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MISSION
STATEMENT

e Promote and enhance

the competence and
professionalism of all
members of the legal
management team;

Improve the quality of

management in law firms
and other legal service
organizations; and

The Legal Link

President’s Message

Leadership, commitment, hard-working, dedicated,
trailblazer — these are all words that come to mind when |
think about my colleague, Nancy Collins, for whom this
edition of The Legal Link is dedicated. Nancy retires at the
end of this year from her career of 38 years with Mitchell
Williams law firm as Director of Administration and, in

turn, retires from ALA.

Represent professional
legal management and
managers to the legal
community and to the
community at large.

While | am envious of her retirement, | can only hope
that | have accomplished as much as she has by the time |
retire. Nancy has been a member of the Arkansas Chapter

] o of ALA since June 30, 1981; that's over 36 years! As a
Inside this issue:| charter member of our chapter, she attended the very first
Mermber organizational meeting held on July 9, 1981; and since then
ol 57 |has attended roughly over 400 monthly meetings. She

played an instrumental part in starting this organization
30 Remarkable . .
Ways to Go that I value and hold with such high regard.
: 9-13
Green in the . ] ] .
Workplace Twice having served as this chapter’s President, Nancy
P !ed this organization through many changes in the legal
Chairs 15-16 |industry over the years. It’s through leaders such as herself
that this organization has pioneered the legal administra-
Business 17 tion industry. She laid the foundation for us and showed us
Fartners how to collaborate and come together to better each other’s
firms and explore ideas to improve upon the means in
Stperman 20 Iwhich we continue to lead within the legal industry.
ey 23.30 Stephen Covey, author of The 7 Habits of Highly Effec-
Nanoyt " Itive People, said, “Leadership is a choice, not a position.”
On behalf of the Arkansas Chapter of ALA, | w
o 32-34 |thank you, Nancy, for choosing ALA and
most of all for choosing to be a leader in this
industry and organization. We wish you a
Flu Printable |35 relaxing and blissful retirement. We hope
you know how much you are appreciated
2019 and will be missed. Best wishes to you!
Scholarship 37 . Michelle Stewart
Requirements — Love your ALA family Arkansas

Chapter President

Cover Photo by Maddy
Baker on Unsplash
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Todd Baker, Account Representative
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ALA Uniform Process Based
Management System (UPBMS)

A common language and approach to legal support
operations across the country

ALA's UPBMS sets the standard framework for legal
operations to develop, implement and maintain successful
management and operational strategies, and encourages
the use of a common language and approach to legal
support operations across the industry.

Association of Legal

Administrators alanet.org/education/research/ala-upbms

Listen to the podcast.
;‘ALA Check out the FAQs. @

alanet.org



Member Spotlight: Michelle Tyree

Tell us about your background, where you grew up and then transition into your career. | grew
up here in Central Arkansas. | attended Sylvan Hills High School and went to Arkansas State
University for a year. After that very fun year, | joined the work force and eventually went back
to school. | graduated from Pulaski Technical College with an Associates Degree and continued
to University of Arkansas at Little Rock. | worked in boutiques from age 16 to 21, mainly to sup-
port my shopping habit. | started working in the legal field as a receptionist and finally found a
career.

Tell us about your family. My dad is a retired HVAC business owner, and my mother is retired
from banking. | have two older sisters and an older brother. | got married in 2012 to the most
wonderful man, Chris, who is an active duty Air Force Loadmaster. Jack was born in 2014 and
has kept us on our toes since then.

How did you begin your career in the legal field? | started working for an attorney in 2001 as a
receptionist. Soon, | was promoted to be a legal assistant on multi-million dollar Ford/Firestone
litigation. Talk about the deep end of the pool. In 2004, | joined The Brad Hendricks Law Firm
as a paralegal and was promoted to Executive Administrator after a year.

What are your main responsibilities? My main responsibilities are ensuring our workplace is as
efficient and pleasant as possible. | supervise all staff for adherence to policies and
procedures. | am actively involved in advertising decisions and production. All building
maintenance issues are under my supervision. After his wife died in 2014,1 also started handling
all of Mr. Hendricks’ personal affairs. | also secure our Professional Liability and the employee
benefits (insurance, vacation/sick time, & 401Kk).

How would your attorneys and staff describe you? | hope they would say I'm funny. | love to
laugh. I also think they would say that I'm fair.

What is the best professional advice you ever received? | have two great mottos that I live and
work by. The first was told to me by my boss: “If you’re not making mistakes, you're not working
hard enough.” The second is one I've heard about being a great assistant: Fulfilling your boss’
request makes you a good assistant. Anticipating those requests and fulfilling them before being
asked makes you a great assistant.

What do you like best about being a legal administrator? | love thinking outside the box to fix
problems. Brad allows a lot of personal discretion for me to handle all office and staff related is-
sues. He trusts my instincts and always backs my plays. I'm not a paint-by-numbers kind of girl.
I’'m always thinking of ways to improve and excel at my job.

(Continued on next page)



Member Spotlight: Michelle Tyree

If you weren’t a legal administrator, what would you do? 1I'd probably still be in management some-
where. My Type A Personality motivates me to be the best | can be in every situation. 1 like to be in
control.

