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Why Outsourcing May Make Sense 
In 2010 
By Darryl Lanier 

 Obviously we don’t need to tell anyone about the economic  
crisis that faced our country or the resulting economic                 
challenges that in turn faced many law firms around the country.  
Regardless of the level of economic challenge, virtually all             
Office Managers, Facilities Managers, Administrators, Executive 
Directors, Chief Financial Officers and Chief Operating Officers 
were and are looking for creative ways to make their respective 
Firm’s more efficient and profitable.  For some this meant              
freezing salaries; for some it meant eliminating bonuses; for 
some it meant reductions in staff; and for some it meant                
reconsidering the outsourcing alternative. 

 From an “FM” or On-Site Management Services              
perspective, most Firms had already made the decision to            
outsource.  Statistics prove that more than 75% of the AmLaw 
250 Firms do so.  While statistics are not readily available for 
smaller Firms, information indicates that more than 50% of all 
Firms with more than 40 attorneys outsource today.  Regardless 
of whom these Firms all choose to hire as their service provider, 
a vast majority have in fact decided that it is more efficient, more 
flexible, and more cost effective to hire a professional company 
to manage these services for them. 

 The reasons to outsource are many. The ALA has done            
surveys; consultants have done surveys; and the providers 
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Is RFID Right For You? 
By Anna Stratton 

 The “buzz” of RFID technology get’s louder by the               
minute but what does this mean for records managers and                       
organizations? 

 Let me first provide an overview of RFID (Radio Frequency 
IDentification).  The primary difference between barcode and 
RFID technologies is that barcodes require a line of sight               
(the reader uses infrared beams to scan the barcode).  RFID 
utilizes radio frequencies that can be read without actually              
seeing the file.  There are two types of RFID tags, passive and 
active.  

 A passive RFID tag does not contain a battery; the reader              
supplies the power.  These tags have a useful life of twenty 
years or more.  The major disadvantage of a passive RFID tag 
is that the tag can be read only at very short distances, typically 
a few feet at most.  Subsequently, an active RFID tag is 
equipped with a battery.  The major advantage of an active tag 
is that it provides the longest communication read range.           
Records management and file tracking applications most always 
utilize passive tags. 

 The key to RFID is in understanding and identifying your             
objectives.  If security is your primary concern, then security 
cameras might be a better option.  Most organizations are           
not concerned with theft, but rather knowing where a record is 
as it moves through the organization.  Readers and antennas 
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A spotlight on Clark, Duncan & Morris – Titanium Sponsor for the ALA-
Houston Chapter 
By Peter Morris 

 The most important things this article should do are the following:  Remind you to smile, remind you to laugh and remind you 
that life is NOT a spectator sport.  Remember that you are special to us, our employees and their families.  We know that very few             
professionals really know how tough it can be working for attorneys.  But the ALA members know that you are skilled diplomats, 
accountants, managers and peacemakers.  You all make it happen every day by performing the roles of Super-nanny, Bill Nye the 
Science Guy, Tim the “Tool man” Taylor, Joe the Plumber and even Carol Burnett all rolled into one. 

 When my bosses (Sherie & Trudy) told me to write an article about us, I was less interested in telling you what we do, how we 
do it, so on and so forth…  I was just eager to share with the ALA, how great we all think you are, as our ALA members, clients or not.          
I also thought it would be good to tell you what great people we have too.  Not sales, not service, not our managers or even our     
partners, but great, wonderful people.  The company starts and ends with our teams and our great, amazing associates.  I work with 
two amazing ladies, who are capable, honest and diligent.  It is my fortune to be among them and our great staff and associates.               
I will always strive to measure up to their level, but it’s likely a level I shall never reach. 

 Our Birthday was 07/07/2007.  That was the day the articles of incorporation, the insurance coverage and our sales & use                
permits all arrived.  The plan, as I recall, was to build a company where we all contributed our best talents.  Not time, not repetitious 
tasks, but our best skills and talent.  We agreed we would live and practice a simple philosophy.  Be Disciplined.  Be Driven.                  
Be Reliable.  But have fun too.  Our CPA’s, Attorneys and Bankers (ugh bankers!) thought we were mental!  Yet today, we have 
Sherie L. Duncan, Trudy D. Thomas and Peter M. Morris of Clark, Duncan & Morris. 

(Continued on page 11) 

Morale in the Age
After Lay-Offs: Working
Leaner and Working Better.
By Blair C. Sollenberger
 We all watched it: revenues slowed; news of impending doom, re-
cession	and	fi	nancial	ruin.	Cast	gloom	across	every	industry—even	
law	fi	rms,	but	you	knew	that.		Then	the	dust	settled	and	the	fear	of	
“who	will	be	next”	waned;	adrenaline	levels	sank.		We	all	hunkered	
down	for	a	long	winter	of	recession.
	 If	 you	haven’t	already,	 it’s	 time	 to	 look	at	ways	 to	boost	morale	
before	mutiny	breaks	out	or	someone	(certainly	not	you)	goes	postal.
	 Communication	is	essential.		Being	smart,	you	did	a	lot	of	commu-
nicating	as	the	cuts	and	lay-offs	were	happening	and	budgets	were	
cut.		Don’t	stop	there.
	 Communicating	the	VISION	of	the	fi	rm	and	reassuring	the	team	of	
the	importance	each	staff	member	plays	is	even	more	critical.		Salary	
and	hiring	freezes	and	suspension	of	bonuses	CAN	contribute	to	the	
long-term	vision	and	goals	of	the	company.			As	a	leader	you	must	
help	everyone	reconnect	with	that	big	picture.
	 Lots	of	folks	lost	their	sense	of	humor	this	past	year	(the	balance	
sheet	can	put	a	grimace	on	any	face).		Nothing	gets	oxygen	fl	owing	
and	breaks	down	aggravations	like	a	good	hearty	laugh.		We	have	a	
few	in-house	running	jokes	that	can	bring	a	little	levity	when	we	need	
it.		All	we	do	is	bring	out	the	Wiffl	e	bat	(call	me	and	I’ll	share	that	one	
with	you).	

(Continued on page 8)
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1-2-3:  Keeping it Simple in Law Firm Records Management
Teresa Pritchard Schoch, M.S.L.S, J.D., CRM, ERMs, IKON Records Management Consultant
	 Client	fi	les	and	records	management	has	become	a	thorn	in	the	side	of	most	U.S.	law	fi	rms.		Almost	without	exception,	law	fi	rms	run	
two	parallel	systems	for	both	records	and	document	management,	and	it	appears	as	if	the	twain	shall	never	meet.		With	the	ever	expand-
ing	number	of	both	electronic	and	paper	records	being	created,	exponentially	increasing	the	amount	of	storage	of	both	electronically	and	
warehoused	records	and	non-records,	how	does	a	fi	rm	move	toward	a	simple	process	for	combining	the	two,	and,	in	the	process,	eliminate	
paper	storage,	other	than	documents	which	may	legally	be	required	to	be	maintained	in	paper	format?
1) Electronic Capture of All Incoming Documents
	 Law	fi	rms	have	retention	requirements	for	client	documents	as	well	as	administrative	records.			Although	the	retention	period	will	vary	
based	on	record	type,	(which	is	set	forth	in	the	fi	rm’s	retention	schedules	as	appropriate),	for	purposes	of	this	article,	we	will	assume	the	
retention	period	for	most	client	documents,	the	vast	majority	of	a	fi	rm’s	fi	les,		is	seven	years.
	 While	the	number	will	vary	according	to	the	type	of	fi	rm,	we	will	estimate	that	the	fi	rm	creates	80%	of	the	clients’	fi	les	itself,	including	
pleadings,	memoranda,	contracts,	etc.		So	how	do	the	other	fi	les	come	into	the	fi	rm?		
	 Currently,	many	documents	are	delivered	to	the	fi	rm	electronically,	mostly	as	email	attachments.			The	email	itself	is	often	correspon-
dence	that	was	formerly	sent	by	letter.		Court	related	notices,	etc.,	are	now	increasingly	being	delivered	electronically.			The	remainder	of	
the	items	received	by	the	fi	rm	is,	therefore,	coming	into	the	fi	rm	through	the	mail	room,	or	via	fax,	which	in	most	fi	rms,	the	receipt	of	which	
has	been	centralized	in	the	same	area.		When	paper	based	mail	received	by	the	fi	rm	is	assessed	as	“junk”	mail	while	all	other	mail	is	
scanned	in	a	manner	that	makes	them	retrievable	in	the	fi	rm’s	electronic	system,	while	all	faxed	items	are	automatically	incorporated	into	
the	electronic	system	as	well,	the	fi	rm	is	moving	in	the	direction	of	100%	of	client	records	holdings	in	the	electronic	document	system.			

