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President’s Message

Ahh.. SUMMER

Arkansas Chapter
President Angela Falco

Summer is here, and | am loving it! | don’t have to pack lunches at
night or rush to beat the school bell in the morning, and who doesn’t
love the commute during the summer?

In addition to easy mornings during the summer, | enjoy traveling to
new places. | just returned from an amazing trip to Alaska, where the
weather could not have been better. If you have ever thought about
visiting there, I highly recommend it. It is breathtakingly gorgeous.

I have traveled quite a bit this year. In April, a fellow ALA member
and | attended the ALA Annual Conference in beautiful National
Harbor, Maryland, and then my husband and I traveled to Las Vegas,
Nevada, where he placed third in his tier in the American Poolplayers Association National
Singles Championships. In May, I traveled to Indiana for a graduation ceremony and will
return to attend a wedding there next month. Also next month, I will travel with another
ALA member to Atlanta, Georgia for Chapter Leadership Institute.

Those ALA trips are educational and made possible by our Business Partners. | would like
to thank each of you for contributing to our chapter and ultimately to the furtherance of
our members in their respective positions. Thank you!

Business Partners contribute to the success of our chapter by renewing sponsorships in the
categories of Diamond, Platinum, Gold, Silver, and Friends & Supporters. We appreciate
their support, which enables us to continue to offer scholarships to eligible members of our
chapter to attend educational conferences throughout the year.

Each member’s participation in the upcoming Business Partner Forum is crucial to the
continued success of our chapter. Please mark your calendar and plan to attend this event,
which will be held at the DoubleTree Hotel on Friday, August 23, 2013, and begins with a
continental breakfast at 8:30 a.m. | look forward to visiting with each of you there.
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ECLA G

Law Firm Management:
Essential Competencies for A A
Legal Administrators L g

Further your career by building and strengthening core competencies in:

. Accounting, business and financial management
. Human resources

. Operations management

. Leadership and organizational development

"The best three days of ALA education | have ever received" - Patrick Johansen, CLM, CPP

Register at www.alanet.org/ecla today!

JALA

Association of Legal
Administrators

Your connection

to knowledge, resources and networking

2013 Law Firm Financial
Management Conference
August 22-24, 2013

Sheraton Downtown Los Angeles
Los Angeles, California

Registration now open!

Choose from mare than 20 top-notch educational sessions,

including economic trends, succession planning and financial reporting
Gain knowledge to increase your firm's profitability

Network and learn from your peers

Earn CLM and CPE credits

See the latest finance-related products/services at the Exposition

Register today! www.alanet.org/finance

Your connection ALA

. Association of Legal
to knowledge, resources and networking Administrators
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Wellness in the Workplace

Wellness Programs are excellent for waistlines and your organization’s bottom line.

In today’s hectic world, most of us are spending more time at work and have increasingly less
time to look after our health. For a long time, businesses have understood the benefits associ-
ated with keeping workers well — increased productivity from reduced absenteeism and reduced
disability claims.

For these reasons, coupled with the fact that many businesses realized double-digit health care
costs last year, firms should consider wellness programs as a way to keep workers healthful.
Just how important are wellness programs to employees? How often are they willing to partici-
pate in wellness programs designed to positively impact their health? Who do staff members
trust to provide them with important information about their health?

Answers to these questions and more were lately garnered from a research study commissioned by the American Association of
Occupational Health Nurses Inc. (AAOHN).

The AAOHN survey questioned 500 workers nationwide about their perceptions of wellness programs. More than three-
“And health ie r quarters of all participants indicated wellness programs are a good way to improve their overall
health, and nearly 60% consider these offerings an incentive to remain with their current busi-

workers make  ness.

for a healthier  Worker retention and turnover impact the bottom line, so building wellness programs into the
. ” work site culture is a valuable way to help retain talented staff members and to enhance personal
bottom line. health and workplace productivity.

Employees appear to have their own agenda when it comes to their health. With new pressures
resulting from an unstable economy, national security threats, and work/balance issues, it's not surprising that 85 percent of
survey respondents cited stress management as a priority topic for corporate wellness programs.

In addition to stress, other preferred topic areas for wellness programs include health screening programs (84 percent), exer-
cise/physical fitness programs (84 percent), health insurance education (81 percent), and disease management (DM) work-
shops (80 percent).

In addition to lifestyle and personal health issues, those asked expressed concern about work-related health issues, including
strains and injuries resulting from lifting or task-oriented muscle repetition, exposure to harmful substances, personal injury,
vision changes due to computer work, and workplace violence.

With such a broad range of health concerns, a key goal for employers is locating a way to proactively address the health needs of
the biggest number of staff members and effectively change unhealthful behaviors, promote wellness, and ward off illness and
illness.

Printed health and wellness materials such as wellness posters, wellness newsletters (http://wellnessproposals.com/wellness-
library/health-promotion/free-wellness-newsletters/), or wellness handouts present an easy solution. But it's important to re-
member that different people require different formats for learning.

A good rule of thumb — provide information in a selection of learning formats like wellness videos, pamphlets, health-related
quizzes or assessments, bulletin / display boards, brown bag lunch presentations, and reimbursement or wellness incentive
programs.

This assumes you have overcome the first hurdle — getting individuals to participate in wellness programs. While survey re-
spondents indicated wellness programs are important, just six out of 10 (60 percent) reported that they participated in the well-
ness programs at their businesses. The other 40% cited lack of interest and lack of time as deterrents.
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This points to the need for an extensive, structured well-
ness program using a creative approach, with an incentive
for participation and effective wellness program marketing
and advertising. By investing in organized wellness pro-
grams — headed by a wellness consultant or on-site nurse,
companies can give employees the access to the health
information they want and increase participation and gen-
erate interest at the same time. The result of effective
wellness programs are that workers become smarter con-
sumers of healthcare who feel empowered to take charge
of their personal health, and healthier workers make for a
healthier bottom line.