What are your outside activities? My husband and | are very active. | cycle 4-5 times a week for
exercise and my sanity. We love to play outside with Jack. Also, wine.

What do you enjoy most about your affiliation with ALA? I enjoy all of it! | feel like I found a
niche in which I can relate to professionals that do what | do every day. You are my people.

How has ALA benefitted you?  It’s given me a sense of camaraderie that | have never really known
in my professional life. The resources | have to help me through difficult situations is now exponen-
tially more than what I had prior to joining ALA.

My favorite quote is... by Harry Truman, “It's amazing what you can accomplish when it doesn’t
matter who gets the credit.”

My favorite book is... | love to read, but don’t have time to do it much anymore. I'm currently
reading I'll Be Gone in the Dark by Michelle McNamara. I'm addicted to a podcast called My Favor-
ite Murder. I’'m a true crime enthusiast. SSDGM (Stay Sexy, Don’t Get Murdered)

My favorite trivia fact is... the human head weighs 8 Ibs. | typically subtract that amount from my
weight, because | don’t care how much my head weighs.

My favorite daydream or fantasy is... winning the lottery and being able to travel around the world.

My favorite movies are... Monty Python and the Holy Grail, Tombstone, Usual Suspects, and Army
of Darkness.

Outside of my family, my most treasured belonging is... my wedding dress.

Someone | really admire is... my dad. He’s awesome.
My friends describe me as... loving.

My favorite musical artist is... Jack Johnson.

What is your favorite word? Love.

What is a word you dislike? Can't.

A sound or noise I love is... my son’s laughter.
_ _ _ LawMed Insurance Group, Inc.
A sound or noise | hate is... a whiny four year old. Ron Weltmann (512) 470-5347
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ALA'S LEGAL MANAGEMENT
@ 2018 Podcast Series

ALA's podcast features exclusive interviews
with industry thought leaders - free!

Hear industry-leading experts — including

An Audio Overview of the 2018
Annual Conference & Expo,
narrated by Kate Raftery

Business Continuity Information Assets The Climate for
Plans with Management with Retirement Plan Sponsors
Kathy Scourby James Price with Norma Sharara

Funding Office Remodels Succession The Power of
and Renovations with Planning with Web Video with
Christina Floyd and Michael Moore Corey Saban

Karen Leastman

AL A Don’t miss a single episode!
‘Aﬁssmﬁop P Subscribe on iTunes or wherever you get your podcasts.

alanet.org/podcast
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30 Remarkable Ways to Go Green at Workplace

Going green isn't something that only has to be done in your personal time. You can apply

the concepts of sustainability to every aspect of your life and everywhere that you go, and this in-
cludes your workplace too. No matter what type of job you have, there’s always something you can do
that makes your work environment a little more earth-friendly. Some of the most common things in-
clude using less paper for printing, switching off gadgets like laptops and printers when not in use,
carry water bottle instead of using a disposable bottle, using energy saving lights and many more.

With global warming and climate change making noise all around the world, one should provide a
helping hand by being environmentally conscious not only at workplace only but at home too by
making some simple and small changes in their daily lifestyle. All the tips mentioned below are pret-
ty simple and easy to follow. All that is required is an intention to do something for this planet that
has given you amazing landscapes, stunning wildlife, exotic species to look and admire. Below are 30
remarkable ways to go green at workplace and make this planet a wonderful place to live and work.

1. Change the way you commute. Using public transport isn’t as bad as you may think. It cuts back on
gas and it saves you money in the long term. You can also talk to people in your neighborhood to set
up a carpooling system that could be beneficial to everyone. If there are already carpoolers in the ar-
ea, join in. Also, if you don’t live far from your job, consider walking there when the weather is pleas-
ant.

2. Pack your lunch ahead of time with reusable containers. When you buy food during lunch, it’s like-
ly that it will be packed in a bag you’ll have to throw away. If you have to do this, make sure you dis-
pose of the recyclables in a recycle bin. If you do bring food from home, pack your food in reusable
containers inside of a storage bag that can be reused as well.

3. Use reusable water bottles and mugs at work. Disposable water bottles are found all over land-
fills and their environmental impact is atrocious. With reusable water bottles, you save money and
won’t have to ingest the invisible residue that is known to come from throwaway plastic bottles. You
can also enjoy the personal touch of drinking coffee from your own mug instead of disposable cups.

4. Be conscious of your printing practices. It's best to print using the double-sided printing option
that comes with many of today’s printers. If that's not an option, then print what you must and reuse
the sheet of paper by writing on the blank side if you can. When you fax, learn ways to do so electron-
ically. There are many virtual options that don’t require you to print paper in order to send a fax, and
e-signatures help you sign off on important documents without needing to do it by hand on paper.

(Continued on next page)



2018 Edition
30 Remarkable Ways (cont.)

5. Have a personal spot for your recyclables if necessary (and encourage others to do the

same). Sometimes, recycling while at work isn’t always an option. If this is the case, then you can set
aside recyclable material that you can properly dispose of later, whether it be at home or dropping it
off in a recyclable bin during your commute.