(Continued on page 4)

How	Offi	ce	Tenants	Can	Benefi	t	in	
Today’s	Market
Stan Voelkel II, Robert S. Parsley,
  and John S. Parsley 
Colliers International
	 At	the	start	of	2010,	Houston’s	offi	ce	market	continued	to	be	af-
fected	by	the	sluggish	economy,	weak	employment	sector	and	perva-
sive	credit	crunch.			Following	the	high	water	mark	in	the	fourth	quar-
ter	of	2008,	offi	ce	fundamentals	have	softened	signifi	cantly.			Given	
these	market	shifts,	what	can	tenants	do	to	benefi	t	from	the	current	
cycle?
	 Since	 the	 beginning	 of	 2009,	 landlords	 have	 responded	 to	 the	
prevailing	uncertainty	in	the	real	estate	market	by	actively	competing	
to	attract	solid,	credit-worthy	tenants	to	their	buildings.		The	primary	
means	of	distinguishing	themselves	from	the	competition	–	i.e.	other	
offi	ce	 landlords	–	has	been	 to	 increase	 lease	concessions,	 includ-
ing	lower	rental	rates,	more	tenant	improvement	dollars	and	abated/
discounted	parking	charges.		Typical	concessions	in	today’s	market	
include	6-9	months	of	abated	rent,	turn-key	build-out	for	tenant	im-
provements,	 and	 12-18	months	 of	 abated/discounted	 parking,	 de-
pending	on	the	lease	term.
	 The	 single	most	 important	 thing	 tenants	 can	 do	 in	 this	 and	 all	
market	cycles,	is	to	choose	to	be	represented	by	the	best	commercial	
broker	available.		An	experienced,	competent	commercial	broker	is	
one	who	 has	 excellent	 knowledge	 of	 current	market	 conditions,	 is	
prepared	with	a	comprehensive	letter	of	intent	covering	all	key

(Continued on page 4)
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President’s Message 

 
 

Got CLM? 
 
 

 When I accepted the position of Houston Chapter President, I challenged you to consider (1) what it means for 

ALA to be a truly professional organization and (2) what that can or may mean to you.  I suggested that ALA's primary 

purpose is to make you more valuable to your law firm or corporation.  Now I ask you to make becoming a Certified 

Legal Manager (CLM) one of your personal and professional goals. 

Regardless of the stage in your career, certification adds a valuable dimension to your professional development.  The 
content of the CLM exam covers all areas of legal administration, arming you with the knowledge necessary for day-to-
day, hands-on involvement in all aspects of managing a law firm or legal department.  Moreover, certification: 

• Identifies you as a dedicated and experienced legal manager who understands the unique 
issues of managing your firm or legal department 

• Demonstrates your expertise in legal management and extraordinary commitment to the 
profession 

• Establishes you have what it takes to contribute to your firm’s success 

http://www.alanet.org/clm/about.aspx 

 The next CLM exam will be offered in Dallas in conjunction with the Region 4 Conference.  The application           

deadline is August 12.  The Houston Chapter is committed to another successful CLM study group beginning in August 

(we had 17 in our 2008 group).  We are finalizing details and hope you will consider signing up to earn your                

certification!  In the meantime, if you have any questions or would like to discuss the benefits of attaining your CLM, 

please contact me at (713) 655-5150 or Deena.marsh@skadden.com. 

Alicia M. Ammons, CLM 

Patricia A. Bynum, CLM 

Charles H. Cressy, CLM 

Deborah D. Gardner, CLM, 

Cynthia A. Graves, CLM, PHR 

Jody M. Gressett, CLM 

David Gregory Harris, CLM, CPA 

Thomas H. Ivey, Jr., CLM 

Current Houston Chapter CLMs 

Deena D. Marsh, CLM 

Heather A. McConnell, CLM 

Arlene F. Nixon, CLM 

Kristie Lynn Ratliff, CLM 

Emma L. Rice, CLM 

Kevin P. Richardson, CLM 

Kathryn S. Vidal, CLM 

Cynthia Yoesting, CLM 

Deena D. Marsh 

Alone in the City? Chapter?

	 If	you’ve	ever	been	to	New	York	City,	then	you	know	what	it’s	like	to	walk	down	a	sidewalk	with	hundreds	of	people	in	
total	anonymity.		It	is	a	strange	feeling	to	be	alone	in	a	crowd.		It’s	noisy.		It’s	fast.		It’s	lonely.		It’s	scary.		It’s	fun.		In	the	sub-
way,	you’d	better	keep	moving	or	risk	the	doors	closing	on	you	and	being	left	behind	or	trampled.		New	York	is	characterized	
by	an	unmistakable	energy	and,	depending	on	your	personality,	mood,	or	schedule,	you	might	be	invigorated	or	intimidated.		
Mark	Twain	called	New	York	City	“a	splendid	desert—a	domed	and	steepled	solitude,	where	the	stranger	is	lonely	in	the	
midst	of	a	million	of	his	race.”

	 So	how	do	new	administrators	feel	when	they	attend	one	of	our	Chapter	meetings	for	the	first	time?		What	about	a	
seasoned	member	who	hasn’t	met	many	administrators	or	found	his	or	her	place	yet?		Arriving	at	the	Four	Seasons	Hotel	
on	the	third	Wednesday	at	11:30	a.m.	to	a	room	filled	with	10	tables	set	for	8	-	Is	it	noisy?		Is	it	fast?		Is	it	lonely?		Is	it	scary?		
Is	it	fun?	–	all	rhetorical	questions,	of	course,	but	points	worthy	of	self-examination.

