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President’s Letter

by Trina S. Hayes / president@pacoparalegals.org

Dear PACO membership:

Most of you may know that 2008-2009 marked PACQO’s 35th anniversary, and
that is what this Citator’s theme centers around. A beautiful reception was held
at \Vorys, Sater, Seymour and Pease LLP in October. The theme was “An Affair
to Remember.” If you were not in attendance, you truly missed a great event.

Here is a brief recap of PACO’s 35 years: In 1973 six paralegals got together

to form a paralegal association with the name Legal Assistants of Central Ohio
(LACO); October 1980 — membership is 132; in 1995 LACO changed its name
to Paralegal Association of Central Ohio (PACO) in order to establish a preferred
term more repective of the education and training of its members; in 2004
PACO and the CBA entered into a contract for the CBA to perform a lot the
administrative duties for PACO; and in 2008 PACO has 272 voting members. As
you can see, PACO has “grown” up the past 35 years and is well on its way to
maturity!

This past October, | attended the NFPA annual convention in Rogers, Arkansas
in with Karen Pierson, PACQO’s former Secondary NFPA Representative. We
met paralegals from across the country and gained some ideas we would like to
try at PACO. The full report and some photos are posted on the PACO Web site.
NFPA also celebrates its 35th anniversary this year.

| attended the NFPA Region 111 spring conference in Tampa March 20-22. |
tried to bring some sunshine back! Please see my report in this issue for more
information.

Due to the economy — there will be a “special” on dues renewal for 2009-2010.
More details with be forthcoming via the listserv.

SAVE THE DATE: May 18, 2009 is the ofycial Paralegal Day Celebration. The
sub-committee is busy working out the details. It will be an after work event
5:30-7:30, instead of a luncheon. More information will be forthcoming via the
listserv, and see our latest report in this issue of the Citator.

~ Trina S. Hayes, Interim PACO President and NFPA Primary
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Letter From the Editor

by Kristin Gordon / editor@pacoparalegals.org
Dear PACO Members, Sustaining Members, and Friends:

It is with pleasure that the publications committee presents to you
this issue of the Citator.

Being April, this is, as always, an exciting time for PACO (and
not just because Spring has sprung and many of us are happy to
see the Winter wrap up to lighter - and warmer - days). We have
activities planned including PACO team participation in Race for
the Cure, the annual Paralegal Day celebration, elections of your
2009-2010 executive board, and our annual Oscards/awards party.

And of course, we still are celebrating our 35th year as a
professional organization. So if you have been guilty of hiding
in the ofyce all Fall and Winter (as | know | sometimes have) itis
never too late to come out and enjoy some of the perks of your
PACO membership!

Please check our Web site - www.pacoparalegals.org - for
information on upcoming events and important dates/deadlines,
many of which youdll ynd in this edition of the Citator. And if
you haven’t seen the new Web site layout, take a peek. As always,
we’d love it if you’d let us know what you think. All contact
information for board members and committee chairs is included
herein.

Also, youdll ynd in this issue information on some of the recent
activities of the National Federation of Paralegal Associations
(NFPA) at both the national and state levels. Hope you enjoy!

Sincerely,
Kristin Gordon, Paralegal
Editor
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PAC

Compiled by the Editor from 35th
Anniversary and Public Relations
committees information

This year marks the organization’s
35th anniversary. We started
celebrating in the Fall with “An
Affair to Remember,” brought

in the holidays and New Year
with the annual December social,
and will end on a high note with
Paralegal Day May 18th.

For those who were unable to
attend, or for those who have
joined PACO after the event, the
35th Anniversary Celebration was
an elegant trip down memory lane
in the form of an evening social.
The event took place at the law
yrm of Vorys, Sater, Seymour
and Pease LLP. PACO formed

a special committee to plan the
event. It was headed by Nancy
Heller, a paralegal at VVSSP, and

a well-known local name in the
local paralegal community, within
PACO, and even on a national
level.

