until I began to fill 
out the form!  The mass amount 
of educational programs that 
NALA was offering was 
overwhelming to me.  I 
honestly wanted to attend all of 
the lectures and programs, but, 
of course, that would be 
impossible – so I decided that I 
would benefit more from the 
courses offered in the 
Leadership Track.   

My journey to Tampa began a 
few days earlier than some.  I 
decided to take a few days off 
for myself to enjoy the sun and 
beaches that Florida had to 
offer - all the while getting to 
play catch up with family that 
lived in the area.  So after 
playing around for three days, it 
was time to head back to the 
airport to meet up with my 
friend, roommate, and fellow 
first timer, Cindy Lowther.   

After getting registered and 
settled in, we were off to the 
earlybird reception.  I was 
finally able to meet many of the 
paralegals that I had read and 
heard about through my 
affiliation with NALA.  These 
were the pioneers of our 
profession, the women who 
have tirelessly promoted our 
profession since NALA’s 
inception.  Was I really here 
with these women?  Yes, I 

was!!  After only a few hours 
into my four day convention, I 
was already feeling like I had 
known these people for years 
and I felt totally comfortable 
with everyone.  I asked myself 
how could it get much better 
than this?  Well, it was only the 
beginning. 

The next day began with a very 
inspirational lecture from the 
Honorable William F. Downes, 
Chief Judge of the District of 
Wyoming.  Not only was he a 
moving speaker, he truly 
realized the value and necessity 
of a paralegal.  The all 
convention luncheon was next.  
Being first timers, Cindy and I 
were warmly welcomed to join 
Sharon Roberts, Region 2 
Director.  We enjoyed many 
conversations with other 
Region 2 attendees and also 
had the chance to chat with 
some fellow West Virginia 
attendees.  The remainder of 
the day included presentations 
from several affiliated 
associations.  We received 
useful information on how to 
build and sustain our 
membership and how to 
develop and market a CLA 
review course - two topics that 
certainly peaked my interest.  I 
couldn’t wait to go home and 
share all the great ideas with 
the members of my affiliate.  
The evening ended with 
another reception where Cindy 
and I were once again 
welcomed and embraced by all 
in attendance. 

Thursday began with what 
turned out to be my most 
enjoyable session.  Hugh 
Johnson, a professor at Barry 
University in Miami, Florida 
presented a crash course on 
public speaking.  He had me at 
full attention the entire time.  I 

wanted to put him on an 
airplane back to West Virginia 
so my fellow LAPSWV 
members could hear him speak 
- he was really that good!   

Well, it was now Friday, my 
last full day of the convention.  
Today was the day we would 
put LAPSWV on display.  The 
majority of the Affiliated 
Associations in attendance 
decorated tables to inform 
NALA attendees about their 
organization.   Cindy and I 
worked hard to put together a 
very professional display about 
all that LAPSWV has  
accomplished in just two short 
years of existence.  Armed with 
photographs, newsletters, 
staplers with our logo, and 
much more, we showcased 
LAPSWV and West Virginia 
with pride.  We also had a 
chance to view other Affiliated 
Associations tables and collect 
tons of freebies.  

I spent the rest of the day 
attending a seminar on 
discovery and the business 
session.  At the business 
session, I was able to 
participate in several different 
break out sessions on various 
topics, heard speeches from 
NALA officers and Regional 
Directors, had the pleasure of 
seeing LAPSWV’s own Jill 
Francisco, ACP elected as the 
Affiliated Associations 
Secretary, and Jane Lambert, 
CLA accept an Affiliates 
Award which recognized her 
service and valuable 
contributions to LAPSWV.  
Cindy and I ended our day with 
a fun filled group excursion to 
Ybor City where we dined at 
the Tampa Bay Brewery and 
enjoyed some of the night life. 

(cont’d on page 11) 
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Wow!! What a view... 

Nancy 
Mendenhall,  
CLA, NALA 
Affiliated 
Associations 
Director 

Jill Francisco,  
ACP, NALA 
Affiliated 
Associations 
Secretary 

Jane Lambert, CLA & Stephanie 
Green, CLA, accepting Affiliated 
Associations Awards 

WV Paralegals at NALA 
Convention, l-r: Stephanie 
Green, CLA, Jill Francisco, 
ACP, Cindy Lowther, CLA, 
Lorena Shingleton, CLA, and 
Jane Lambert, CLA 
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As of October 24, 2006, the 
LAPSWV Treasury had a 
balance of $3,829.68.  This 
amount includes $1,950.00 in 
the Scholarship Fund, and the 
remaining $1,879.68 in the 
general fund.   