	 Like	the	Big	Apple,	the	Houston	Chapter	has	so	much	to	offer,	with	a	section	or	committee	for	every	taste:

	 	 •	 Charity	(Community	Challenge	Committee) 
	 	 •	 Education	(Education	Committee) 
	 	 •	 Finance	(Salary	Survey	Committee,	Audit	Committee	or	Finance	Section) 
	 	 •	 Networking	(Business	Partnering	Committee	or	Retreat	Committee) 
	 	 •	 Operations	(IT/Operations	Section) 
	 	 •	 Personnel	and	Management	(HR	Section) 
	 	 •	 Public	Relations	(Newsletter	Committee) 
	 	 •	 Recognition	(Chapter	Awards	Committee) 
	 	 •	 Recruiting	(Membership	Committee	or	Job	Bank	Committee) 
	 	 •	 Technology	(IT/Operations	Section)

	 If	you	are	a	chair,	co-chair	or	member	of	one	of	these	committees	or	sections,	we	applaud	your	commitment,	however	
great	or	small.		You	know	firsthand	what	a	difference	you	make	in	the	life	of	the	Chapter	and	how	you	are	appreciated.		Some	
committees	are	more	visible	than	others,	like	the	Retreat	Committee,	Newsletter	Committee	or	Community	Challenge	Com-
mittee;	others	work	behind	the	scenes,	like	the	Salary	Survey	Committee,	Business	Partnering	Committee	and	Education	
Committee,	to	bring	you	valuable	information	and	resources	that	you	couldn’t	obtain	anywhere	else.		However,	if	you’re	new	
to	the	Houston	Chapter,	it	may	take	someone	to	personally	invite	you	to	a	meeting	or	offer	to	accompany	you	to	a	commit-
tee	event	before	you	feel	comfortable	getting	involved.		Or	you	may	decide	to	watch	from	the	sidelines	for	a	while	before	
deciding	where	you	belong.		Whatever	your	preference,	please	know	that	we	would	love	to	get	to	know	you	and	value	your	
participation.		Lest	we	are	guilty	of	avoiding	eye	contact,	stepping	on	toes,	or	shoving	past	each	other	before	the	door	closes,	
I	hope	that	you	will	allow	us	to	show	you	our	Houston	hospitality	and	desire	to	make	our	Chapter	the	best	it	can	be.		I	look	
forward	to	seeing	you	at	the	Regional	Conference	in	October	to	act	out	this	important	dialogue.

Deena Marsh, CLM, 
2010-11 Chapter President
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can be installed in offices or on desks to automatically track the 
file location and portable readers can be used for updating file 
locations on a daily or weekly basis.  

 Okay, now that we have all the boring stuff out of the way 
(sorry IT folks); let’s talk about how this really affects records                     
managers.  Having the ability to conduct audits using portable 
readers and automatically track files to specific locations can 
significantly reduce the number of missing records and provide 
a more intuitive flow of records throughout your organization. 
Human intervention is limited for check in and out features and 
audit controls are more stringent. 

 The key to a successful implementation is a solid records              
management software interface.  Much like barcode technology, 
the functionality of the software will drive your decision process 
more than a specific brand of hardware.  RFID also provides a 
cost sharing opportunity.  Once the hardware is in place, the 
same system may be used to track assets and other items. 

 Here are some high points to consider before you begin 
your research: 

1. What is the business concern you need to solve 
and what are your expectations? 

2. How many “choke points” are required?  This 
represents the number of locations where you 
want automatic reading of the tags. 

3. How many records do you currently have that will 
need RFID tags?  If you plan to implement day 
forward, keep in mind that your ROI will take a lot 
longer. 

 RFID is here for the duration.  The tags are smaller,              
convenient, affordable, and can provide significant benefits to 
the control and management of your records.  The technology is 
not industry specific so don’t get bogged down in the details of 
who’s doing what.  Like any implementation, it is critical that             
you make the technology work for you; not the other way 
around! 

Anna Stratton is the Information & Asset Manager with                   
Southwest Solutions Group.  You may contact her at             
astratton@southwestsolutions.com or  (214) 924-5382 for    
additional information. 

(Continued from page 1) 

Right For You? 

Chrissie Eastin, Manager of Human Resources 
Bickerstaff Health Delgado Acosta, LLP 
 
Nan Kopan, Director of Administration 
Morgan, Lewis & Bockius, LLP 
 
Clare Goleman, Administrator 
Adair & Myers, PLLC 
 
Tina Ghanavati, Placement Director 
Center for Advanced Legal Studies 

The Job Bank Commit tee             
would like to remind everyone looking for a job or   
looking to fill a position to visit our Houston Chapter’s 
job bank as well as International's job bank. 

Houston Chapter Job Bank 
www.alahou.org 

International Job Bank 
www.alanet.org/jobbank 

c l a r k , d u n c a n&mo r r i s

713 206-7797

F u r n i t u r e

r e l o c a t i o n

t e c h n o l o g y  M i g r a t i o n

s o l u t i o n s

Keeping it Simple
(Continued from page 1) 

How	 long	will	 it	 take	 to	achieve	100%	capture	of	client	files?	 	The	
same	amount	of	time	as	the	relevant	retention	period,	 in	our	hypo-
thetical	case,	seven	years.		After	seven	years,	assuming	electronic	
documents	are	well	managed,	there	would	be	no	need	for	sending	
the	hundreds	or	thousands	of	boxes	currently	to	off-site	storage	sites.	
2) Analyzing the Value of Documents Currently Sent Offsite For 
Storage    
	 Again,	we	are	assuming	that	80%	of	the	clients’	documents	have	
been	created	onsite.		Consequently,	the	firm	is	sending	boxes	to	stor-
age	where	only	20%	of	 the	paper	documents	have	any	 real	 value	
for	retention	requirements,	or	for	purposes	of	defending	malpractice	
claims	since	the	remainder	is	already	available	electronically.			A	hu-
man scan of the documents at the time that the matter is closed could 
determine	which	documents	are	likely	available	within	the	electronic	
system;	i.e.,	those	created	by	the	firm	are	in	the	system,	those	not	
created	by	the	firm	are	not	in	the	system.				Any	documents	that	are	
not	likely	existent	in	the	system	could	be	scanned	at	the	time	of	file	
closure.	If	all	files	are	carefully	examined	for	electronic	omissions	that	
are	 rectified,	 all	 paper	 documents	 become	 eligible	 for	 destruction. 
	 In	the	alternative,	the	firm	could	continue	to	send	all	boxes	offsite	
until	100%	electronic	capture	is	obtained	by	scanning	all	client	files	
upon	receipt.
3)	 	 Ensuring	 That	 All	 Electronic	 Documents	 Are	 Retrievable
It does not matter whether documents are in paper or electronic for-
mat	if	you	cannot	find	them	quickly	when	they	are	needed.		For	elec-
tronic	documents	to	be	easily	retrievable,	it	is	important	that	there	is	a	
logical	methodology	to	their	destination	at	the	time	of	scanning.		As	a	
backup,	a	full	text	retrieval	system	that	can	track	misfiled	items	could	
ensure	that	items	could	be	retrieved	regardless	of	location.									
	 1We	are	all	assuming	that	all	client	files	are	records	that	should	be	retained,	although	
there	is	a	good	argument	that	drafts	of	final	documents	are	not	records	for	retention	purposes.
	 2At	this	point,	the	benefits	of	electronically	storing	documents	become	painfully	obvious.		
For	example,	the	average	document	will	have	been	duplicated	19	times	(AIIM,	Oct.,	2008).		
De-duping	electronically	would	require	two	mouse	clicks.