The event featured keynote
speakers, historical PACO
memorabilia, a videotape, live easy
listening music, delicious food,
and plenty of mingling in a casual
yet elegant after work, evening
social atmosphere.

gal's

nd counting

The masterminds at the helm
behind the production of the
historical videotape were Donna
Prehm and Jo Barrett. Historical
records were collected and a
timetable of the past 35 years was
put together, and it is something
that PACO will now be able to
treasure for years to come. We
also have Angel Walls to thank
for having already laid a lot of
the ground work for us in the
25th anniversary program by
putting together a timetable of our
memorable events for the yrst 25
years.

The following committee members
worked on the event, which was in
the works for about nine months;
they helped make this milestone
anniversary celebration one that
PACO wondt forget: Jo Barrett,
Catherine Hawes, William Brown/
Clicks, Deb Buzard, Nancy Heller,
Candace Horton, Tricia Mays,
Karen Pierson, Donna Prehm, and
Angel Walls.

We also extend a special thank you
to our sustaining members that
donated time, work and resources:
Clicks and Key Evidence.

Here’s to PACO having another 35
years, plus!

Founder of Capital University Law

School’s Paralegal Program, the Hon.
John McCormac, discusses the paralegal

field, past and present.

PACO members take a moment out of
celebrating the organization’s success

for a photograph.

Remaining charter members of the
Class of 1973 - Jo Barrett, left and

Nancy Crown, right - with the Hon. John
McCormac, founder of Capital University

Law School’s Paralegal Program.

Nancy Heller, left, 35th Anniversary
committee chair, admires the flowers/gift
she was presented by Catherine Hawes,

former PACO President.

All photos by PACO photographer,

Garth Rowbotham
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IKON Ofyce Solutions Inc., a
PACO sustaining member, hosted
a happy hour in the Fall for PACO
members and guests. A great time
was had by all who came out to
share pizza, spirits, mingling and
conversation.

IKON, a Ricoh company, is a
leading provider of innovative
document management systems
and services, enabling customers
to improve document workpow
and increase efyciency. IKON
integrates copiers, printers and
MFP technologies, and document
management software and
systems, to deliver tailored, high-
value solutions, implemented and

supported by its team of services
professionals. IKON leverages the
manufacturing and engineering
expertise of Ricoh, a $22 billion
global technology innovator, with
the experience and reach of its
locally based sales and services
teams, to provide end-to-end
solutions and one of the industry’s
broadest portfolios of document
management services, including
on-site and off-site managed
services, technical service and
support, and customized workpow
design and implementation.

IKON integrates and applies
industry-leading expertise and
innovative technology to help

PACO NEWS

companies meet today’s complex
document workpow demands
and prepare them for tomorrow’s
challenges. IKON provides
customized, scalable solutions
that streamline every phase of the
document lifecycle - from input
to output, as well as distribution,
storage and retrieval.

IKON enables companies in every
market space to:

A Recognize and reduce document-
related costs

A Improve communication with
clients and suppliers

A Streamline information access
and sharing

A Automate time-consuming
manual tasks

On the Web: www.ikon.com

PACO’s Job Bank 1s Now Available Online!

Please take a moment and view the new positions in our Job Bank:
http://www.pacoparalegals.org/jobbank.htm

Note: The Job Bank can now be found in the members only section of the PACO Web site. You will need your
Associate Member # to log on to the members only section. Please contact the job bank committee with any
problems,at; jobbank@pacoparalegals.org.
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pACO UNVEIlS NEw WEB sITE

Been online lately? Sure you have, but
have you visited PACOs Web site? If
you havent, be sure to check out www.

pacoparalegals.org to see our makeover!
In addition to a new look, you Il nd new

features, such as the Job Bank job ads -
now available online exclusively to PACO

members.

Our Web site was o cially unveiled at

February s GM meeting.

With our new Web site comes a new
Webmaster. For the last few months,

Judi Phelps, a Paralegal with Cyber Legal
Services, has been hard at work behind

the scenes to make us look great. Thanks,

Cyber Legal Servicesis 0 ering the
following special to PACO and the CBA:

Special o er for PACO and CBA members: PACO
and CBA members can refer their rms to CLS and
the rm will receive a 10% discount on Web Site
Design/Development services purchased through
4/30/2009. Limit one discount per rm.

by Kristin Gordon, Editor / editor@pacoparalegals.org

Judi! You can view before and after photos
of ourWeb site at www.cyberlegalservices.
com - click under the clients tab.