The Macy's fundraiser 
generated $670.00 for the 
scholarship fund.   

Since taking over as Treasurer 
on 7/15/06, membership dues 

have totaled $2,050.00, and the 
major expenses have been:  
$300.00 for brochures, $821.44 
for speaker gifts and table 
cover with LAPSWV logo, 
$225.00 NALA affiliated 
association fee, and $50.00 
donation to Greater Kanawha 
Valley Foundation for the 
cancer awareness walk in 
Huntington.  Other expenses 
have been $115.64 in fees to 
ship materials to Tampa for 

NALA’s annual seminar, and 
$66.39 in postage to send new 
member packets.   

A complete report of all 
expenditures is attached to the 
official minutes of LAPSWV at 
each quarterly meeting of the 
membership.   

 
V. Jane Lambert, CLA 

Treasurer, LAPSWV 
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As a benefit of membership in 
LAPSWV, 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.  

Applications will be accepted 
in 2007 for an award to be 

presented  at the 3rd Annual 
Seminar and Meeting n May 
2007.  Additional information 
is available on the website at 

www.lapswv.org 
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As of September 22, 2005, 
LAPSWV had 70 members 
(25 CLAs, 1 ACP).   

 

LAPSWV provided several 
educational opportunities to 
its members during this 
quarter, including Labor and 
Employment Law Updates,; 
Litigation Trial Technology 
Overview;  Answering 
Written Discovery; Legal 
Aid of WV and the 
Medicare/Waiver Program.  

 

LAPSWV had 4 members 
attend NALA’s 31st Annual 
Convention in Tampa, 
Florida (Jill Francisco, ACP; 
Jane Lambert, CLA; Cindy 
Lowther, CLA; and Lorena 
Shingleton, CLA). 

 

LAPSWV has partnered 
with Legal Aid of WV to 
assist in providing legal 
services to low-income West 
Virginians in non-criminal 
disputes. Volunteers work 
two Thursday evenings each 
month at the Charleston 
office. Members will begin 
volunteering in the 
Huntington office soon. 

A complete membership roster 
(current as of 09/22/06)  was 
provided to NALA. 

 

Executive Officers elected to 
1-year terms at the annual 
meeting: President, Nancy 
Knurek, CLA; 1st VP, Rhonda 
Swartz, CLA; 2nd VP, Cynthia 
Lowther, CLA; Secretary, 
Loretta Stevens, CP; Treasurer, 
Jane Lambert, CLA; NALA 
Liaison, Lorena Shingleton, 
CLA; Joyce Wilson, CLA, was 
re-appointed as Historian / 
Parliamentarian. 

 

During an Executive 
Committee meeting on August 
29, 2006, Nancy Knurek, CLA, 
resigned her position as 
LAPSWV President due to 
personal reasons. 

 

Current officers are: President, 
Rhonda Swartz, CLA; 1st VP, 
Cynthia Lowther, CLA; 2nd 
VP, Vacant, Secretary, Loretta 
Stevens, CP; Treasurer, Jane 
Lambert, CLA; Joyce Wilson, 
CLA, retained her appointment 
as Historian / Parliamentarian. 

 

Fiscal Year Begins: July 1, 2006 

 

Fiscal Year Ends: June 30, 2007 

 

Date Current Officers Elected: 
May 12, 2006 

 

Annual Meeting Date for 
Current Fiscal Year:  

May 18, 2007 

 

General Information: 

 

LAPSWV’s newsletter, Ab Initio, 
can be found on the website at 
www.lapswv.org and by clicking 
on the Newsletter link. 

 

This report was submitted  to 
NALA on September 22, 2006 
by: 

 

 Lorena Shingleton, CLA    

       2006-2007 NALA Liaison 

LAPSWV 

Certified Legal Assistants 

Congratulations to  Megan 
Sayre, CLA. Megan is a 
member of LAPSWV and is 
employed as a legal assistant 
with the law office of Baker & 
Lancianese in Huntington, 
WV.  Megan received her 
certification in September, 
2006. 

Through December 1990, 
3,974 legal assistants were 
certified throughout the 
country. As of the July, 2006 
testing session, there were 
13,729 Certified Legal 
Assistants.  

In order to pass, a legal 
assistant much successfully 
complete all five sections of 
the CLA examination within a 
three-year period. 



What are the substantive fact 
issues?  

· What are the disputed 
issues? 