How	Office	Tenants	Can	Benefit 
in	Today’s	Market
(Continued from page 1)

	business	points,	and	is	fully	capable	of	negotiating	from	a	position	
of	leverage.		A	strong	commercial	broker	will	always	work	to	create	
leverage	for	a	client.		Leverage	is	created	when	an	existing	landlord	
believes	they	are	likely	to	lose	you	as	a	tenant.		The	cost	to	replace	a	
tenant	in	any	market	is	extremely	expensive.		When	a	tenant	vacates	
space,	landlords	typically	spend	between	$20-30	per	square	foot	to	
provide	tenant	improvements	to	retrofit	the	space	for	a	new	tenant.		
This	can	represent	a	minimum	of	3-9	months	of	lost	rent	for	the	land-
lord,	not	 to	mention	 the	downtime	after	 retrofitting	while	 the	space	
remains	vacant.		Losing	a	tenant	is	expensive	for	landlords!
	 Many	tenants	are	not	familiar	with	the	services	provided	by	a	ten-
ant	rep	broker,	or	how	he	or	she	is	compensated.		Some	tenants	think	
they	have	to	pay	a	broker	when	a	deal	is	struck.		On	the	contrary,	it	
is	the	landlord	who	pays	the	tenant	rep	broker’s	fees,	not	the	tenant.		
Landlords	may	suggest	that	if	a	tenant	foregoes	broker	representa-
tion,	the	“saved”	commission	will	be	passed	along	to	the	tenant,	but	
this	is	rarely	the	case.		In	reality,	many	landlords	prefer	to	not	have	a	
tenant	rep	broker	involved	because	this	allows	them	to	work	directly	
with	a	tenant	who	is	not	knowledgeable	about	the	market,	and	con-
sequently,	at	a	disadvantage	in	negotiating	lease	terms.	
	 At	the	beginning	of	any	lease	transaction,	brokers	as	well	as	ten-
ants	receive	the	quoted	building	rental	 rates	and	standard	conces-
sion	package.		However,	only	after	a	tenant	rep	broker	has	shown	a	
tenant	the	various	options	available	in	the	market	and,	after	careful	
analysis,	determined	the	most	advantageous	terms	to	the	tenant,	can	
true	negotiations	begin	between	a	landlord	and	tenant.

Carol Z. Ray, 
Operations Manager 
Mayer Brown, LLP
Fran A. Chambers, 
Firm Administrator, Sanford Kuhl Hagan 
Kugle Parker Kahn, LLP
Nancy	K.	Ediger,	Office	Manager 
McKool Smith, PC
Yolanda L. Lopez, HR Director/ 
Legal Support Manager - Sadler Law Firm
Laura	A.	Bryan,	Office	Manager 
Faubus & Scarborough
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ALA Personalities 
By Tanya Urban 

 With the Texas sun perched high above for the summer 
season, we stole a moment to visit with Member of the Year,               
Donna Robin—a true ray of Southern sunshine.  Donna knows 
what makes her happy and she is poised to embrace Life as it             
presents its many unexpected opportunities.  A self-described 
“non-couch-sitter” it isn’t hard to understand why Donna is our              
Member of the Year! 

 Growing up in New Iberia, Louisiana, a quaint hometown 
made forever famous by Blue Dog artist George Rodriguez, 
Donna graduated from the University of Southwestern Louisiana 
(now University of Louisiana at Lafayette) with a degree in          
political science.  Though, Donna wasn’t your typical poli-sci 
student with sights set on a law career.  Rather, she felt her      
calling was in theater.  This isn’t so surprising once you learn 
that Donna played the lead role of a rebellious teenager in The 
Impossible Years at her local dinner theatre, and sought out any 
and every opportunity to take speech and poetry interpretation 
classes. 

 But, alas, Donna’s parents convinced her she needed a 
more practical career so that, as Donna puts it, “I wouldn’t starve 
or, worse, live at home forever!”  As the Hollywood dreams 
faded, she developed an interest in government and politics and 
obtained internships with a senator and congressman in             
Washington, as well as with Louisiana’s governor.  This led to a 
part-time position as an office assistant and court runner with a 
multi-office law firm, where she later became a paralegal.  In 
1989, Donna and her husband moved to Houston where she 
joined Baker Botts as a paralegal.  Five years later, she entered 
the world of office management and also became a mom.  
Donna has been with Phelps Dunbar for the past eight years. 

 Now a single working mom with 25 years of legal industry 
experience, Donna says the key to keeping a balanced life is a 
combination of prioritizing her work day and having a strong 
passion for life and success.  Her most important priorities are 
her daughter, family, and career.  So where does she find the 
energy for everything else?  Read on… 

Growing up in Southern Louisiana… 

 I was born into a large Catholic family—one of five children 
and the oldest girl.  My dad was a sawmill owner/operator and 
my mom was a homemaker.  From them, I learned the                
importance of a strong work ethic and good family values. 

 

Congratulations on being named Member of the Year!  In             
addition to your busy career and home life, you find time for ALA 
– what motivates you?  

 I am very honored to receive this award; there are many 
worthy candidates.  I get my energy from other people.  I love 
learning about their interests and introducing them to others with 
similar interests.  I met so many new people through my work 
with the Membership Committee and as Chair of the Community 
Challenge Committee.  I especially enjoyed our efforts for Casa 
de Esperanza and Communities in Schools.  

Most important qualities of legal administrators... 

 LOVE PEOPLE, have strong organizational and               
communication skills, flexibility, and willingness to embrace 
change! 

My perfect work day … 

 I usually work through lunch, so             
taking a break for lunch from a busy day to 
attend a professional development or               
community service event or catch-up with 
colleagues is very energizing. 

My passions… 

 I enjoy charity work, the arts, reading, 
and inspiring young adults, especially my 
lovely daughter and her peers.  It is                 
important to inspire young adults to "give 
back" to the community, teach them a 
sense of responsibility, and foster their 
hopes, dreams, and goals in life. 

On the weekends I am… 

 On the go!  When not on the soccer fields cheering on my 
daughter’s team, I love having friends over for dinner,                   
gardening, cycling/working out, reading, shopping for bargains, 
getting a massage, going to movies, festivals, sports events and 
charitable events, trying new restaurants, traveling with (or               
visiting) friends and family, and hanging out with my daughter 
and her friends. 

 
(Continued on page 13) 

Donna, Mary and close family friend Paulina planting at Casa de Esperanza during the Community Challenge Weekend. 

Carpe Diem!  -  Donna Robin, ALA's 2010 Member of the Year  

Donna and Mary taking in  
the sights and lights  

in NYC!  