6. Upgrade your office decor. Suggest that real plants be placed throughout your office and other in-
door working spaces. Because carbon is stored in plants, putting them inside filters the air. They also
create a more peaceful and enjoyable environment for everyone.

7. Use energy saving lights. It goes without saying that anywhere we must work should be well lit, but
this need can also be met in an eco-friendly manner. LED lights conserve energy and last much long-
er than standard light bulbs while brightly illuminating the room.

8. Make it a habit to think before you act. Have you ever thought about the reminders at the bottom
of some emails telling you to consider if your document really needs to be printed? These considera-
tions are a good practice for all of your work habits. Think about the things you do and consider al-
ternatives that are more environmentally friendly.

9. Don’t trash gently used material and items. Donate books and manuals that could be of benefit to
someone else. When you upgrade equipment, see if someone else may need what you are replacing.
Oftentimes, we forget that many of the items we no longer use can be of value to others.

10. Share printed files with coworkers to cut back on how many copies have to be printed. To avoid
printing altogether, create digital copies that everyone can open and read from their computers or
create a presentation that can be viewed by everyone at once.

11. Have a recycle bin and encourage its use. If there is no recycle bin at work, find out if it's accepta-
ble to place one in a frequently traveled area within the office so that everyone can be prompted to
use it. Spread the word that there is a recycle bin in the office if one has to be newly added. Then, by
placing it in clear view of everyone, it will serve as a gentle reminder of the importance of recycling.

12. Show that recycling is part of your company values. Usually, the culture of the office is set by both
the higher-ups and the employees. Offer fun prizes and giveaways as a way to show employees that
you appreciate their efforts to work sustainably. If you are an employee, suggest the idea to manage-
ment.

13. Make the most of paper you use. After you use one side of a sheet of paper, whether it be printed
or notebook paper, it’s typical to throw it away. Along with making use of the blank side of the paper,
you can cut out blank spots of paper to create a custom notepad to jot down reminders before recy-
cling the rest.

(Continued on next page)
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30 Remarkable Ways (cont.)

14. Buy eco-friendly office supplies. When you buy recycled products, you support a business that
values sustainability, and you are also helping to support initiatives that preserve trees and natural
resources.

15. Get into the habit of turning off electricity when it isn’t in use. Turn off lights and unplug elec-
tronics when they’re not in use in order to save energy.

16. Set up a collaborative online workspace. There are all sorts of ways that team members within a
company can communicate online without the use of traditional methods involving paper

and limited natural resources. This also helps to keep everyone organized and on track while foster-
ing better communication.

17. For holidays, special events and birthdays, send e-cards instead of buying traditional cards and
mailing invitations. Not only are e-cards fun and often humorous, they are more environmentally-
friendly than sending out paper announcements that recipients tend to discard after reading.

18. Turn computers and electronic devices completely off instead of setting them in standby mode
when they’re not in use. Standby mode and screen savers still use a lot of energy. Give your computer
and the electricity at the office a well-deserved break.

19.Telecommute whenever possible. Many bosses will allow employees to work from home in order
to complete tasks that doesn’t require their physical presence at the office. If your boss doesn’t offer
this, it never hurts to ask about it. Telecommuting is both a convenient way to work and a great way
to reduce your carbon footprint from commuting to and fro.

20. Purchase gently used items for work. You would be surprised at the quality of clothing you'll find
at thrift stores that are appropriate for work, along with miscellaneous items for storage or general
decor. Office furniture, including chairs and desks, can also be bought and re-purposed if desired.
Shopping this way is eco-friendly when considering the natural resources that are exhausted to con-
stantly produce new items.

21. Fill the office kitchen or break room with reusable dishes and silverware.Plastic and paper is the
norm when it comes to eating at work, but replacing them with reusable products that simply require
washing is a very effective way to reduce the amount of disposable products that have to be discard-
ed.

22. Recycle old office furniture and equipment. Many times, businesses are remodeled and upgraded
with the newest of computers and furniture. A very common practice is to throw away the old items.
Instead, suggest that it be donated. Anything that is not worthy of donation might be completely re-
cyclable or composed of parts that can be recycled instead of trashed.

(Continued on next page)
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30 Remarkable Ways (cont.)

23. Take the stairs instead of the elevator. It takes a large amount of energy to travel back and forth
between floors using an elevator. Furthermore, stairs are a worthy alternative since taking the stairs
is a healthier option that can help you get in better shape because of the aerobic benefits.

24. Use refillable pens. At work, we tend to go through a countless number of pens that we have to
throw away shortly after use. Reusable pens simply require cartridge changes and can be used for a
long period of time.

25. Use lights with motion sensors. When you use lights with motion sensors, you don’t have to re-
mind everyone to turn the lights off in order to conserve energy. Motion lights are also extremely
convenient since they intuitively know when they are needed, and they are quite appreciated by
workers who are often on the move and carrying many items at once.

26. Instead of paper towels, use hand dryers. Usually, everyone at work is washing their hands
throughout the day, which means paper towels are constantly in use. Hand dryers are a sanitary re-
placement that can largely reduce the use of paper towels. If hand dryers are not an option, put a re-
cycle bin close to the paper towel holder for disposal.