Wellness Proposals offers more than 15,000 free health
and wellness handouts, wellness posters, employee well-
ness newsletters, wellness presentations and more. These
resources are from a wide variety of organizations and will
make it much easier and less costly to operate wellness
programs of all types. The free wellness library can be
found by visiting this website: http://
wellnessproposals.com/wellness-library.

Source: http://wellnessproposals.com/wellness-articles/
wellness-programs

DAAPAIH

Administrative Services

Cafeteria Plans
Flexible Spending Accounts
Health Savings Accounts
Health Reimbursement Arrangements
COBRA/HIPAA
Transit and Parking
Retirement
Payroll/HR
Employee Education and Enrollment
Participant Debit Card

Let’s Work Together.

877-685-0655 or info@idpas.com

Page 5

Tips for Staying Healthy at Work

Ditch that morning (or afternoon) coffee. Caffeine
can induce a temporary high, but can cause you to crash
hard later on. This can seriously affect your energy, con-
centration, and overall productivity, and may make you
crave more coffee just to keep up. This can, over time, lead
to serious fatigue and dependency.

Keep healthy snacks handy. For those of you without
the luxury of a fridge at work, a little planning goes a long
way. Take a snack-sized portion of something that won't go
bad- nuts in this case are great, as are whole fruits like ap-
ples, pears, bananas. Keep it as natural as you can though-
those sugary granola bars are probably not your best bet.

Get up and move. Energy begets energy, so when you feel
like you're about to fall asleep, get up, take a walk, get some
sunlight. Not only will your muscles thank you for it, but it
will improve circulation, making you a little less tired. Take
the stairs instead of the elevator. Park your car further in
the lot if you drive. Be fidgety. The more you move, the less
you stagnate, the more energized you'll be!

Secure mobile access to transcripts,
exhibits, video and more.

W’PR(‘)FESSI(‘)NAL

Fayetteville, AR
800.376.1006

REPORTERS
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SRR  V0ICE PRODUCTS INC. I

SearCh & Retrieve e e .;"’:-ﬂé'k:-ﬁ:yrlu :I;l ﬁd-n; Em}:’.ﬂrnu Ly
Legal Documents
In Seconds.

Voice Products Inc. is the largest
Dictation distributor in the Mid-West

WE MATCHINTERNET PRICING!
Ask Me About - / On all makes and models of
Transcription/ Dictation equipment

PHILIPS

o
o,

B |

Philips

SpeechExec Enterprise
dictation recorder
foriPhone

|CELEBRATING

NUANCE

DRAGON® PARTNER

Xerox g ' IYEAF*5

Platinum

Toll free: 800-466-1152

Sales and service
throughout the Mid-West

Marty Moreno with
Business Process Improvement Specialist 247 LIVE support

501.228.8900 ® xmcinc.com

Sales Agent Xerox" is a trademark of Xerox
- corporation in the United States

A SERVICE OF ALA
Reimagine, Rethink, his T B AL G AL
Reinvigorate your Retreats! lanning Plus team
1 e 1
ne for an Ire year, a th component
. Let the the retreat rather than
rgize your mar )
Jur needs — or budget b i I
g fessional meeting planne
| I ended ug
- ower 1o save '_yf}i] money with a better experience for
. jon of pre-eminent hotels and resorts their involvement
. electic ¢ and expert speakers
* Professional onsite management - Lorri Salyards, CLM
time and effort. Let Retreat Plannir g Plus custom design a retr fou
ontact Patty Olejnik at 847.267.1372 Ir_.'_-.’,_-.. vi
www.alanet.orq/rop
ALA - Your Resource for Retreats ALA AREtr%a:A‘PIannrllng wp,.l US
service of f sociation of Legal A ﬂllf'ﬂfm
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Member Spotlight: Vivian Koettel

Tell us about your background, where you grew up and then transition into your career. I’'m a small town girl. Attended school for 12
years at Oil Trough, Arkansas. Got married at age 17 and moved to “the city”.

Tell us about your family. | married my high school sweetheart and was married for 36 years. | have two grown sons, ages 30 and 28,
who both live in Northwest Arkansas. They have always been the light of my life. But now | have a new grandson, so all three are the
light of my life.

How did you begin your career in the legal field? | began my legal career as a legal assistant to Attorney Jerry Cavaneau in Searcy, Ar-
kansas, who is now a U.S. Magistrate Judge. | later completed a Finance degree at UALR.

What are your main responsibilities? My main responsibilities now include whatever is happening on any particular day. That might be
personnel issues, maintaining inventory of supplies, vacation scheduling for staff, or any of a myriad of issues.

How would your attorneys and staff describe you? Dependable and eager to pitch in and help in any situation.

What is the best professional advice you ever received? Treat others as you would like to be treated.

What is the most interesting job you ever had?  Freelance court reporter.

What do you like best about being a legal administrator?  Having varied responsibilities.

If you weren’t a legal administrator, what would you do?  Probably court reporting.

What is the hardest situation you have had to deal with in your career? Telling people they no longer have their job.

What are your outside activities? | enjoy walking, going to movies, and eating out, and right now, spending time with my grandbaby.

What do you enjoy most about your affiliation with ALA?  All the shared information among our members. It’s great to be able to get
advice from others who have experienced the same situation.

How has ALA benefitted you? Many good friendships have grown from this group, along with lots and lots of knowledge.

My friends describe me as...Dependable and predictable, but fun also.

Someone | really admire... Are my two sons.

My favorite quote is... Today is a day the Lord has made, rejoice and be exceedingly glad.

What is your favorite word?  It's not my favorite, but | say it way too much — crap.
Gotta break that habit.