	 I	asked	Becky	Leggett	which	books	were	on	her	bedside	table.		Along	
with	the	CLM	Study	Guide	(really!)	is	Cokie	Roberts’	“Founding	Mothers,	The	
Women	Who	Raised	our	Nation.”	Upon	 interviewing	Becky,	 I	was	struck	by	
the	 irony	 of	 her	 answer.	 	Humble,	 hard-working,	 genuine	 and	 family-orient-
ed,	Becky	honestly	did	not	expect	her	work	to	be	highlighted.		Much	like	our	
Founding	Mothers,	I	thought,	professionals	with	whom	we	regularly	interact	fly	
under	the	radar.	Yet	they	are	the	super-glue	that	sustains	many	an	operation	
(family,	law	firm,	and	ALA	committee	alike…)		With	over	30	years	of	legal	in-
dustry	experience,	this	antique-loving,	four-wheel	riding,	wife,	mother	of	three	
and	grandmother	of	six	(soon	to	be	seven!)	has	life	and	work	experiences	ripe	
for	the	sharing.	
	 Becky	grew	up	in	Beaumont,	Texas	in	a	family	of	five	children—four	
girls	and	one	boy.		Her	father	owned	a	cement-finishing	business	and	you’d	
be	hard-pressed	to	find	a	soul	in	town	who	didn’t	adore	him.		He	was	a	model	
of	optimism,	instilling	in	his	children	the	belief	that	there	was	never	anything	
you	couldn’t	do	if	you	really	put	your	mind	to	it.		He	was	the	type	of	dad	who	
took	one	of	his	kids	along	on	each	of	his	business	road	trips.		She	attributes	
the	individual	she	is	today	to	her	father’s	influences.		Becky’s	strong	family	unit	
includes	her	mother	(who	just	celebrated	her	95th	birthday)	and	50	extended	
family	members.
	 The	biggest	risk	Becky	ever	took	was	marrying	her	husband	Wayne—
they	met	in	June	and	an	unexpected	proposal	from	Wayne	found	them	mar-
ried	that	very	December.		The	love-at-first-sight	gamble	seems	to	have	paid	
off	since	they	just	celebrated	their	35th	anniversary!		Becky	and	Wayne	have	
three	children	who	are	all	married	with	children	of	their	own.		Their	son	lives	in	
Katy	and	their	two	daughters	are	in	the	Dallas/Fort	Worth	area.		They	“keep	the	
road	to	Dallas	hot”	visiting	their	grandbabies.
	 Following	 her	 college	 days	 at	 Stephen	 F.	Austin	 in	Nacogdoches,	
Becky	started	her	professional	life	as	a	secretary	at	Gulf	States	Utilities	(now	
Entergy).		Upon	moving	to	Houston	a	year	and	a	half	later,	Becky	joined	Reyn-
olds,	White,	Allen	&	Cook	and	began	her	career	with	William	E.	(Ed)	Junell,	
Jr.,	of	whom	she	is	very	fond	and	she	still	works	with	today.		At	the	same	firm,	
Becky	met	one	of	her	heroes,	Joe	H.	Reynolds,	legendary	Houston	trial	lawyer	
and	 former	Texas	assistant	attorney	general.	 	Having	worked	personally	 for	
Reynolds	during	the	latter	part	of	his	career,	Becky	came	to	admire	Reynolds’	
deep	passion	for	his	profession,	family,	and	spiritual	life.		Her	experience	with	
such	a	tremendous	and	much-respected	role	model	resonated	deeply.
	 Now	with	Schwartz	Junell,	where	she	became	the	firm’s	first	admin-
istrator	and	where	she	has	been	for	the	past	13	years,	Becky	enjoys	being	part	
of	a	firm	renowned	for	its	high	integrity,	as	well	as	its	family-first	culture,	which	
starts	at	the	top	with	firm	management	and	permeates	throughout	the	entire	
office.	 	 Her	 favorite	 challenge	 includes	 solving	 the	 everyday	 problems	 that	
inevitably	arise	at	a	busy	legal	office.		Becky	instills	an	atmosphere	of	mutual	
respect	in	the	office	and	reminds	her	staff	that	“we	are	in	this	together.”		Here’s	
more	Becky…
I joined ALA…  
In	2001,	a	year	after	becoming	an	office	administrator.		I	was	brand	new	at	the	
position	and	was	heading	into	uncharted	territory.		By	joining	different	commit-
tees	and	attending	retreats,	I	got	to	know	my	peers	on	a	different	level.		The	
support	and	networking	has	been	invaluable	–	I	could	not	do	my	job	without	
this	organization.		I	learn	numerous	things	from	our	members	and	have	their	
support	 to	 bounce	 off	 ideas,	
frustrations, concerns, and 
questions.	 	 I	 encourage	 all	
members	to	get	involved	–	join	
a committee and attend con-
ferences	and	retreats.		
Best	advice	to	new	legal	ad-
ministrators…  
Be	 flexible;	 don’t	 wear	 your	
feelings	 on	 your	 sleeve;	 and	

most	 importantly,	 get	 involved	 in	ALA!	 	 You	
will gain friendships, education, encourage-
ment	and	an	excellent	way	to	give	back	to	our	
profession.
You	would	never	guess	about	me…
That	I	love	riding	4-wheelers	in	the 
mountains!
Best comic relief…
Hanging	around	my	husband!		He	can	be	hi-
larious!		He	is	also	a	skilled	woodworker	and	
made	each	of	our	grandchildren	their	very	
own	cherry	and	mahogany	cradles.
Favorite	place	to	unwind…
The	beach.
Best pick-me-up… 
Shopping	with	my	daughters	and	playing	with	
my	grandchildren!
Biggest indulgence…
Decorating	my	home.		I	especially	enjoy	17th	and	18th	century	federal	furni-
ture	and	collectables.
Latest passion…
American	history.	 	 I	enjoy	 traveling	 to	historic	places	 like	Boston,	Plymouth,	
and	places	around	Rhode	Island	and	Pennsylvania,	and	reflecting	upon	and	
appreciating	our	ancestry.
I am always prepared for…
Entertaining.		I	love	Italian	and	Southern	cooking	(but	try	to	avoid	a	lot	of	but-
ter)	and	enjoy	preparing	dinner	when	family	and	friends	drop	by.		I	hope	to	take	
a	cooking	class	with	my	husband	soon.
My life motto…
	“You	are	never	too	old	to	set	another	goal	or	to	dream	a	new	dream.”		Oh,	and	
one	more	–	“if	you	can’t	change	a	situation,	change	your	attitude!”
Becky’s	professional	and	personal	successes	serve	to	remind	us	of	the	ben-
efits	that	come	with	embracing	responsibility	and	finding	both	the	challenges	
and	enjoyment	in	every	experience.		In	Becky’s	own	words,	“life	is	a	dance.”		
Can’t	put	it	more	gracefully	than	that!

	 	 	 	 	 Tanya	Urban

ALA Personalities
by	Tanya	Urban Life’s	a	Dance	-	Becky	Leggett



Shannon Says...  
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EMAILS, BLACKBERRIES, CELL PHONES AND TEXTING… 

Everyday it is a marvel to me how much the administrator 
role in a law firm has changed in 30 years.  When I first entered 
the field, timely distributions of faxes and telephone messages 
on little pink slips were a main focus.  With the advent of email, 
cell phones and texting, communication has become more              
expansive and faster.  Often the new communication devices 
are used in ways that are counter-productive to an organization. 

1)  Discipline.  Many times supervisors and managers use 
an email to point out a behavior or habit that needs to be                  
corrected.  This is a non-personal way for the supervisor to             
deliver messages that they feel are difficult to deliver in person.  
Coaching, discipline and ata-boy communication needs to be 
person-to-person and verbal, not communicated through email. 

2)  Personal Business Transactions.  With the communica-
tion devices that are portable, employees sometimes run a            
business from their offices on the firm’s clock and ultimately  
using the firms resources to operate their business.  Policies in 
place will help to deal with these inappropriate uses of firm’s 
resources. 

3)  Love Notes.  More and more we hear of incidents in 
which emails are used to deliver love notes which are many 
times not acceptable to the receiver.  We hear phrases such as 
“invasion of my privacy”; “how should I respond”; “I don’t want to 
receive emails from this person”; and on and on. 

4)  Gossip.  The new model for gossip is sending messages 
by email or texting.  Occasionally a manager is included in the    
distribution list and action can be taken.  On the news, we hear 
story after story of character assassination.  Sometimes this 
leads to violent behavior and ill will among employees.  It can 
polarize a group or an office.  The written word looks “true”. 