TIME MANAGEMENT FOR PARALEGALS

Due to “operator error” or “blue screen
of death” — we took another run at

the Time Management for Paralegals,
which was presented by Mary Coleman
on April 20th at the CBA to members.
Those who attended received a free
lunch.

Topic: Beneyts of time management,
techniques, and challenges are all part
of the presentation “Time Management
for the Paralegal.” This presentation
covers everything from dealing with
interruptions to managing large projects,
to multi-tasking the many electronic
devices that can help and hinder us in
day-to-day activities.

Featured Speaker: Mary E.
Coleman has worked in the legal
industry for more than 25 years. She has
held a variety of positions from her yrst
entry-level position as a yle clerk/runner
through ofyce manager and understands
the intricacies of law yrms from start-up
solo practices to 200+ lawyer yrms.
Mary spent the majority of her time

as a paralegal in insurance, medical
malpractice and product liability
defense, and personal injury plaintiff
litigation. She moved to Ohio in 1996
and worked as a paralegal at Clark
Perdue Roberts & Scott, Robert Erney

& Associates, Reminger & Reminger.

In September 2007, Mary ended her
active career as a paralegal/paralegal
supervisor with Crabbe Brown & James.

Mary feels strongly that paralegals need
to network and lean on each other for
both education and moral support. She
also believes that it is the responsibility
of every paralegal/legal assistant to
mentor others in the yeld and encourage
the best that they can be!

Candidates Forum: PACO
members who are planning to run
for the 2009-2010 executive board
were introduced. Members had an
opportunity to meet and mingle with
them.
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Proposed Agenda

Statewide Paralegal
Association Meeting:

Marketing the Individual
Paralegal and the
Paralegal Association
During Difficult Times

April 18, 2009
8:30am—9:00am: Breakfast

9:00am—9:30am:

Opening, introduction of
attendees, review and approv-
al of minutes of last meeting,
national issues

9:30am—10:30am:
Presentation by JHL Imaging
Jill Haney; Topic: How to look,
express, and conduct yourself
in a professional environment
to make the most of your
career.

10:30am—10:45am: Break

10:45am—11:15am:
Ohio state paralegal
association reports

11:15am—12:15pm:
Presentation by Tricia Raiti,
Coordinator, Career Develop-
ment & Graduate Services
Career & Experimental Educa-
tion, College of Mount St.
Joseph, Cincinnati, Ohio.

12:15pm—1:00pm: Lunch

1:00pm—2:00pm:
Agenda Topics & “Marketing
Your Paralegal Association.”

2:30pm—3:30pm

Fashion exhibit at Taft Museum
(for those who made prior
paid reservation)

Ohio Paralegal Associations Meet

he paralegal associations in Ohio met Saturday April 18th at the ofyces of
Benjamin, Yocum & Heather in Cincinnati, Ohio. The theme for this meet-
ing was “Marketing the Individual Paralegal and the Paralegal Association
During Difycult Timeso.

Speakers included:

Jill Haney of JH Image Consulting regarding the importance of image to both the
individual paralegal as well as the yrm or workplace. Her Web site is www.jhimage.net.
Tricia Raiti, Coordinator, Career Development & Graduate Services Career &
Experiential Education, College of Mount St. Joseph, regarding career development.

The statewide meeting also focused on marketing the associations through the use of
surveys, which the Cincinnati association is sharing among all the associations.

Look for a full report in upcoming publications!

Mix ‘n Mingle, Student Style!

by Amanda S. Coleman, Adjunct Faculty, Columbus State Community College

n any other Thursday night toward the end of a quarter, you might expect

paralegal students to be found hard at work ynishing a paper, studying for

exams, or feverishly reading for the next day’s class. Not for the Paralegal

students at Columbus State. Each quarter, as the students ready for recess,
the Student Paralegal Association (SPA) hosts a networking event for their students to
mix and mingle with alumni, instructors, and local attorneys. Held at the local fidury
Room”, students are likely to visit with local judges, prosecutors and public defenders
who have been “known” to gather at the 30-some-year-old restaurant that neighbors the
Franklin County Courthouse complex.