· What facts might the 
opposing party rely upon 
to support its position on 
the disputed issues? 

· What defenses might be 
asserted? 

What are the legal issues? 

· What are the obligations 
and duties? 

· Are there contractual 
rights or remedies 
involved such as 
indemnification? 

· Are we required to 
arbitrate or mediate? 

· What defenses might be 
asserted? 

Procedure 

· Is the venue proper? 

· Can this case be removed? 

· Are there additional claims 
that should be named? 

· Are there additional claims 
that should be asserted 

· What are our affirmative 
defenses? 

· Assess opposing counsel 
and his or her tendencies 

Discovery 

· Is this a case that will 
require substantial 
discovery? 

· How many potential 
witnesses are involved and 
hwere are they located? 

· How many documents are 
involved and how much 

will it cost to reproduce 
them? 

What is the client’s potential 
exposure? 

· What are the actual 
damages? 

· What are the special 
damages? 

· Is interest involved? 

· Are there punitive 
damages? 

· Is anyone seeking 
injunctive relief? 

What is our objective? 

· What are the specific 
goals? 

· What are obstacles to this 
objective? 

When you have completed a 
preliminary analysis, prepare a 
written litigation plan. Prepare 
the plan carefully as this will 
serve as a guide throught out 
the course of the litigation.  As 
the case progresses and new 
facts and documents surface, 
the litigation plan will need to 
be periodically reviewed and 
altered to fit new situations. 

In developing the plan, it is 
helpful to divide it into at least 
two sections, such as 1) 
summary of the case and 2) 
analysis of the case. Following 
are items to consider when 
preparing a summary and 
analysis for the litigation plan. 

Liability  

· What is the likelihood that 
we will succeed? 

· What is this anticipated 
success based upon? 

 

Damages 

· What are the damages? 

· What informatio exists that 
supports these damages? 

Settlement 

· How much is the case 
worth from the plaintiff’s 
perspective? 

· How much is the case 
worth from the defendant’s 
perspective? 

· Should we consider 
settlement and, if so, what 
would be a good 
compromise amount? 

Analysis of Case 

· Facts of the case, including 
discussion of key 
documents/witnesses 

· Proposed factual and legal 
theory of case as it relates 
to both liability and 
damages, with supporting 
rationale 

· Opposing counsel’s 
expected factual and legal 
theory of the case as it 
relates to both liability and 
damages, with supporting 
rationale 

· Disputed issues of cat 

· Legal issues 

· Strengths and weaknesses 
of case 

· Litigation objectives: 

   — Likely litigation objectives 
of opposing counsel 

   — Your litigation objectives 

· Litigation strategy 

   — Opposing counsel’s 
expected strategy and rationale 

(Cont’d on Page 9) 
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Key Points for a 

 Litigation Plan 

 

· Primary Facts 

 

· Substantive Fact Issues 

 

· Legal Issues 

 

· Procedure 

 

· Discovery 

 

· Client’s Potential  

 

· Exposure 

 

· Objective 

 

· Liability 

 

· Damages 

 

· Settlement 

 

· Analysis 



A litigation plan can be 
complex or simple, but the 
more information you 
incorporate into your initial 
written plan, the more time you 
will save in the long run.  A 
comprehensive litigation plan 
does not necessarily mean you 
will achieve your objective, but 
it will provide a smoother path.  
Review your file, develop a 
plan, and make your goal a 
reality instead of a wish. 

Reprinted with permission of 
the National Association of 
Legal Assistants and Donna G. 
Losey, CLA. The article 
originally appeared in the 
August, 2006 issue of FACTS & 
FINDINGS, the quarterly 
magazine for legal assistants. 
The article is reprinted here in  
its entirety. For further 
information, contact NALA at 
www.nala.org or phone 918-
587-6828. 

Donna G. Losey, CLA, is a 
civil litigation paralegal at 
Lamp, O’Dell, Bartram, Levy 
& Trautwein, PLLC, in 
Huntington, WV.  She has 
been a legal assistant since 
1988 and earned her CLA in 
2005.  She is currently 
pursuing a BBA degree at 
Marshall University in 
Huntington. 
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LAPSWV participated in 
Macy’s National Shop-for-a 
Cause sale on September 16, 
2006. 

Macy’s offered non-profit 
organizations the opportunity to 
sell coupons and retain 100% 
of the sales proceeds. 

LAPSWV sold 134 coupons, at 

$5 each, and raised $670 for its 
scholarship programs. 