What is a word you dislike? Can’t type it here.

A sound or noise | love is... Baby cooing.

8 A sound or noise | hate is...  Police sirens behind me.

Outside of my family, my most treasured belonging... Are my friends.

My favorite daydream or fantasy is... Winning the lottery. (Guess I'd have to buy a ticket
though)

My favorite movies are... | love going to the movies. | have lots of favorites, but Pretty
| Woman is probably at the top.
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“NOW WE CAN

BETTER SERVE |
OUR CLIENTS = ." ATTENTION

BY GETTING e - Do you have something to say? Voice your

LI:IEVVE:E RI'LGHT opinions! Record your thoughts and weigh in on
: the issues that matter to you.

FASTER.”

What's in it for you? Legal administrators gain
credit which could allow them an opportunity to
win a full scholarship to an annual or regional
conference. Business partners get more exposure
before the legal community. Email articles to
mtyree@bradhendricks.com.

Congratulations to
Terri Dickinson
for achieving the

PLATINUM
PRESIDENT’S
AWARD.

We are so proud of
you.
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ATTENTION: BUSINESS PARTNERS

The Arkansas Association of Legal Administrators has TWO opportuni- -

ties to support our local chapter. ﬁ ‘ » -
First, is the 2013 Business Partner Forum to be held on Friday, Au- r» R = 1

gust 23, 2013 from 8:30 a.m. to 11:30 a.m. at the DoubleTree Hotel. To ', ~
register, please complete the form located on Page 10. % \ )

Second, is the annual opportunity to sign up or renew your Business
Partner Sponsorship. § ‘:N-

Becoming an ALA Business Partner gives you a variety of opportunities I /

to increase the visibility of your organization to key decision makers

within the Little Rock metropolitan-area (includes Pine Bluff) and state (Jonesboro and Fayetteville) law
firms, both large and small. Please contact Bonnie Vickery for a detailed description of each level.

The purpose of our ALA chapter is to provide the professional legal administrators in Arkansas with sup-
port and educational opportunities. Our mission is to "promote and enhance the competence and profes-
sionalism of legal administrators and all members of the management team."” The support that we receive
from organizations such as yours allows us to achieve our mission and, more specifically, to sponsor educa-
tion opportunities for our members.

Located on the following page is the Sponsorship Registration Form. With this dual registration form
you may sign-up/renew a one-year sponsorship and/or register for the 2013 Business Part-
ner Forum in one easy step. Please complete the registration form by selecting the 2013/2014 sponsor-
ship level you prefer and your registration for the Business Partner Forum and mail it with your
payment to the address provided on the registration form. You do not have to be a Business Partner Spon-
sor to register for the 2013 Business Partner Forum.

If you are a current Diamond, Platinum or Gold Business Partner Sponsor, unless you renew your commit-
ment for 2013-2014 or move to the next level before August 1, 2013, you lose your first right of refusal on
your exclusive level. After August 1, all registrations for these levels will be considered on a first-come,
first-served basis. Sponsorship checks must be re-
ceived prior to August 31, otherwise the level will
again become available on a first-come, first-served
basis.

Also, check out Page 23 for

move benefits for Business

Thank you very much for your consideration. Poartners. We aPP veclLote 5 ou!

Respectfully yours, THANK YOou!

ALA Business Partner Forum Committee
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2013 ALA Business Partner Dual Registration Form
Business Partner Name:
Business Partner Company Name:
Address:
Phone & Email:
2013/2014 Business Partner Sponsorships
a I would like to sign up for or renew my Business Partner Sponsorship (September 1, 2013 through August 31, 2014) b3
u Diamond Sponsor (eall for availability) $2,000
o Platinum Sponsor (call for availability) SL500
u Gold Sponsor (call for availability) S1,000
U Silver Sponsor $500
u Friend and Supporter 5200
2013 Business Partner Forum (to be held on Friday, August 23, 2013 at the Doubletree Hotel/8:30 a.m. - 11:30 a.m.)
a We are not a 2013/2014 Business Partner but plan to participate in the Business Partner Forum. Enclosed is a check for %
$300 (two tickets).
& We will be unable to attend but wish to contribute, Enclosed is our donation in the amount of § $
a We are currently a 2013/2014 Business Partner and plan o participate. (Diamond, Platinum and Gald sponsors receive $ 0
two free tickets, Silver sponsors receive one free ticket) See below for additional tickets at a cost of $50 each.
a Additional tickets may be purchased for $50 each, (Purchase additional tickets ondv if vou have neare thar twe in your
party. Silver sponsars who have more than one attendee will need to purchase additional tickets) Please indicate below
how many and the names of each attendee.
Number of tickets: @ $50each = §
¥
Mames of all attendees: =
b
TOTAL AMOUNT DUE (Make check payable to the Associution of Legal Administrators)
Please return this form with your check Donna Blacklaw ]
Robinson, Staley, Marshall & Duke, P.A. [
before August 1, 2013 to: 400 West Capitol, Suite 2891
Little Rock, AR 72201
(S501y 374-3818
(S01) 376-2800 (fax)
___ dblacklaw@rsmd.com
2592726 |

2013 ALA Business Partner Committee Members:
Angela Falco, LorRaine Rowland, Diane Smith, Michele Tyree, Bonnie Vickery
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Congratulations

Steve Wingert!

He was the winner of
Paula Anderson’s,
“Growth, Struggle, Life,
Death, and Moving On”
from the ALA Annual
Conference Silent
Auction.

Paula’s amazing
watercolor painting was
dedicated to the late
Susan French.

My Managing Partner
just walked into my office ¥
and needs:

Where do you begin?
At the Association of Legal Administrators (ALA) we understand that when you need
information, you want it quickly and from a reliable source.