Aimee J. High, former SPA President, and a graduate of the associatefs degree program
says, “this event is invaluable! Students are able to carry on a casual conversation with
many who work in the legal yeld and can get a sense of the camaraderie of those who
work so closely together.” Aimee planned this event each quarter for nearly two years,
and went on to say, “each quarter, the event gets bigger - soon we may have to change
the venue.”

fiWhen | was a prosecutor | would head to the Jury Room to visit with my coworkers
and other courthouse staff. It’s a great way for our students to meet the people that they
will most likely be working across the clerk’s counter with,” adds Professor Larry Ste-
phens, Esq. who has been on staff at Columbus State for 20 years teaching both in the
Paralegal and Law Enforcement programs. With his background as Columbus Police
Ofycer, combined, he has been working in the Columbus legal system for more than 30
years.

Interested in attending? Certainly! The event is open to everyone. For information on
upcoming events for the current quarter, contact: spa_cscc@yahoo.com.
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The following tips have been compiled
over the course of several years of talking
to paralegals in various practice areas all
over the country. 16m sure you can add a
few of your own. Feel free to give a copy
to your attorney!

Dear Attorney:

1 If you could learn it, chances are
pretty good that I can, too.

2 Do not confuse me with your
secretary/legal administrative

assistant (even if 1 CAN type), and

dondt pay me as if | am your secretary/

legal administrative assistant.

3 I am capable of performing
some pretty impressive

and complex tasks, if given the

opportunity.

4 If we work as a team, many
things can be accomplished.

5 If you feel the need to hover
over me and micro-manage me

while | am trying to do my job, no

one will be doing the things YOU are

supposed to be doing and the system

will fail. Trust that | have the capacity

to know when | need your expertise

- but also trust that | have a certain

amount of expertise, too.

Htip

6 No matter what or how much |
do to assist you, | will NEVER,
as a paralegal, be in a position to take
work (or that almighty dollar) away
from you.

Please, please, please: learn and

become comfortable with what a
paralegal can do. You demand respect
as an attorney - | deserve respect as an
educated professional, too.
8 Attorneys should yrst of all

learn to respect their paralegals
and treat them accordingly. Usually,
the respect will be returned ten fold,
and all assignments for that attorney
will be completed with pleasure. An
atmosphere of respect goes a long way
in resolving any problems that may
arise with regard to skills of either
the attorney or paralegal. If attorneys
learn to recognize that paralegals
do, in fact, sometimes know things
they don’t (and vice versa), they can
create a mutually rewarding working
relationship. If they stumble upon
something that neither of them knows,
then it can be a learning process for
both, and paralegals treated with
respect are more than happy to do the
leg work needed to keep their attorney

EVERYTHING YOU ALWAYS WANTED TO KNOW
ABOUT PARALEGALS, BUT WERE AFRAID TO ASK!

HeLeNn M. FeperLiNE, NFPA RecioN |l DirecTor

S from paralegals

(on better utilizing your paralegal)

up to date and looking like a champ
with his/her clients.
9 The best thing is
communication. It’s a two way
street. The paralegal has to be his/
her best advocate and be proactive
and tell the attorney that they can do
“X, Y, Z” and point out the cost saving
measures.
10 Sitting in on the initial client
meeting is an invaluable
resource. Two pairs of ears hear and
retain more information than one!
The paralegal often picks up on
facts the attorney overlooked, such
as out of state property requiring
ancillary probate, a situation calling
for a guardian ad litem, or potentially
damaging information that conpicts
with what the client told the attorney.
Also, the paralegal, who is usually
responsible for doing a good deal
of the discovery work, can obtain
information that the attorney doesn’t
always ask for. It saves time, makes
the yrm look more efycient, and
presents to the client from the
beginning that they have hired
a legal TEAM that includes the
paralegal. Clients are then more