27. Get creative. Upcycling is a fun way to reuse products without having to dispose of them. You can
find inspiration for just about anything through social media sites, such as Pinterest and various
websites online. Everything from old jars to random items that can be used for storage are likely to
have various uses.

28. Use natural light if it's an option. If you have various windows, or just a large window that can be
opened, make use of it. Natural light adds a great ambiance to the room and is very inviting to work-
ers and visitors.

29. Buy re-manufactured ink. Re-manufactured ink is affordable and environmentally friendly. The
cartridges are also more full and producers of manufactured ink help to keep excess metals and dis-
posables from being trashed.

30. Use non-toxic cleaning products to tidy up. There are all sorts of cleaning products that are based
on natural substances instead of hazardous chemicals that are dangerous to the environment, the us-
er, and harsh on furniture and electronics. Oftentimes, there are all-natural solutions that will work
just as well as store-bought products.

Original article: https://www.conserve-energy-future.com/remarkable-ways-to-go-green-at-workplace.php
About the Author:

Rinkesh is a true environmentalist by heart. Founded Conserve Energy Future with the sole motto of providing helpful
information related to our rapidly depleting environment. Unless you strongly believe in Elon Musk's idea of making
Mars as another habitable planet, do remember that there really is no 'Planet B' in this whole universe.



EXPECT
SOLUTIONS.

You don't need another task added to your to-do list. You need
someone ready to shorten that list. To take your problems and
turn them into solutions.

Alaris provides extra support for you and your team throughout
your entire case — from depositions to trial support and
alternative dispute resolutions. We never say no.

So you can always expect solutions.

v Snapshot view of all litigation
activity

¥ Centralized repository
v Consistent rates

v~ Consolidated billing and
clarity of overall spend for
better financial management

v Legal concierge services

¥ Dedicated relationship manager

Learn more at ALARIS.US
ALARIS

' Liigation Services | Trial Services | ADR Services

800.280.3376 | ALARIS.US | 229 W. CAPITOL AVE, SUITE B, LITTLE ROCK, AR 72201
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ALA Arkansas

Chapter
ARKANSAS CHAPTER

OFFICERS AND DIRECTORS
APRIL 2018 - MARCH 2019

President

President’s Award of Excellence
Michelle Stewart

Kutak Rock, LLP

(501) 975-3144
Michelle.Stewart@kutakrock.com

President-Elect

President’s Award of Excellence
Diane Smith

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

smith@amhfirm.com

Vice-President

Connie Straw

Trammell Piazza Law Firm, PLLC
(501) 371-9903
connie@trammellpiazza.com

Treasurer

Selina Wood

PPGMR Law, PLLC
(501) 603-9000
selina@ppgmrlaw.com

Secretary

Tonya Wallace

Anderson, Murphy & Hopkins, L.L.P.
(501) 210-3633
wallace@amhfirm.com

Immediate Past President
President’s Award of Excellence
Michelle Tyree

The Brad Hendricks Law Firm

(501) 221-0444
mtyree@bradhendricks.com

Director

Staci Coleman
RMP LLP

(870) 394-5199
scoleman@rmp.law

Director

Julia Strickland, CLM
Mitchell Williams

(501) 688-8847
jstrickland@mwlaw.com

ALA National President
April Campbell, J.D.
McCullough Hill Leary, PS
(206) 812-3388
acampbell@mhseattle.com

Region 4 Director

Candace Kate Childress, SHRM-CP
Blank Rome, LLP

(713) 228-6601
cchildress@blankrome.com
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ARKANSAS CHAPTER
STANDING COMMITTEE CHAIRS
APRIL 2018 - MARCH 2019

Business Partner Relations &
Sponsorships Co-Chair
Carolyn Owen

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

Newsletter Editor & Photographer
Business Partner Relations &
Sponsorships Co-Chair

Michelle Tyree

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

Accountant/Auditor/Hospitality/
Roster/Bylaws/Standing Rules
Kathy Cagle

Munson, Rowlett, Moore & Boone, P.A.

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

Scholarship

Diane Smith

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

smith@amhfirm.com

Mentor Program

Carol Minor

Lax, Vaughn, Fortson, Rowe &
Threet, P.A.

(501) 376-6565

cminor@laxvaughn.com

Programs/Education
Membership

Connie Straw

Trammell Piazza Law Firm, PLLC
(501) 371-9903
connie@trammellpiazza.com

Diversity / Regional Council
Representative

Michelle Stewart

Kutak Rock, LLP

(501) 975-3144
Michelle.Stewart@kutakrock.com

Community Connection
Julia Strickland, CLM
Mitchell Williams

(501) 688-8847
jstrickland@mwlaw.com

Co-Webmaster

Angela Falco

Watts, Donovan, & Tilley P.A.
(501) 372-1402
Angela.Falco@wdt-law.com

Co-Webmaster

Anna Wakeling

Kristin Riggan, Atty at Law
(501) 249-1289
frontdesk@rigganlaw.com
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DIAMOND PARTNER
Standard Business Systems, Inc.