Put your ALA membership to work for you!

ALA Management Solutions®™ offers you access to a competent,
experienced team of researchers — and it's FREE to ALA members!
Just tell us what you need; we'll respond quickly with the best
information available.

Send your questions to infocentral@alanet.org, or call 847.267.1385.

ALA

Management
Solutions*™

Your connection

to knowledge, resources and networking
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Modus Overview

There are plenty of good eDiscovery tools and service providers. But great eDiscovery isn’t easy—no two cases are

the same, cookie cutter approaches don't work, cost containment is hard, and complex issues often surface that
will jeopardize 2 case if not handled quickly and accurately.

Great eDiscovery requires rock solid accountability, nimble and responsive support, and the right tools to get the
job done cost effectively and easily. That's where we come in. You can count on Modus to solve tough problems
when they arise, help you control costs, and meet deadlines with accurate defensible data.

At Modus:

We are nimble and flexible. There’s no red tape or buresucrecy at Modus. You won’t have to go
through multiple layers of management to get approvel or an answer. We love saying ves. We'll make
sure you get the answers you need without jeopardizing your deadlines and, if appropriate, propose a
customized solution to meet your needs quickly and cost-effectively.

We are problem solvers. We know each case is different and that cookie cutter approaches don’t
work. We know that you need smart and responsive people available 24x7 to answer questions and
come up with creative solutions to your problems.

We listen. We advise - We don’t just do what our clients ask us to do. If we think there’s a better way
to approach a problem, we'll let you know. We've got the technical experience and eDiscovery know-
how to come up with the right solution and solve the problem quickly.

We are your project advocates — Our project managers are more than just a single point of contact to
answer your questions and get you what you need guickly. They are your advocates and @ member of
your team. They'll give you personalized attention and make sure everything runs smoothly.

We bring the right tools to the table -- With the Modus Review Platform, law firms and companies:
—  Can start reviewing data in hours, not days
—  Ensure data defensikility by having one | to track and one audit trail
—  Save time and money. You can move documents in and out of the Review Well, only paying
for what's in the Well.
— Improve Transparency — Review only what you need end trust what you review

We are a member of your team focused on giving you services you need and the responsiveness and
expertise you count on to meet your deadlines.

We’ll save you time and money and you’ll have better visibility and predictability over your costs so
it's easier to manage your client or management’s expectations.

We are an enterprise-grade provider - We've processed and hosted hundreds of Terabytes of data
for law firms in the AMLAW 200 and for some of the world’s largest corporations. We’ve got the
stability and scale you can count on.

We are former eDiscovery project managers, case managers, and litigation support people from the
“inside” so we know the challenges of eDiscovery first-hand. We founded Modus based on the
premise there is a better way to do eDiscovery.

Please visit discovermodus.com for more information or contact your account representative.

1606 20th St MW, Washington D.C, DC 20009 - (202) 332-5500 « wwwy discovermodus . com
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ARKANSAS CHAPTER

OFFICERS AND DIRECTORS

APRIL 2013 - MARCH 2014

President-Elect

President’s Award of Excellence
Diane Smith

Anderson, Murphy & Hopkins, L.L.P
(501)210-3631

smith@amhfirm.com

President

President’s Award of Excellence
L Angela Falco

f. Watts, Donovan, & Tilley

(501) 372-1406
angela.falco@wdt-law.com

Treasurer

Donna Blacklaw

Robinson, Staley, Marshall & Duke, P.A.
(501)374-3818

dblacklaw@rsmd.com

Vice President

Paula Anderson

Kutak Rock

(501) 975-3111
paula.anderson@kutakrock.com

Immediate Past President
Terri Dickinson

The Barber Law Firm

(501) 707-6121
tdickinson@barberlawfirm.com

Secretary

Vivian Koettel

Williams & Anderson PLC

(501) 396-8486
vkoettel@williamsanderson.com

Director

Carol Minor

Lax, Vaughan, Fortson, Jones & Rowe
(501) 376-6565
cminor@laxvaughan.com

Director

Diana Thomas
Mitchell Williams
(501) 370-4207
dthomas@mwlaw.com

Region 4 Director

Greg Madden

Rhodes, Hieronymus, Jones, Tucker, & Gable
(918) 582-1173

madden@rhodesokla.com

ALA National President
Paul Farnsworth, CLM

Woods, Oviatt, Gilman LLP
(585) 987-2845
pfarnsworth@woodsoviatt.com
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ARKANSAS CHAPTER

STANDING COMMITTEES AND CHAIRS

APRIL 2013 - MARCH 2014

AR Bar Liason
Carolyn Owen

Gill Ragon Owen, P.A.
(501) 801-3854
carolyn@gill-law.com

Community Connection
Paula Anderson

Kutak Rock

(501) 975-3111
paula.anderson@kutakrock.com

Hospitality

Kathy Cagle

Munson, Rowlett, Moore & Boone, P.A.
(501) 370-4604
kathy.cagle@mrmblaw.com

Membership
Carolyn Owen

Gill Ragon Owen, P.A.
(501) 801-3854
carolyn@gill-law.com

Programs/Education

Paula Anderson

Kutak Rock

(501) 975-3111
paula.anderson@kutakrock.com

Newsletter/Photographer
Michelle Tyree

The Brad Hendricks Law Firm
(501) 221-0444
mtyree@bradhendricks.com

Regional Council Representative Roster/Bylaws/Standing

Angela Falco Rules

Watts, Donovan, & Tilley Kathy Cagle

(501) 372-1406 Munson, Rowlett, Moore &
angela.falco@wdt-law.com Boone, P.A.