(continued on next page)
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comfortable working with the paralegal if
they have met the paralegal at the initial
consultation meeting.
1 1 Be sure to share the praise when
cases settle. The concept of a
team is sharing, and that means the praise
as well as the work!
1 2 Include paralegals in the case
from the very start. The paralegal
can immediately begin setting up a
fact chronology, players list, and begin
efyciently organizing case documents.
When attorneys only begin using
paralegals once the case is underway, it
takes much more time for the paralegal to
get up to speed, and often, the paralegal
has to reorganize the yle and take extra
time to get case management under
control. Attorneys sometimes think they’re
saving money by not using paralegals
“until they need them,” but this is penny-
wise and pound-foolish. Bringing in
a paralegal at the last minute actually
costs more, in increased time getting up
to speed, and organizing a case that has
been ongoing (and, more often than not,
a mess by that point!) When a paralegal
is involved from the start, the case is
organized from beginning to end.
l 3 Mutual Respect - everyone needs
to work as a team and not look
down on someone who is a paralegal,
secretary, ofyce assistant, etc.
l 4 Don’t assume! If the attorney
or paralegal is working with
someone new, discuss the way a yle is to
be organized, set up for trial, etc. that the
attorney prefers. This prevents a lot of
duplicate work. Not every attorney or yrm/
ofyce does things the same way.
1 5 It would be nice if the attorneys
would meet the trial deadlines
PRIOR to the deadline instead of making a
fast and furious attempt the day something
is due!

16 Trust me. | am here to help you,
not compete with you. | know
what |1 am doing and | know how and
when to ask questions. I hold a [couple of]
college degree[s] and have years of legal
experience.
17 Communication is the key to our
working relationship. Work with
me, talk to me and keep me up-to-date on
the projects/assignments.
1 8 Give us the problems and
challenge us to ynd the answers...
we are your tools, not your secretaries. We
are professionals, capable of working with
little supervision.
1 9 A law professor told me: “a good
attorney doesn’t have all the
answers, but knows how to ynd them!o
The same holds true for Paralegals.
2 O A paralegal can do so many
things that will take the pressure
off of the attorney, so the attorney is able
to spend more time with the clients. The
paralegal can take many of the client’s
telephone calls because it was usually
something that the paralegal could handle
without having to bother the attorney.
Eventually the attorney would interview
new clients and the paralegal basically
handled the case after that until it was time
for the attorney to try to settle the case or
for us to attend a hearing. (NOTE: This
yrm mainly did workersd compensation,
PI & Social Security Disability). The
attorney’s caseload tripled and he also
won a lot more cases because with the
paralegal doing most of the “leg work”
and investigation, he had more time and
opportunity to invest in the legal aspects
of the case.
2 1 The paralegal is not always kept
informed of what is happening
on a case. If we are kept informed, we can
even anticipate things ahead of time saving
time and frustration at the last minute!

2 2 Attorneys are a bit elitist. They
either don’t recognize that their

paralegal is a highly trained professional
that can be their best ally and make them
look as good as gold to their client, or
don’t want to. Most of the colleagues |
have had the pleasure to work with in
our profession have as much experience
(or more) as the associate down the
hall, and probably have better research
and writing skills. If an attorney is not
utilizing their paralegal to his or her
fullest capacity and skill level, they are
cheating themselves and their clients of
professional, competent, and cost effective
legal services.
23 I think an important aspect of a
strong internal legal team is for
the clerical support staff to understand
that the paralegal’s work IS the attorney’s
work. It is not “secondary” and should not
be pushed aside until there is no attorney
work to be done.
24 Don’t try to do things by
yourselves! I’ve recently been
dealing with an associate who thinks he
doesn’t need to get paralegal assistance
for things like subpoenas and exhibit
books. He hadn’t gotten a process server
appointed for the subpoenas, had the
wrong county on a couple, hadn’t called
the sheriffts ofyce to see about having the
sheriff serve, the exhibit books had labels
taped to the front cover that didn’t actually
say what was in the binder, he hadn’t
reduced the legal size pages to letter size,
etc. Sometimes attorneys just need to be
reminded that paralegals do these things
all the time and can make their lives a lot
easier.
2 5 Involve your paralegal right at
the start of any case requiring
e-discovery. They know the vendors, what
questions to ask, which IT personnel need
to be involved, and many other facets of
e-discovery that the attorneys either don’t
know, or don’t want to know. That’s why
the paralegal is there!
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