PLATINUM PARTNER
Business World, Inc.

GOLD PARTNERS
Alaris Litigation Services
BXS Insurance

SILVER PARTNERS
Bushman Court Reporting
Canon Solutions America

DataMax
LexisNexis
PC Assistance, Inc.
Pivot Legal Services
Voice Products

BRONZE PARTNERS
LawMed Insurance Group, Inc.

THANK YOU to our Business Partners for their Support!
Gold, Silver, and Bronze Sponsorship opportunities are available.
Please contact an ALA member for more information.
on how your company can benefit from partnering with our chapter.
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SMART CHANGE STARTS HERE.

U CLIENT RISKS

lassistance R ARE EVERYWHERE.
The Right Decision JRUEGMERI0E

We've been doing business with

PC Assistance since 1996 and

we implemented IT Assurance in

the fall of 2008. Thanks to IT

Assurance, a problem in my

backup system was discovered o . As an ALA sponsor and member, Canan
and corrected before a potential- ' 3 = SC'IUI'E"G"S America is m"‘r.“me‘j to.

ly disastrous crash. You can't put serving the legal community. Our wide

a value on the issues that have range of technology solutions can help
already been remedied through your firm improve security, streamline

IT Assurance, and you can't put communication, increase efficiency,

. dred st5.
a value on the peace of mind that ATEMLE AR
comes with knowing that PC :
Assistance is monitoring our sys- ' = Brad Hendricks

AoSUIdE

To learn more about how we can help your firm, contact
Keegan Northup at 501-725-3847 or knorthup@csa.canon.com

Contact Ted Clouser to find out how
IT Assurance can be the right
decision for your business. Canon 3 CANON SEE IMPOSSIBLE
501.907.4722 mm—

. ©2018 Canon Solutions America, Inc. All rights reservad. 11/18-589
Www.pcassistance.com

BUSHMAN
Get Answers to Your

AREPORT
Daily WorR Questions COUR\; PO NG,
ALA knows that the day-to-day work of a legal management L EG y

professional can be stressful when new issues arise or you need a éa

quick answer to work-related question. ALA's Online Community V I D EO
and Reference Library are here to help!

After clicking on the

Comn nity icon — f ~ ; ) I
Community icon - found at : Arkansas OI : St and Largest
the top right-hand side of B

the ALA homepage - you'll = - =

be able to type your query FALA | | Court Reportlng Flrm

in the search box. Every

conversation and article on

that topic will appear in the

results.

Join the conversation
Start a new thread
Visit the Reference

ting.com
Library and find the i

resource you need (NN IR y =77 L Ul .
| 501-372#5115

community/alanet.org



__| CONGRATULATIONS
TO ALARIS ON THE
GRAND OPENING
OF THEIR NEW
LITTLE ROCK OFFICE

Nl

From depositions to trial services and alternative dispute resolution, we are always on hand
to take care of the details and find solutions to whatever situation you're facing. Our new
space will allow us to offer expanded services to support the legal community in Little Rock
and the surrounding areas. As always, we are committed to being your partner.

- Deborah C. Weaver, CEO and Founder

ALA
Associasion of Lega!
Admind rraters -

Business of Law
eLearning Center

Your anytime, anywhere, business
of law eLearning solution.

alanet.org/elearning HE?&?E‘?

ATTENTION

Do you have something to say? Voice your opinions! Record your thoughts and weigh in on the
issues that matter to you.

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

Email articles to: mtyree@bradhendricks.com




SUPERMAN: STRENGTH AND SOLIDARITY

Steve Wingert, an ALA Past President, has been recently diagnosed with pancreatic cancer. Mark
Bridgeman, his husband and also an active ALA member, is doing his best to maintain two house-
holds, travel to Steve's treatments, and focus on the responsibilities of his position. Right now, what
Mark requests is anything that puts a smile on Steve's face.

The Wingert-Bridgeman family and friends have adopted a Superman support system with the
tagline "Strength and Solidarity." The Gateway Chapter ordered Superman wristbands for chapter
members, so the Arkansas Chapter has done the same.

Also, Angela Falco, who is attending the Regional Legal Management Conference in Austin, will wear
the Superman wristband every day. They will attempt to take a huge group shot and send it to Steve
and Mark.

The Arkansas Chapter is proud to show our STRENGTH AND SOLIDARITY for two people who
have given so much to ALA!




Working

Toward Your CLM®?

The Study Guide for the CLM Exam Practice Questions, Preparation
and Reviews was designed to help you prepare effectively to earn
the prestigious Certified Legal Manager (CLM)® credential.

Features of this resource
include:

» A focus on real-world issues faced by
legal managers

e The CLM Content Outline of the Body
of Knowledge (also known as the test
blueprint)

» Practice quizzes

» A comprehensive list of terms and
definitions

* And more!

Use the Study Guide for the CLM Exam Practice Questions,
Preparation and Reviews as a complement and guide to your
individual preparation or as a resource for your study group.

Learn more alanet.org/cim



The All-New | ?Am
Job Description Toolkit S

This new, complimentary benefit for ALA members helps legal managers accurately
describe duties for ever-evolving positions — increasing the chances they'll hire the right
person for the job!