LAPSWV offers a scholarship 
in the amount of $500 to a 
qualified individual enrolled 
(full-time or part-time) in the 
Legal Assisting Technology 
Program at Marshall 
University.  

LAPSWV also offers a CLA 
Exam Fee Award of 
$225 for NALA members or 
$250 for non-NALA 
members.  

For more information on 
application deadlines visit 
www.lapswv.org.  
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www.reference.com 

(Almanac, Atlas, Dictionary, 
Thesaurus, Web Directory, 
Literary Texts and Resources, 
Medical and Health Resources, 
Find a Person, Reverse Phone 
number lookup, Reverse 
Address lookup, Area and 
ZIP/Postal Codes) 

 

www.refdesk.com 

(Indexes quality, credible, and 
timely resources that are free 
and family-friendly 

 

www.findarticles.com 

(Keyword searchable database 
of recent articles and 
newswires) 

 

www.uscourts.gov/rules/newru
les6.html 

(Federal Civil Procedure 
Changes, December 2006) 

 

If you have a special link you 
rely on for that hard-to-find 
information, please share with 
us by sending your link via 

email to Lorena Shingleton, 
CLA, at 
lorena.shingleton@steptoe-
johnson.com 

Don’t  forget to check out the 
Links page at www.lapswv.org 
where you should be able to 
find a resource for anything 
you are searching for. 
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LAPSWV offers a 

scholarship in the amount 
of $500 to a qualified 

individual enrolled (full-
time or part-time) in the 

Legal Assisting 
Technology Program at 

Marshall University.  The 
application deadline is 

October 31, 2006.  

Scholarship applications 
may be obtained from the 

website at 
www.lapswv.org.  

Please review the criteria 
attached to the application 

for more information.   

EEE �
Applications for 2007 

Spring semester will be 
accepted on or after 

January 1, 2007. 



LAPSWV will be featuring its members in the “Member Spotlight” section of future issues of Ab Initio. Please complete the questionnaire 
and return it to Cynthia Lowther, CLA, as soon as possible.  Please include a recent photo of yourself, if you have one.   

 

Member Name ______________________________________________    CLA ___  CP ___   ACP ___ 

 

I have been a LAPSWV member since ___________________  

 

My favorite thing about LAPSWV is _______________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

 

I have been a legal assistant/paralegal since _______________ and currently am employed by _________________________________ 

 

Why I chose the legal profession __________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

_____________________________________________________________________________________________________________ 

 

My advice to anyone considering the legal profession _________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

My favorite thing to do is _______________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

My friends call me ____________________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

My co-workers don’t know that I _________________________________________________________________________________ 

____________________________________________________________________________________________________________ 

 

I want to be remembered as someone who _________________________________________________________________________ 

___________________________________________________________________________________________________________ 

 

PLEASE COMPLETE THE QUESTIONNAIRE AND MAIL IT TO: LAPSWV NEWSLETTER, P. O. Box 11488, Charleston, WV 25339 

Or email it to Cynthia Lowther, CLA at lowthercyn@yahoo.com  
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actively involved in paralegal 
profession organizations has 
been so beneficial for me that I 
wanted to pass this along. If 
you are involved, you know 
what I mean, if you are not 
involved, now is the time…. 
LAPSWV needs you.  
Involvement is the lifeblood 
that keeps our organization 
growing. Each LAPSWV 
member holds an important 
position in the organization. 
LAPSWV cannot meet any of 
its goals without support from 
every member.  

I, along with three current 
LAPSWV board members, 
attended NALA’s 31st Annual 
Convention in Tampa, FL. We 
have returned energized and 
excited to direct our energy and 
enthusiasm into LAPSWV and 
keep the convention 

momentum going. LAPSWV 
has accomplished so much in 
just two short years, with so 
much more to do. We are very 
fortunate to have a dedicated 
and professional executive 
committee in place to lead 
LAPSWV full-speed into the 
future.  But, every member can 
do their part. If you know 
someone who is working as a 
paralegal or legal assistant who 
is not a member of LAPSWV, 
encourage him or her to join.  

Show your support for 
LAPSWV by attending 
monthly “Lunch and Learn” 
meetings. There are so many 
ways, big and small, to get 
involved.  

 

I look forward to seeing you at 
LAPSW events. 