5)  In Meetings.  Many times the attendees of meetings are 
texting through the entire meeting.  Some of these are personal 
messages.  The time and money spent for the meeting is 
wasted as no one pays attention to the topic.  It is rude              
behavior.  If it is a video teleconference, the Blackberries often 
interfere with the audio.  If it is being observed by others in the 
meeting, it is considered to be disruptive; if it is being observed 
by the person who is doing the texting, it is considered as                 
necessary either for a business reason or because the meeting 

is boring.  In either of the latter instances, the “textor” attempts 
to justify his actions. 

6)  Argumentative.  I recently sat beside a partner in a  
meeting.  She had assigned a task to her secretary and I saw 
many emails back and forth as the secretary argued with the 
attorney about who should be given the assignment instead of 
her and why the assignment could not be done. 

7)  Personal Phone Calls.  Often when I leave the building, I 
see employees (of some company) outside on the sidewalk on 
their cell phones.  When I am travelling home in my car, I stop 
for the pedestrian who is talking on the cell phone and crossing 
the street and looking down as he/she concentrates on the               
conversation.  In my rear view mirror, I see drivers talking on 
their cell phones with one hand and talking with the other hand 
and consequently no hand on the wheel. 

8)  Internet Shopping.  Many employees spend hours at 
work shopping on the internet and receiving the shipment 
through the firm’s mail rooms. 

9)  Facebook, Etc.  Pictures posted on sites on the internet 
can discredit an applicant who is interviewing with some               
companies.  Inappropriate photographs can also interfere with 
someone’s current employment.  Many inappropriate pictures 
are posted; many inappropriate statements are written.  People 
say online things that they would never consider saying in             
person.  “Google” your name and see what is written about you 
and can be seen by the world. 

Many, if not all, of these inappropriate uses of electronic 
equipment and software are happening or may happen in our 
offices.  Policies need to be in place so that the appropriate             
action may be taken by Human Resources or the Administrator.  
We need to also be prepared for the change of the mores in an 
office setting.  Electronics have changed the way we relate to  
and communicate with people.  Some of the above behaviors 
which we now consider inappropriate may be considered                 
appropriate ten or twenty years from now.  But I hope not! 

 

 

Shannon T. Burdett 

Community Challenge Committee            

welcomes Y-O-U!  If you enjoy working with the              

community and making a positive impact in             

children's lives, there is definitely a place for you in 

the upcoming year as a member of our committee.                

The next planning meeting will be scheduled soon                  

to discuss details of the events for the 2010-2011              

school year.  For more information, please contact                

Donna Robin at donna.robin@phelps.com or               

Brooke  Pry  at  bpry@porterhedges.com.

Visit ALA Online 

International 

www.alanet.org 

Houston Chapter 

www.alahou.org

Shannon Says... 
How many angels can dance 
on the head of a pin?
	 How	many	attorneys	can	be	assigned	to	one	secretary?
	 Each	decade	has	had	a	different	answer	to	this	question.		
	 In	 the	1970’s,	one	attorney	per	secretary	was	very	common.	 	The	
secretary	was	typing	documents	using	10	carbons	and	re-typing	a	page	
or	document	when	there	were	revisions	or	typing	errors.		The	dictionary	
was	standard	issue.		And	if	the	secretary	did	not	know	how	to	spell	the	
word,	 the	process	of	going	 through	 the	alphabet	of	 vowels	could	 take	
time.		White-out	also	became	standard	issue.		But	many	law	firms,	courts	
and	 attorneys	 would	 not	 accept	 a	 document	 bleeding	 with	 white-out.		
Hand-written	time	records	were	maintained	on	small	slips	of	paper	which	
then	needed	to	be	organized	in	date	and	time	order	by	the	secretary	and	
typed	in	order	to	produce	an	 invoice.	 	Secretaries	had	to	be	tested	on	
the	ability	to	read	the	handwriting	of	the	attorney	to	whom	she	would	be	
assigned.		Everything	was	sent	to	the	client	by	a	delivery	service	locally	
or	long	distance.		It	sometimes	was	lost	and/or	took	several	days.
	 In	 the	1980’s,	 the	desk	 top	computer	was	 introduced	along	with	a	
few	legal-specific	softwares.	 	There	was	a	gradual	move	to	two	secre-
taries	per	attorney.		Communicating	from	computer	to	computer	or	 law	
firm	to	client	was	almost	non-existent.		But	documents	could	be	edited	
“online”	and	backed	up	to	disks	for	easy	retrieval	or	editing.	 	Software	
began	to	streamline	their	“spell	check”	for	the	few	who	figured	out	how	
to	use	the	new	computers.		Not	all	software	printed	to	any	printer.		It	was	
often	necessary	to	read	the	manual	and	bend	the	“pins”	in	the	connectors	
on	the	printer	cables	in	a	configuration	that	would	allow	printing.		Word	
processing	programs	were	not	standardized	as	were	very	few	other	ele-
ments	of	a	computer	standardized.		Computers	were	originally	designed	
to	do	higher	level	mathematical	equations	and	word	processing	was	not	
streamlined	 in	 the	beginning.	 	 In	 the	early	80’s,	 servers	 took	up	 large	
rooms	 that	 had	 to	 have	 specific	 temperatures.	 	Their	 capacity	was	½	
Gig	at	most.		Many	legal	secretaries	continued	producing	documents	on	
selectric	typewriters	or	automatic	typewriters.		A	large	transaction	closing	
could	take	weeks	and	attorneys	were	many	times	sequestered	in	confer-
ence rooms, private planes were held at local airports to transport docu-
ments	at	a	moment’s	notice	and	staff	worked	around	the	clock.		Beards	
grew	and	ties	were	loosened,	shirts	and	suits	were	wrinkled,	and	eyes	
were	bleary.
	 The	1990’s	brought	more	sophisticated	word	processing	programs	
and	Microsoft	Word	was	eventually	chosen	as	 the	software	by	Corpo-
rate	America.		Originally,	law	firms,	for	the	most	part,	had	adopted	Word	
Perfect.		Word	Perfect	had	studied	the	legal	environment	and	designed	a	
program	to	address	the	unique	applications	of	legal	documents.		Howev-
er,	when	corporate	America	selected	Microsoft	Word,	law	firms	shifted	to	
the	same	software	to	ease	collaboration	on	documents.		Microsoft	Word	
was	not	specific	to	legal	in	the	beginning	and	the	transition	was	cumber-