¥ Resources and tools for writing job descriptions = including an easy-to-use,
editable template

2> Guide to creating job descriptions that apply ALA's Uniform Process Based
Management System (UPBMS) taxonomy

2 Sample job descriptions — using the UPBMS — in the areas of legal support
services, finance, HR, marketing, technology and IP

Improve your hiring process!
Better manage your employees’ performance!

alanet.org/job-toolkit
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right opportunities with t= right resources snd
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maresgernenit | claims arabesis and adwocacy | life, smplogpes
beemiefits, mnd continuity plans

for your continued| . mesmssse s oo,

Ererdan Moraghan, JDAVE | leremy Cooc, VP | lames Qark, 80F |
Michelle Duncan, Professioral Unit Team Leasd

UBXSINSURANCE

A SUBSIDIARY OF BANCORPSOUTH BANK

BUSiﬂESS Partner BUSINESS | ENPLOYEE BENEFITS | SURETY | PERSONAL

Jonesboro BRORT25281 - Ltk Riodk (500 065464 77106 -
Rcaers P79 27107 25 - wew wbecsi oom
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HAPPY RETIREMENT NANCY!

As you all know, the Arkansas Chapter of the Association of Legal
Administrators was first chartered on June 30, 1981. The Charter members
were Charter President Myra Runyon, Willie Mae Etheridge, Carolyn Huber,
Frances Benton, Jean Sheffer, Judy Jones, Priscilla Kilgore, Judy McNeil,
MaryAnn Jungkind, Donna Blacklaw, Sallie Langford, Christie Black, Pam
Pierce, Gloria Lockett, Becky Chapman, and our very own Nancy Collins. All
of the original Charter members have sadly passed or happily retired since
then. This year, the last Charter member, Nancy Collins, will be retiring. We
wanted to take a moment to celebrate and remember her for all of her
dedication, hard work, loyalty, wisdom, sense of humor, and friendship.
Nancy, we wish you all of the best and hope to see you for Christmas parties
and happy hours in the near future. Your guidance has always been
appreciated and we have such big shoes to fill thanks to your service.

From all of us over all the years, we love you and will miss you.
Congratulations, Nancy! Enjoy the next few pages dedicated to you.




HAPPY RETIREMENT NANCY!

Susan French Koran and Patti Groff (former National ALA
Presidents), Andrea Smalac, and Nancy Collins

“Nancy, you have been such a role
model and mentor to many ALA
members over the past years. |

suspect we will be saying for many
years — WWND — What would

Nancy do? We will truly miss
seeing you at our monthly
meetings. Best wishes for a happy
and memorable retirement!”
Diane Smith

“Nancy is and always has been one of those
members who is willing to share information
and help other members on their
projects. When we were preparing to take
over a whole floor in our building and do a
complete remodel (while occupying the
space), she answered a lot of questions and
gave a lot of advice. She gave me a tour of
their offices and talked about the pros and
cons they encountered. It was very helpful as
this was the first time | had been involved in a
project like that.”

- Kathy Cagle
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| . W “Little Rock hosted a Regional Confer-
“ ence many, many years ago. At that
time, the host chapter did most of the
work. Nancy was one of a few key mem-
bers who got Little Rock chosen, orga-
nized the event and ensured its success.”

-Kathy Cagle

“Every time |
think of a
Cosmopolitan
cocktail, I am
reminded of
Nancy and Judy
Jones Stafford
Brison.”

-Kathy Cagle




HAPPY RETIREMENT NANCY!

Business Partners: A Chapter’s Most Valuable Assets

By: Nancy Collins, Winter 2012 Legal Link

Over the years, | have come to recognize the value of my relationship with our firm’s business
partners. It is more than the business partner providing the product or service and us paying for
it. It is being able to count on the business partner when the going gets rough...and the business
partner being able to count on us to help him/her expand their business.

I have needed a business partner to help work through a sticky phone problem one Friday night
as a result of a desperate call from one of our lawyers. | have needed a business partner to get us
a special supply for an unexpected client/attorney demand.

From the ALA perspective, we couldn’t provide anywhere close to the level of member education
that we have been able to do. Without the support of our business partners, members in small

firms wouldn’'t be able to go to confer-
ences and bring valuable information -

back to their firms. Our business partners @ e
really came through for us with our LedsNeods®
Community Connection project this year.
Standard Business Systems donated $500
toward our Community Connection raffle CU RRE NT
item and all it took was a phone call.

Conversely, business partners have

needed me to give a good reference to a CRI I ICAL
prospective client. I am always glad to do
this. The more successful the business

partner, the more likely that they will DIG DEEPER AND REACH FURTHER

Conti nue to be in busi ness. WITH VETTED AND TRUSTED SOURCES
GIVING YOU THE BEST INFORMATION TO WORK FROM

From a business partner perspective,
Richard Gully with Standard Business
Systems views his ALA sponsorship as

“an investment in ALA and his business. terested? Contact your Lexishlexis
epresentative for more information
It is a symbiotic relationship. Both his GAYLA REEDER
] ) 405.315.2591
business and ALA benefit from the GAYLA.REEDER®LE XISNEXIS.COM
relationship!”