Past President’s Column 
By Jill Francisco, ACP, LAPSWV Charter President 2004-2006 
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Do You Just Belong? 
Do you do your part with your 
hand upon the stick?  
Or do you leave the work to 
others, then talk about the 
clique?  
Think this over, you know right 
from wrong:  
Are you an active member, or 
do you "Just Belong?"  
Are you an active member, the 
kind that would be missed?  
Or are you just content that your 
name is on the list?  
Do you attend the meeting and 
mingle with the flock?  
Or do you stay at home and 
criticize and knock?  
Do you take an active part to 
help the work along?  
Or are you satisfied to only "Just 
Belong? 

I came across the above while 
surfing the internet. Being 

PLEASE BEAR WITH US …. 

LAPSWV is in the process of changing webmasters.  Our website may be out-of-
date while we get information transferred from one webmaster to the other. We 
hope to have everything updated within the next two weeks. 

If you have questions regarding  a LAPSWV function and don’t see it on the 
website, please contact Lorena Shingleton, CLA, at lorena.shingleton@steptoe-
johnson.com. 
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On Saturday, I attended a game 
show themed session on stress. 
Terry Halstead, CLA from 
Montana did a great job with it 
and my convention experience 
ended with the past NALA 
presidents spelling out ethics. 

Well, the convention was 
officially over and I was a bit 
bummed.  I had such a great 
time - could it really be over?  
The friends I made, the 
knowledge I gained, and the 

overall experience cannot be put 
into words.  I now get it when 
past NALA attendees say once 
you attend a NALA convention 
you are hooked.  I can’t wait to 
attend next year’s convention in 
New Orleans!! 

Lorena Shingleton, CLA,  is a 
paralegal in the Business, 
Environmental, and Litigation 
Departments of Steptoe & 
Johnson PLLC's Charleston 
office.  

Lorena received her CLA in 
2005 and was elected NALA 
Liaison for LAPSWV in May, 
2006. 

 

LAPSWV Affiliated 
Associations Table 

Cindy Lowther, CLA, and 
Lorena Shingleton, CLA,  
showcasing LAPSWV 

It’s Never to Early... 
...to start planning for 
NALA’s 32nd Annual Con-
vention ... 
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Ab InitioAb InitioAb InitioAb Initio is a quarterly publication of Legal Assistants/Paralegals of Southern 
West Virginia (LAPSWV).  None of the information contained herein is 
intended to be nor should it be construed as legal advice. 

LEGAL ASSISTANTS/PARALEGALS OF SOUTHERN WEST VIRGINIA  

Legal Assistants/Paralegals of Southern West Virginia (“LAPSWV”) is a non-
profit organization established in 2004 in Charleston and Huntington, West Vir-
ginia. 

LAPSWV promotes high standards in the legal assistant profession, establishes 
networking resources for legal assistants/paralegals, and provides integrity in the 
legal community.  LAPSWV also contributes to the community by participating 
in a number of charitable programs. 

LAPSWV’s members are employed by law firms, governmental agencies, and 
corporations in Southern West Virginia. 

LAPSWV strives to raise professional standards in the legal assistant/paralegal 
profession.  LAPSWV promotes continuing legal education by offering “Lunch 
and Learn” meetings along with special dinner meetings with speakers covering 
various legal topics. 
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All proceeds from the sale of 
the t-shirts will go to the 
general treasury fund.  

T-shirts come in white or 
gray...sizes S through 2X.   Our 
logo is over the front, left chest 

t-shirts for members who 
walked. 

LAPSWV had such a 
wonderful response to the t-
shirts and has decided to sell  
them for $10 each.   

area and “Behind every 
successful attorney is an 
exhausted Paralegal” is on the 
back. 

Complete order form below: 

()�����%������
*+��
�)��
���,�
%-��&)
�./�.�0�&��	�%.1	�%&
)��
.1�2'��3�0
�������%���)�����
�&,�����!����4�����
54�
)�,���0�&���-�6-
&��/����

� � � � � � � � � � � � � � � � � 
 � � � � � � � � � �
� � �
� � � � � � � � � � � � � � � � � � � � � � � �


��
����������������������������

���������������������������

LAPSWV sponsored members 
who particiated in the Breast 
Cancer Walk recently in 
Huntington, WV. In addition to 
donating $50 to such a worthy 
cause, LAPSWV purchased 

LAPSWV T-SHIRT ORDER FORM  

Short-sleeve T-shirts only $10 each.  Choice of White or Gray.  LAPSWV logo over front, left chest area; “Behind every successful attorney is an 
exhausted Paralegal” on back.  Please make your checks payable to LAPSWV, and 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 _____ 2X 

Daytime Phone No: ___________________    

           Amount enclosed: ____________ 