(501) 370-4604
kathy.cagle@mrmblaw.com

Webmaster

Marie Ray
Eichenbaum Liles P.A.
(501) 376-4531
mray@elhlaw.com

Business Partner Relations,
Sponsorships, and Forum
President’s Award of Excellence
Bonnie Vickery

Mitchell Williams

(501) 688-8838
bvickery@mwlaw.com
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2013-2014 BUSINESS PARTNERS

DIAMOND PARTNER
Modus (1VIZE)

PLATINUM PARTNER
Standard Business Systems, Inc.

GOLD PARTNERS
Allied Technology Group, LLC
Business World, Inc.

SILVER PARTNERS
BancorpSouth Insurance Services, Inc.
Consulting Ideas & Solutions
DataPath Administrative Services, Inc.
Innovative Systems, Inc.
LexisNexis
Plantation Services
Professional Reporters
Thomson Reuters
RICOH
Voice Products, Inc.

XMC Sales, LLC

FRIENDS AND SUPPORTERS
Regions Insurance
Bushman Court Reporting

THANK YOU to our Business Partners for their Support!

Silver Partnerships and Friend & Supporter opportunities are available.
Please contact Bonnie Vickery at bvickery@mwlaw.com for more information
on how your company can benefit from partnering with our chapter.
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9:41 AM

COLLABORATE. MOTIVATE. LEAD.

Mark Your Calendar for the ALA Regional Conference Near You!

Regions 1 & 3 — October 24-26
Renaissance Cleveland Hotel
Cleveland, OH

Region 2 — October 10-12
The Peabody Memphis
Memphis, TN

Region 4 — October 3-5
Hyatt Regency Albuquerque
Albuquerque, NM

Region 5 — September 19-21

Hilton Anchorage and The William A. Egan Civic
& Convention Center

Anchorage, AK

Region 6 — October 31-November 2
Grand Sierra Resort
Reno, NV

Connect with ALA today at www.alanet.org/regconf
Conference registration opens summer 2013.

Your COH?’EQCHOH u ike” us on Facebook at

- www.alanet.or
fo knowledge, resources aned networking gHacebook

tion of Legal
Administrators o
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NEW IDEAS. NEW SOLUTIONS.

ALA GOLD MEMBER

“"We can show you how to stop the paper shuffle. Call us today to learn how!”

Business World is currently in the top 10 of
Authorized DocuWare Partnersin the United States.

Let us help you take the next step in managing your data.

RICOH
920 SOUTH SPRING ST

LITTLE ROCK, AR 72201 DIUI"‘(GI’@
501.374.7000 Phone | 501.374.3071 Fax SHARP
®

Whats true in life

holds true for networks.

Network and IT investment pays off when you choose your partners well.

Who says you cant
have it all!

Take Control.

End-to-end network management services.

Technology Group, LLC _
500 President Clinton Avenue, Suite 304 -  Little Rock, Arkansas 72201 - 5013724909 . info@alliedtechgroup.com
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uly 2013

7 8 9 10 11 12 13
Business
Meeting

14 15 16 17 Barbara’'s 18 19 Cathy's 20
Birthday Birthday

21 22 23 24 25 26 27

28 29 30 31

USHIM A

ol T epas

V
A COMPLETE AND ACCURATE R

Sun Mon Tue Wed Thu Fri Sat
1 2 Julia’s 3
Birthday
4 5 6 7 8 Vivian's 9 10
Birthday
11 12 Angela’s 13 14 15 16 17
Birthday Business
Meeting
18 19 ECLA 20 ECLA 21 ECLA 22 Terri's 23 Business 24
Conference Conference Conference Birthday Partner
Los Los Los Forum
Angeles Angeles Angeles
25 26 27 28 29 30 31
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NV

Schedule of Events

e July 10th—Business Meeting
e July 17th—Barbara Bennett’s Birthday!
e July 19th—Cathy Dille’s Birthday!

e  August 2nd—Julia Strickland’s
Birthday!

e  August 8th—Vivian Koettel’s Birthday!
e  August 12th—Angela Falco’s Birthday!
e  August 14th—Business Meeting

e  August 22nd—Terri Dickinson’s
Birthday!

e  August 23rd—Business Partner
Forum

e  September 1st—Marie Ray’s Birthday!
e  September 11th—Business Meeting

e  September 13th—Diane Smith’s
Birthday!

e  September 22nd—Michelle Tyree’s
Birthday!
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1 Marie’s 2 3 4 5 6 7

Birthday

8 9 10 11 Business 12 13 Diane'’s 14
Meeting Birthday

15 16 17 18 19 20 21

22 23 24 25 26 27 28

Michelle’s

Birthday

29 30

A% REGIONS

INSURANCE

Member Regions [nsurance Group

Summer Programs for our Business Meetings

July 10th
Missy Duke on Labor & Employment Law

Auqust 14th

Angela and Carol’'s Annual
Conference Briefing and
Angela and Diane’s CLI Briefing

September 11th

To Be Announced
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Ways to-Beat the teat at
Work

Spritz yourself. Keep a spray
bottle in the refrigerator, and when
the going gets hot, give yourself a
good squirt.

Let your computer take a nap.
Set it to go into low-power "sleep”
mode if you are away from it for more
than 10 minutes, and it will give off
less heat.

Swig often. To replace the moisture
that you lose as you perspire, be sure
to drink. As you lose water to
dehydration, your body temperature
rises, so replacing fluids is essential to
keeping cool. Avoid beverages that
contain alcohol, caffeine, or lots of
sugar, which are dehydrating.

Eat light. There's a reason we reach
for salads in the summer. They're
easier to digest than, say, a fatty
hamburger, which leaves you feeling
sluggish in the high heat. Instead, go
for fruits and vegetables, which are
watery and help keep you hydrated
(and cooler).

.

Som/mw/\z/
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ALA Legal Marketplace —

Your Connection to Increased Sales!