some.		By	the	end	of	the	1990’s,	three	attorneys	were	being	assigned	to	
a	secretary	though	there	were	still	holdouts	for	one-on-one	and	two-on-
one	for	senior	partners.		Email	was	developed	and	Microsoft	“Outlook”	
was	the	prevailing	software	used	by	most	law	firms.		As	the	training	be-
came	more	sophisticated,	transactional	closings	were	handled	by	email.		
Travel	expenses	were	vastly	decreased.		Except	in	a	few	situations,	the	
closings	could	easily	take	place	in	the	client’s	space	or	completely	on-
line.	 	The	 time	 factor	 remained	 the	 same	but	much	of	 the	pre-closing	
was	handled	online.		Litigation	attorneys	began	to	take	laptops	and	other	
computer	driven	equipment	and	software	to	court.		And	the	courts	began	
to	recognize	computer	documents	as	permissible.
	 The	turn	of	the	Century,	the	2000’s,	saw	the	results	of	a	completely	
computer	based	 law	firms	and	clients.	 	The	practice	of	 law	was	faster.		
Attorneys	could	edit	their	own	documents.		Four	attorney	assignments	to	
one	secretary	became	the	norm.		Accounting	programs	could	automati-
cally	produce	invoices	from	the	input	of	time	into	a	timekeeping	software.		
Video-teleconferencing	and	Web	Ex	meetings	changed	from	one	or	two	
meetings	a	week	 to	everyday	occurrences.	 	Gone	were	 the	very	 time	
consuming,	manual	methods	of	 the	70’s.	 	Every	 law	firm	had	comput-
ers	and	most	attorneys	were	proficient	on	the	computer,	particularly	with	
email	and	internet.		Computers	were	networked	so	work	could	be	shared.		
Training	was	a	recognized	part	of	the	law	firm	environment.		Help	desks	
were	in	most	firms	to	aid	any	user	at	any	time.		Everyone	in	the	firm	had	
a	computer,	even	office	services.		Communication	was	faster	and	faster.
	 Now	that	it	is	2010,	we	are	once	again	debating	the	number	of	attor-
neys	who	can	be	assigned	to	a	secretary,	probably	much	like	the	ongoing	
ecclesiastical	debate	of	how	many	angels	can	dance	on	the	head	of	a	
pin.		We	will	be	moving	toward	five	attorneys	assigned	to	one	secretary	in	
the	early	period	of	the	decade	and	with	the	fine-tuning	of	voice	activated	
computers,	law	firms	will	move	to	6	on	1	or	higher.		Although	originally,	
a	partner	and	an	associate	shared	a	secretary,	we	will	see	two,	three	or	
more	partners	assigned	 to	one	secretary	according	 to	 the	make	up	of	
a	section.		With	the	downturn	in	the	economy	and	the	lack	of	business	
(compared	to	historical	work	loads),	law	firms	are	maintaining	profits	by	
decreasing	staff,	not	only	support	staff	but	attorney	staff	and	partners.
	 If	 during	 the	2010’s,	 the	 law	firm	model	 changes	as	drastically	 as	
the	four	preceding	decades,	the	answer	to	our	question	may	be	that	“an	
exponential	number	of	attorneys	can	be	assigned	to	one	secretary”.		It	
may	mean	that	there	will	be	secretarial	pools	much	like	accounting	firms	
who	may	have	100	accountants	assigned	to	a	pool	of	four	secretaries.
	 Whatever	the	change	that	takes	place,	Human	Resource	profession-
als	and	Directors	will	be	the	change	agents.		Continue	to	develop	your	
vision,	your	futuristic	thinking	and	your	flexibility.		I,	on	the	other	hand,	will	
be	watching	you	managing	the	changes	in	awe	from	some	cruise	ship	or	
mountain	top	or	jungle!

     Shannon T. Burdett

Visit from Region 4 Director
	 At	 the	 September	 15th	 Educational	 Session,	 the	 Houston	 Chapter 
welcomed	Region	4	Director,	Toni	Beasley.	Toni	briefly	spoke	to	the	Chapter	about	
her	role	on	the	Regional	Management	Team	and	the	upcoming	Region	4	Confer-
ence	in	Irving,	TX,	October	1-2,	2010.

Photo: Past-President, Tom Ivey, CLM; President, Deena Marsh, CLM, 
Region 4 Director, Toni Beasley, CLM and President-Elect, Linda Smith.
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 Over the 20 years I have resided in Spring I have observed 
a continuing decline in the number of newspapers thrown on our 
block.  I cannot discern the reason for the decline but I accept 
that people no longer take time to enjoy the simple pleasure of 
reading a newspaper. 

 I assume some people simply prefer to get their news and 
information from other sources and are of the opinion that all the 
information they require for their daily lives can be acquired from 
a radio they listen to on the way to and from work, the fleeting 
glimpses of CNN they catch in a coffee shop or a gym, and the 
bits and pieces they collect from their homepages at work 
(where, incidentally, they are supposed to be working).  For 
some, the “breaking news” alerts and “weather bugs” on their 
p.c. seem to satisfy their requirements for information.  But do 
they really need to be among the first to know that some rock 
star in L.A. has been arrested for wife-beating?  Or that Lindsay 
Lohan missed a court appearance because she lost her               
passport in Cannes?  Or that it’s currently 94° F on 
the  sidewalk?  It’s almost JUNE folks!  What do you expect it to 
be? 

 Back to newspapers.  I have enjoyed the Houston Post 
and Houston Chronicle since moving here in 1973.  Though I 
am biased towards printed news, I have examined the online               
approach to news gathering.  Multiple forays into that maze 
called chron.com have left me dizzy from pop up banners,               
over-distracted by side bar ads, and especially aggravated by 
the numerous steps required to “drill down” into a report I “may” 
wish to read.  Even if I do read it I must then plow my way               
back to a point where I can “re-drill” into another section for 
more information. 

 Now then.  Let’s lay the Houston Chronicle on the               
breakfast table.  Section 1: headlines on page one.  No drill 
down.  Turn the page.  Oh look!  I didn’t win the Lottery.  Rats!  
No drill down.  Next page (without having to bear flashing             
pop-ups for vacations or TV Guide).  Look!!!  Six stories on this 
page to select from.  I can choose or disregard after a hasty 

scan.  Five minutes and I’m done.  On to the Star section.  A 
glimpse at the TCM movies for the evening, a bypass of the 
who’s who at the various parties, and then I’m into the comics.  
No need to click electronic pages here.  Peanuts, Argyle 
Sweater, The Phantom, Crankshaft, Funky Winkerbean,                
Blondie!  All my favorite funnies on two pages!  Back page.  
Note to self: stop at the Dollar Store….chips AND salsa for a        
dollar.   Finally, Section 2.  Depending on the day of the week, I 
might find business, local stories, obits (well, when you reach a 
certain age….) and editorials.  A quick overview of Sports to see 
how much they lost by.  Max time 15 minutes.  I might even 
have circled a word to look up later.  Or solved two or three 
crossword clues to induce me to finish it later. 

 Finally, for me there are the subtle but very significant  
ancillary benefits of the print edition.  Remember the mystifying 
joy you found in the “first day of school” smell as you flipped the 
pages of new text books?  There’s something comparable in the 
pages of the newspaper along with the smooth feel of the               
newsprint paper and the rustle of the pages when you flip them.  
Almost like the sound made by kicking a pile of autumn leaves.  
When you sit and stare at a p.c. for news it’s a one-on-one               
sterile relationship.  You and the p.c.  Sometimes the bits of 
news from there change so rapidly that there’s no going back for 
a review.  It’s vanished into the ether.  But if you return to page 6 
of Section 2 in the newspaper you can confirm that you did read 
correctly that bit of information.  You’ve accomplished a swift 
and reassuring verification of your facts.  Furthermore you can 
share your newspaper with a friend.  Perhaps this is the most 
genuine, legitimate and lasting value of having one’s own 
printed news source.   That’s why I trust that there will forever be 
a printed edition of the news.  I would abhor having to read and 
enjoy my Prince Valiant comic on my p.c. It just 
wouldn’t be the same Sunday morning. 

 

Bill Harvey 

Is It Just Me or What?  

By Bill Harvey 

"Guess who will be attending one of our 
upcoming ALA meetings?" 

ally	well.		So	well	that	I	was	not	able	to	keep	pace	with	the	daily	
harvesting	regime.		After	just	three	blazing	hot	days	unattended	
I	found	they	had	rendered	pods	nine	to	ten	inches	long	by	one	
and	one	half	inches	in	diameter!		I	actually	tried	to	chop	several	
of	these	big	boys	for	gumbo.		But	the	fact	that	I	had	to	resort	to	
a	bread	knife	to	cut	them	left	me	somewhat	circumspect	about	
using	them	in	a	dish	prepared	for	human	consumption.		All	things	
considered,	I	have	a	sneaking	suspicion	that	I	could	have	done	
much	better	shopping	at	Kroger’s.		This	year’s	agricultural	exer-
cise	has	been	a	dismal	failure.