Lesdshds, Leds Advanea, Leck and he Knowledge Burst lapoar reglstered rademanke of RELY nc. & 201E LeskNesds. LALO1114-2 071




HAPPY RETIREMENT NANCY!

i)

“She hosted a really great
Christmas gathering at her
home. | think that was my

favorite one. She had just done
some remodeling — loved her
kitchen. Her house was beauti-
ful; the food was great; and the
company was wonderful. It was
a really nice evening.”

-Kathy Cagle




HAPPY RETIREMENT NANCY!

“l didn’t get to know you as well as |
would’ve wanted, or as well as you de-
served. | look up to the example you've
set, and | know | have a long way to go.

Shoot for the moon. If you miss, at least
you’ll land amongst the stars. Nancy is
our very own ALA Rockstar!”
-Michelle Tyree




HAPPY RETIREMENT NANCY!

“Keepers” by Nancy Collins, June 2010

I believe if there is something good to come out of the recent economic troubles, it
is that we learn to appreciate and keep what we have; fix and reuse rather than throw
away.

For our parents and grandparents, keeping used to be a way of life — fixing,
re-using, and fixing again. Later generations didn’t understand. Somewhere along the
line we decided that waste meant affluence. Buy cheap, use it up, throw it away, repeat
the cycle. Not many things are “keepers” anymore.

But as we get older, we experience the loss of a loved one; we experience the pain of
learning that sometimes there isn't any more. Sometimes, what we care about most gets
all used up and goes away... never to return. So, while we have it, we learn to love it, care
for it, fix it when it's broken, and heal it when it's sick.

This is true for marriage, children who get in trouble at school, dogs and cats with
bad hips, aging parents and grandparents... and friends. We keep them and love them be-
cause they are special, and they enrich our lives. Even when they are gone, we keep them
close in our heart and mind.

NANCY, YOU'RE A KEEPER.




HAPPY RETIREMENT NANCY!

“We used to do the Poor Man’s Lunch to raise funds for our Community Challenge
project (now Community Connection). Part of this fundraiser was a silent
auction. Bev Eberle used to get a lot of credit for the silent auction (deservedly —
she procured most of the items, and they were great items), but Nancy was also a
silent auction master. She prepared the bid sheets, collected the money, and
disbursed the prizes. It went so smoothly because of her organization and
attention to detail. She was also able to get a lot of our food donated, and her bake
sale items were amazing. She can really bake. Without her efforts, we would not
have been as successful in those fundraisers.”

-Kathy Cagle

“Hearing how young
she started in law,
and how far she went
INn her career, gives
me hope for my own.”
-Anna Wakeling




Practical technology tools that will help ‘
your legal practice cut costs, streamline

and automate workflows, and free

up time to pursue more

billable hours.

> «»|datamax:

[]

Visit the internet at; E
hubs.ly/H03L0Z20

to download our -
FREE eBOOK! 'E

www.datamaxarkansas.com | 800.482.5772

World Class
_tigation Support

EDISCOVERY. HOSTED REVIEW,
DOCUMENT MANAGEMENT, SCANMNING,
COPYING AND PRINTING SERVICES

VOICE PRODUCTS INC.

(/7(:/«'«' Seekone f?y!'ﬂ,} /, ? ’7/ wr Loeacmess

We Match Internet Pricing!

On all makes and models of

Transcription/Dictation and Speech

Free

The Largest Dictation Distributer in the Mid-West
eFree Local Sales Consulting
Speech 4 ocal sales and Service

' =
Live eSpeech Recognition Integration

A e|nstallation of all Hardware/Software
Trial s
eTraining
for30 eFree Loaners
oLIVE Support

Days
Y eWorks with Olympus

~I.
NUANCE
DRAGON™ PARTNER

800-466-1152

www.voiceproducts.com

PHILIPS

Since 1990

400 W, CAFTTOL AVE., SINTE 108 LITTLE ROCK, AR 72201 507 300,000
4068 NOATH COLLEGE AVE., SUITE 104 FAYETTEVILLE, AR 72708 4T0.621.2879

F ¥ in



Fall/Winter Page 32
2018 Edition

Sun Mon Tue Wed Thu Fri Sat
1 2 3
Webinar: Nancy’s
Ransomware & Birthday
Social
Engineering
4 5 6 7 8 Webinar: Time | 9 10
Selina’s Entry, Billing &
Birthday Collection
Solutions
11 12 13 14 15 16 17
Weblnar_: Busmess Webinar: Current
Conducting a | Meeting: Issues, Trends
Successful HR | Rita and Challenges
Audit Garrett —
Diversity
18 19 20 21 22 23 24
Kathy's Thanksgiving
Birthday
25 26 27 28 29 30




Fall/Winter
2018 Edition

December 2018

Page 33

Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 6 Webinar: 7 8
eBilling Best
Practices and
Readiness
9 10 11 12 13 14 15
4 pm Webinar:
Christmas Burying the
Party at Billable Hour
Dugan’s Pub
16 17 18 19 Webinar: 20 21 22
Presentations Ann’s Birth-
that Engage day
23 24 25 26 27 28 29
Christmas Christmas Dede’s
Eve Day Birthday
30 31
New Years
Eve