Legal Marketplace provides your company greater exposure and even more opportunity to sell your products
and services to an audience that is hungry for the solutions you providee.

With Legal Marketplace you will:

- 3
- profile and w
L ]
[ ]
Ulslt Legal Marhetplace -:nnllne
W dianel " 1 ﬂ'-.l.l WL :'. |.-I - |8
For more Information, Including pa :L:'.J:\._: .
pithons and pricing, please contact Robert elghtor
At 847 2 or maig nidaianet.ong.
ALA
Your connection
Assoclation of Legal for kmowrledge, resources and retworking

Administrators
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Quick-Fire Question
Question:

Do you have any information on handling toxic behavior in the workplace, or taming
employees with serious entitlement/self-importance issues?

Answer:

I hope something in the following resources will help you convince your employee that disrupting the workplace isn't profes-
sional behavior. A couple of the items discuss what professional conduct really is; you might be able to use that as a starting
point in “re-educating” those with inflated egos.

One thing we noted while searching for resources is that this sort of behavior is sometimes equated with bullying. Whether
or not that’s the case with your problem employee, you certainly don’t want these incidents to rise (or descend) to the bully-
ing level. Depending on the nature of the disruptions, there may be an element of harassment, too. In either situation, some
of the material here should help you come up with a plan to address the issue if it's gone that far.

Marsha Petrie Sue has written quite a bit on toxic people; she has spoken at some of our conferences and has written for our
publications. You'll find articles from her in the October/November 2007 issue of Legal Management. You can also visit her
website (www.marshapetriesue.com) for access to her blog postings (sort by topic to find relevant discussions).

...you might This article (www.entrepreneur.com/article/159444) posted on Entrepreneur.com points out the effects
want to review atoxic employee can have in the workplace and outlines ways to identify and address negative work-

Google’s Code place behavior.

of Conduct, The Wisconsin Bar posted a paper on professional conduct; it's directed toward attorneys, but almost
which boils everything here can be applied to administrative staff as well.

down to “don’t  The Workplace Bullying Institute (www.workplacebullying.org) offers excellent material, including sug-
be evil” ... gestions on developing a good harassment/violence/anti-bullying policy. Books and training videos are
available here and might be a good addition to your reference shelf.

“Workplace Bullying: The White Paper” points out how bullying behavior differs from someone displaying difficult behavior.
It offers suggestions for an organization on protecting itself against bullying and creating a respectful workplace.

Workforce Online recently posted a brief Q&A article on curbing toxic behavior, with links to additional material. Please note
that some material from this source requires free registration for access, but we find a lot of useful information here. If you
don’t have access to SHRM, this is a good site to know about for HR topics.

Behavior such as you mention can sometimes be considered harassment; if it’s gotten to that point, you might want to review
the ALA Management EncyclopediaSM article “Harassment: An Administrator’s Guide to Various Forms and Situations of
Harassment,” by Marie Kramer.

There seems to be increased focus on this problem in the Canadian workplace because of laws specifically mandating a re-
spectful workplace (broader than U.S. laws barring harassment). An extensive guide from the Saskatchewan Ministry of La-
bour Relations and Workplace Safety, Occupational Safety and Health Division, discusses ways to handle all kinds of harass-
ment and points out specific behaviors that constitute personal harassment. Sample policies and forms are provided.

Several academic entities have incorporated guidance on what constitutes professional conduct into their employee hand-
books; if your own firm’s handbook doesn’t include something similar, you may wish to consider adding it. As examples,
Portland [OR] Community College offers Standards for Professional Behavior for employees and MIT Sloan promulgates
Professional Standards: Personal Conduct for all members of the school community.

Finally, you might want to review Google’s Code of Conduct, which boils down to “don’t be evil” — yes, that’s how it’s de-
scribed on their website. Interestingly, the Code includes a statement that it applies not only to all staff and Board members,
but also to contractors and other service providers.

One more suggestion — do consult your firm’s EAP [Employee Assistance Program] if that benefit is available to you. The
EAP staff should be able to offer guidance on how to handle the “offender” as well as provide counseling directly to the prob-
lem employee. They may also conduct office-wide presentations on dealing with such behavior that would help empower
other staff to address the behavior as it affects them.
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A Small but Mighty Group from our June Meeting
Pictured: Julia Strickland, Paula Anderson, Diane Smith, Vivian Koettel,
Michelle Tyree, Pat Campbell, Nancy Collins, Diana Thomas, Jeannie
Billingsley, Mary Coney, LoRraine Rowland, & Bonnie Vickery

Pictured: Vivian Koettel, Michelle Tyree, Nancy Collins, &
Carol Minor

- Business
‘ Information
Solutions

Integ rated Services

Technology and Expertise
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Attention Business Partners
Sign up for our Business Partner Newsletter at

www.alanet.org/bpcenter/bp-newsletter.asp.

This quarterly electronic newsletter contains general information about ALA conferences and publications, as well as
specific information the legal vendor community needs for planning and budgeting purposes.

Also, get ALA’s Martketing Guide at
http://www.alanet.org/success/ALA marketing quide.pdf.

ALA MEANS 2 1’§ -
b MARKETING GUIDE

MNews & Information for I iy
Legal Business Partners FOR BUSINESS PARTNERS

CLM~

Certified Legal Manager

“As a Certified Legal Manager | feel a sense of satisfaction in knowing | am
part of a growing group of legal managers raising the bar for our profession,
and | am glad | went through the process. Studying for the exam helped me
strengthen my knowledge and skills in areas of administration | don’t often use
day-to-day, but | do need to draw upon as the demands of my firm dictate. CLM
has made me a better-rounded administrator and leader, ready for anything.”

The ALA Certified Legal Manager (CLM)*" program has been helping legal
managers chart their courses to personal satisfaction and professional
success for more than 10 years. Find out how CLM is right for you at
www.alanet.org/clm.

www.alanet.org/clm

Steve Wingert, CLM

2012-2013 ALA President

ALA

Association of Legal
Administrators
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STANDARD BUSINESS SYSTEMS

NC.
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Document Hardware & Software Solutions

Deborah Coop, Account Representative
501/690-3793

deborah.coop@standardbusiness.com

TOSHIBA

Leading Innovation >

Leadin |
Innovaﬁon v
has its
rewards. £

At Toshiba, everything we
do is fusled by one care
idea: *Leading Inncvation.”
But we dan't just say it. We
live it O

& it. Qur commitment to
qu ability and
o ontinues to set
usa the technology

irelustry saming us top
hances from respected
organizations like BERTL,
BLI Better Buys for
Buginess and Business
Technology Asaociation.
See the other side of this
fiyer for a full list of awards
T learm more, visit
business. toshiba.com

n lrr(um

TOSHIBA

BUSINESS BOLUTIONS

While you're
busy watching
pennies, who’s
watching your
priceless data?

No matter what
you're busy dolng,
hackers are busy
trying to get your
Information. Learn
how we can ensure
all your data and
documents are
safe and secure.

Leam meres at
coplers.toshiba.com/tbs

o (o)
oo » Doculkare LEXMARK  Xerox @,) FUJITSU @

Standard Business Systems | Little Rock, AR
Voice: 501.683.4414 | Fax: 501.663.4976 | ContactUs
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A Year of Service—UPDATES

APRIL—Heart Disease
Heart Walk. We were able to raise $400 for the American Heart Association.

7 American

Heart
Association.

My Heart. My Life”

MAY—Mental lllness

We had two members, Vivian Koettel and Michelle Tyree, and one non- @ " ﬂ ml 7%
member walk for the National Alliance on Mental Iliness and we raised a Natianal Alliance on Mental liness

total of $135.00.

JUNE—Chrohn's & Colitis Disease
C ROH N’S & CO LI TI S We raised awareness for a local charity regarding this

FOUNDATION OF AMERICA debilitating disease.

A Year of Service—UPCOMING

JULY — Depression
Educational event- no fundraising. Presentation at monthly meeting information to take back to our offices.

AUGUST — Childhood Cancer

Children’s Hospital - "family packs" - a Ziploc bag (7-8 inches or 1 quart) full of small toiletries and personal hygiene
items. Travel size items are desired for convenience, such as toothbrushes, small toothpastes, mouthwash, combs, soaps,
shampoo/conditioners, lotions, deodorants, razors, and small sewing kits. Small writing tablets and ink pens are also
appreciated. Individual ethnic hair care items are also a need - shampoo, hair and scalp conditioner, oil moisturizer, oil
sheen spray, and styling gel. These items are provided to our parents and caregivers who have a need for them during
their hospital stay. If you would like to donate these items, please email or call our office for more information. volun-
teerservices@archildrens.org or 501-364-1825.

SEPTEMBER/OCTOBER—Breast Cancer Awareness

2013 marks the 20th Anniversary for the Komen Arkansas Race for the Cure! We would like to have a big turnout for the
2013 Race for the Cure on October 19th (MARK YOUR CALENDARS), so we’re using September in preparation for
the big event.

[
susanc. \P
Komen.

Contact Paula Anderson at paula.anderson@kutakrock.com to sign up to participate or donate.
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Need a vendor?
Forget the Yellow Pages.

Check out ALA’s Legal
Management Resource Center.

http://www.alanet.org/
research/directory.asp.

You'll be glad you did.

We focus on your technology,
so you can focus on the law.

(501) 217-8484

www.consultingis.net

Certified Consultant

WWW.ISI.CC
SOLUTIONS, LLC 4 A X1 0B R g N il
Specializing in Time, Billing & Accounting Software for Lawyers and Accountants |
*  Complete practice management software
implementation - =~ - -~ - =4 ~ - = -~
*  Customized accounting system for integration ==
*  Automated time and billing solutions
*  Training by certified professionals in
accounting modules
innel .
Gold Wit Join the
TN Aware N
L1 Years Winning
é
Team
p" T L] '11 P 1 M n
 Tabs3 1\ PracticeMaster
Cheryl L. Atherton, CPA 133 Barbara Drive
Cheryli Consnliingis.net Edmond, 0K 73013 -~ ) 3 lean
Oifice (103) 814-0122 = > o ¥ -
- "
Tabs3 and PracticeMaster 4% Cell (105) 863-7937 AA AL LA
e — —
4
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5 Tips for a Better Disaster Recovery Plan

Pause for a minute and ask yourself if your business is By: Robert Lindley, Innovative Systems, Inc.
prepared for a disaster.

Chances are you have some plan for a large scale disaster like hurricanes, earthquakes and fire, but what about other
disasters like hackers or human error? The truth is, many businesses with a disaster recovery plan often forget to en-
sure they cover all potential disasters.

Here are five tips to help ensure that your business is fully ready for the next disaster.

1. Backup everything. While it can be tempting to only backup the most important data and programs, it can be a
chore to identify what is deemed to be important. Who knows, a file that is non-essential today may become essential
in the future. If it is lost due to a disaster, this could prove to be a problem.

It would be a good idea to look for a backup solution that covers all data and programs. But, having a full backup so-
lution isn't enough, you also need to ensure that recovery is easy and can be implemented quickly.

2. Look into tiered recovery. Establishing a tiered recovery method means identifying the value and importance
of existing systems and utilizing a recovery method that meets needs. It would be a good idea to identify mission criti-
cal systems and adopt a recovery method that can have these systems up and running as quickly as possible. From
there you can tier different systems and match a recovery method. For example, archived files are likely not needed
right away, so they can be recovered at a later date, using a slower recovery method.