Fall/Winter Page 34
2018 Edition
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
Pamela’s
Birthday
6 7 8 9 10 11 12
Business
Meeting:
LTC
Solutions
(ALA VIP BP
Webinar)
13 14 15 16 17 18 19
Connie’s
Birthday
20 21 22 23 24 25 26
27 28 29 30 31
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Influenza (or flu) is a contagious respiratory illness caused by flu viruses. Most people with flu have
mild illness and do not need medical care or antiviral drugs. If you get flu symptoms, in most cases,
you should stay home and avoid contact with others except to get medical care.

v/,

Flu viruses can cause mild to severe illness, and
at times can lead to death. The flu is different
from a cold. The flu usually comes on suddenly.

People who have flu often feel some or all of
these symptoms: Fever* or feeling
feverish/chills, cough, sore throat, runny or
stuffy nose, muscle or body aches, headaches,
fatigue (tiredness). Some people may have
vomiting and diarrhea. This is more common
in children.

* It's important to note that not everyone with
flu will have a fever.

. : . '
ﬁ\‘ IF.YOUR DOCTOR
: ¢ PRESCRIBES THEM!

Antiviral drugs can be used to treat flu illness. Antiviral drugs can make illness milder and shorten the time you are sick. They also
can prevent serious flu complications.

CDC recommends that antiviral drugs be used early to treat people who are very sick with the flu and people who get flu symptoms
whio are at high risk of serious flu complications, cither because of their age or bacause they have a high risk medical condition.

WHEN SICK (Eﬂ Pr

QN

— |

When you are sick, limit contact with others as much as possible. Remember to cover your nose and mouth with a tissue when
you cough or sneeze, and throw tissues in the trash after you use them. Stay home for at least 24 hours after your fever is gone
except to get medical care or for other necessities.

*Your fever should be gone for 24 hours without the use of a fever-reducing medicine before resuming normal activities.

st

www.cdc.gov/flu/takingcare.htm SFIGHT FLU

L
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s fechnology
Holding Your Firmn Back, AN i
or Moving it Forward? S - A

-

Do You Depend on Technology? W 7.4

Your expertise Is what makes you, you. Mok no misioke, Business Word Is o - I‘1-_ }"’
And the abllity fo oot quickly on that experfiza kot more than coplers. With cur DocuiWare T ey
ks wihat mckes you sucoessful. program, Business Warld can creabe cusiom, '\

The managers and lechniclans of Budness afficlent document and 1T, workflows for any ;
World undersiond you and your diends rely firm, lange ar small. Without thess workflows, =
on your offiee fechnokogy to sohe problems youl could be wasting time and leaving mm
aifficiarity. mianey on the iobla,

If thit fechnalogy falks, the problems Dion't fall bahind the competion. Cortact m
miutiply fo=i. Lose the woamry and ket Business Business Wodd ioday, and gt moving!
Workd monage your office. aquipment,
document and ranaged LT, nesds. Moving Technelegy Formord

866-981-1230
sSHARP RICOH nlK4Y0CERD e

Imagina. changa.



2019 Member Scholarship Eligibility Criteria

Members must meet the eligibility criteria in the year preceding the scholarship year. For this
reason, the Board is recommending eligibility criteria for 2019 so that chapter members may take
the necessary steps in 2018 to be eligible for a scholarship in 2019. Typically, the Board will recom-
mend scholarship eligibility criteria one year in advance of the awarding of scholarships.

2019 Scholarship Eliqibility

1. Attend at least six chapter meetings during 2018.

2. Participate in the 2018 Business Partner Event.

3. Participate on the Board or a Committee.

4. Attempt to recruit one new member.

5. Write an article for the newsletter during 2018.

6. Other services deemed beneficial to the Chapter by the Board.

All chapter members in good standing will be entered into each scholarship drawing in 2019. To be
eligible for a full scholarship, a chapter member must have performed two of the six criteria listed
above.

If a chapter member does not meet the 2019 scholarship criteria as stated above, the member will
be eligible for 50% of the 2019 scholarship amount.

General Scholarship Rules

Chapter members are only eligible for one scholarship per calendar year. Additionally, scholarship
recipients from the prior year are not eligible for a scholarship the next year unless all eligible
members for the current year have been given an opportunity to accept a scholarship.

Each scholarship recipient should report to the Chapter President within two weeks of the drawing
indicating if they plan to use the scholarship, whether they are eligible for a full scholarship, and
whether they plan to attend an ALA conference or some other conference. The Chapter will
continue to draw for scholarships from the remaining pool of member names until all scholarships
are awarded.

EDITORIAL POLICY

This 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
L herein are strictly those of the contributors and
...‘ advertisers and do not necessarily reflect the opinions of

Association of Legal the Arkansas Chapter or its members. Reprinting of any

i portion of this newsletter by any means, including

PRESIDENTS' photocopying, recording, or any information storage

and retrieval system, is prohibited without permission

A W A R D of the editor and authors.
of EXCELLENCE Editor & Photographer Michelle Tyree