3. Keep copies of all keys and licenses. With the amount of software and programs businesses use on a daily
basis growing, it would be a good idea to keep copies of the activation keys (the string of digits and letters you enter to
activate the full version of software) and purchased licenses.

While many of these are now distributed electronically through email, there are still software developers that distrib-
ute keys by mail or with the physical install CDs. If you lose the codes in a fire, you will be out of luck and have to pur-
chase the software again. This is an extra charge you likely don't want.

4. Pick the right recovery locations. The best recovery plans offer numerous backup solutions which are hosted
in different locations. A good provider knows this and will utilize data storage centers as far apart as possible. If you
choose to backup your own data, it would not be a good idea to keep the backups in the office.

Similarly, if you are preparing for a big disaster, you likely have physical locations that you can move to if your main
business location is damaged or destroyed. Optimal plans will have more than one location identified, and have them
as far apart as possible. This will minimize the chances of losing full operations and increase your business's ability to
bounce back quicker.

5. Match your recovery plan to your business. There are so many different
backup and recovery options that it can be tough to pick one. The best course of
action is to look at your systems and how they work. If you operate strictly offline,
a cloud based backup solution likely isn't your best bet. Or, if you operate fully in
the cloud, a physical tape or hard disk backup may not be optimal.

If you are looking to beef up, or establish a disaster recovery plan, try working
with an IT partner like Innovative Systems, Inc. (a beloved ALA business part-
‘| ner), who can help you find the optimal solution that can meet your needs and
budget.
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wWelcome new meers!

We are so hoappy to have 5oujo’wu ALAL

Kim Bennefeld Jeannie Billingsley

Davidson Law Flrm Frida Y Eldredoe, § clark

WEBINAR

wWALA

Association of Legal
Administrators

CONVENIENT — Listen and participate from
the comfort and convenience of your desk.
Expand your knowledge in only one hour.

EASY — A telephone and Internet access is all
you need.

IDEAL FOR MULTIPLE LISTENERS — Use a
speakerphone and invite as many people as you
want — for no extra cost.

AFFORDABLE — Priced at a fraction of the
cost of travel and attendance fees for a live
conference or seminar.

aurces and networking

Mark your calendar for the 3 Wednesday
of the month for ALA Webinars!

January 16, 2013
Microsoft Office ®
Tips & Tricks for Law Firms (OM)

February 6, 2013

Document, Document, Document (HR)

** extended, two hour program

February 20, 2013
Profitable Law Firms:
There's no APP for that (FM)

March 20, 2013
Initiating Alternative Fee
Arrangements (FIM)

April 17, 2013
Mentoring: It's Déja Vu
All Over Again (HR)

May 15, 2013

Marketing (Mis)Alignment: Closing
the Gap Between Marketing and
Law Firm Leadership (L)

Wednesdays

June 19, 2013
Leveraging Technology for Small
Firms (OM)

July 17, 2013
Negotitate the Lease; Manuever the Maze of
Real Estate Options (OM)

August 21, 2013
Financial Reporting Methods that Allow Intelligent
Business Decisions (FM)

September 18, 2013
Forecasting the Realistic Budget (FIM)

October 16, 2013
Saying the Hard Thing with Aloha (CM)

November 13, 2013
The Ethics of Email and Social Media (LI)

Learn more and register
www.alanet.org/webinars




Summer 2013 Edition Page 29

|

I EDITORIAL POLICY

| Editor & Photographer ~ Michelle Tyree

I Editorial Board Angela Falco, Diane Smith, Julia
| Strickland, Bonnie Vickery

IThis newsletter is published quarterly by the Arkansas Chapter of the Association of Legal

| Administrators for the education and benefit of its members. Opinions expressed in articles

| and advertisements contained herein are strictly those of the contributors and advertisers,

|and do no necessarily reflect the opinions of the Arkansas Chapter or its members. Reprint-
ing of any portion of this newsletter by any means, including photocopying, recording or any

: information storage and retrieval system, is prohibited without permission of the Editor and
Authors.

ISpecial thanks to Daniel McGurk for photographing Mount Magazine and permitting us to
use it as the cover photo for our newsletter. Please visit http://dmcgurk.zenfolio.com to view |
I more of his work. Clip art located in this newsletter furnished by Microsoft Publisher 2003. |

BancorpSouth Insurance Services

Not just an insurance policy,
Your partner in reducing your Real Cost of Risk.

Legal research that
Exceptional Services & Resources revolves around you @@ LexisNexis

People
Contract Reviews ‘

Allred Williams, Risk
Consultant, CWCA

; E#pE

Ken Estes, GIC Risk Management ﬁf«:

Drew Higginbothom Safetv Traming & Loss C I Eists
afety Trainin oss Contro

Steven Greathouse y g You told us you wear

Kim Griggs - - i many hats in your practice.

Amanda McCat.EIIE:y Claims Analysm & Advocacy y . With Lexis Advance™ our online

legal research innovation, you'll find new and
= . | | L mare efficient ways to manage and complete
Life, Employee Benefits & \ your research. One of the exclusive features in Lexis
Continu ity Plans Advance is My Workspace Carousel, a revolving
visual interface that gives you access to organize

- and manage all your research in one place:

Traini ng & Assistance with History, Work Folders, Alerts, Help and more.

Human Resource Issues

To see all the innovations in Lexis Advance and
transform the way you conduct legal research,

Workers Compensation Analysis - | EE——— visit: www.lexisnexis.com/advance

BancorpSouth

Insurance Senvicas, Inc 8315 Cantrell Road Little Rock, AR 72227

Farmesly Ramsay Krug Famell & Lensing 501-664-7705
ww bxsl.com