	 I	think	it	was	late	July	when	a	Houston	Chronicle	landed	in	
my	driveway	with	an	article	listing	vegetables	suitable	for	Hous-
ton	and	a	schedule	of	planting	 times.	 	Only	 two	of	 the	plants	 I	
put	in	were	on	this	schedule!		My	bean	varieties	were	not	even	
listed.		Apparently,	my	research	was	flawed	and	the	“experts”	at	
the	garden	centers	were	dead	wrong.		Surely	they	weren’t	 just	
attempting	to	clear	their	shelves!		And	the	double	discount	plus	
extra	15%	off	coupon	was	a	normal,	acceptable	and	appropri-
ate	sales	tactic,	and	one	which	did	not	imply	that	it	was	too	late	
to	plant!		Given	the	toil	and	frustration	of	this	experiment	I	think	
I’ll	simply	strip	the	garden	bare.		The	soundest	course	to	follow	
would	be	to	surrender,	tear	out	the	raised	bed,	recycle	the	lumber	
and	soil	and	write	off	the	whole	endeavor.

	 But	hold	thee	on	here…what	about	that	inspiring	article	I	
just	read	which	guaranteed	that	beets	and	leeks	are	easily	grown	
in	a	 fall	and	early	winter	garden	 in	Houston?	 	The	piece	even	
included	 tantalizing	 recipes	 for	 these	 crops.	 	 Boiled	 beets	 are	
chock	full	of	vitamins	and	potato	and	leek	soup	goes	great	on	a	
cold,	rainy	winter	day.		If	nothing	else,	their	foliage	is	very	pretty.		
I	can	raise	them	from	seed	and	I	won’t	need	trellises.		The	Chron-
icle’s	list	promised	good	results.		Let	me	think	about	it.		I’ll	let	you	
know.

Is It Just Me or What?
By	Bill	Harvey

Bill	Harvey

	 The	Business	Partner	Committee	hosted	an	appreciation	dinner	August	5th	at	Morton’s	The	Steakhouse	for	the	Chapter	Board	Mem-
bers	and	the	Titanium	and	Gold-level	Business	Partners.		A	program	benefit	allows	one	Business	Partner	from	our	Titanium	and	Platinum-
levels	to	win	a	$1,000	scholarship	toward	exhibitor	fees	at	the	2010	Region	4	conference	in	Dallas,	Texas.		During	the	Business	Partner	
appreciation	dinner	for	these	two	levels,	Royal	Cup	Coffee	was	the	recipient	of	this	award.		Griffin	Cooper	was	in	attendance	at	the	dinner	
to	accept	the	scholarship	certificate.		Congratulations!	
	 On	behalf	of	the	Business	Partner	Committee,	we	thank	all	of	our	Business	Partners	for	their	support	of	our	chapter!		Please	be	on	the	
look-out	for	the	2011	Business	Partner	Program	packet,	which	will	be	rolled	out	in	October.		The	program	packet	will	also	be	available	for	
access	on	our	chapter	website.		If	you	have	any	questions	about	the	new	program,	please	contact	Heather	McConnell	at	713.917.0888,	
hmcconnell@leggefarrow.com	or	Emma	Rice	at	713.220.4628,	emmarice@akllp.com.

The	Business	Partner	Committee

Melissa	Stanley	of	Brooke	Staffing	Companies, 
Chris	Malay	of	Kilpatrick	Equipment	Company,	Linda	Smith, 

Andrea	Sander	of	Aramark	and	Sherie	Duncan	of	Clark,	Duncan	and	Morris

Norton	Coelho	of	Kilpatrick	Equipment	Company,	John	Parsley	of	Colliers	Internation-
al,	Regina	Thompson,	Trudy	Thomas	of	Clark,	Duncan	and	Morris,	Emily	Catechis	at	
Aramark,	Christina	Marsden	and	Blair	Sollenberger	of	Brooke	Staffing	Companies

Steve	Kilpatrick	of	Kilpatrick	Equipment	Company,	Emma	Rice, 
Peter	Morris	of	Clark,	Duncan	and	Morris,	Chad	Dickerson	of	Aramark, 
Deena	Marsh,	Griffin	Cooper	of	Royal	Cup	Coffee	and	Wendy	Crane

	 I	 have	 always	 enjoyed	working	 in	my	 back	 yard	 flower	
gardens.		I	feel	that	I	can	unequivocally	assert	that	my	gardens	
look	quite	nice	after	nineteen	years	of	care,	patience,	weeding,	
fertilizing,	mulching,	 style	 changes,	 transplants,	 rerouting	of	 ir-
rigation	pipes	and	spray	heads,	money,	a	lot	of	sweat	and	three	
very	memorable	brown	recluse	spider	bites.		I	usually	stay	with	
shrubs	and	flowers,	but	about	once	a	decade	I	get	the	impulse	to	
branch	out,	declare	myself	a	gentleman	farmer	and	start	raising	
vegetables	for	my	own	dining	pleasure.		Well,	this	was	the	year.

	 In	early	spring	 I	 researched	which	vegetables	would	be	
appropriate	 for	 the	Houston	climate	and	soil	conditions.	 	 I	pro-
cured	materials	to	construct	a	10’	x	4’	raised	bed	garden.		I	se-
lected	tomato,	bell	pepper,	okra,	onions	and	squash	plants,	and	
two	varieties	of	bean	seeds	in	packages.		I	carefully	shepherded	
my	crops	through	a	very	hot	and	sticky	summer.		Well,	it’s	beyond	
July	now	and	I	beg	to	present	you	with	my	crop	report.		I’ve	har-
vested	three	medium	sized	guano	splattered	tomatoes,	about	a	
dozen	cherry	tomatoes,	two	plum	sized	bell	peppers,	no	squash,	
no	beans,	no	onions	and	enough	okra	to	throw	into	several	pots	
of	gumbo.

	 The	tomatoes	were	doing	well	right	up	to	the	point	where	
the	squash	discovered	 that	 they	could	 	grow	horizontally,	 latch	
onto	the	tomato	cages	for	support	and	then	strangle	them.		The	
pepper	 plants	were	 rapidly	 overshadowed	by	 the	okra	 bushes	
and	 subsequently	 perished	of	what	 appeared	 to	be	 jungle	 rot.		
Venturing	into	the	dark	dampness	beneath	the	okra	I	discovered	
that	I	had	inadvertently	fashioned	a	double	canopy	jungle	diora-
ma	fitted	with	a	decomposing	leaf	floor,	small	yellow	and	orange	
fungi,	 four	kinds	of	 insects,	a	brown	 recluse	spider,	a	 lizard,	a	
toad	and	several	slugs.		I	had	built	the	perfect	set	for	a	miniatur-
ized	B	grade	monster	movie.		The	beans	did	nothing	save	climb	
my	trellises,	produce	little	white	flowers	(which	the	bees	enjoyed)	
and	then	die.	 	The	onions	were	sheared	off	near	ground	 level.		
The	small	dirt-bag,	fence-tunneling	dog	with	the	bad	breath	from	
next	 door	 is	my	prime	 suspect	 here.	 	The	okra	did	 exception-
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The Salary Survey Committee is pleased to offer the results of 

the Houston Chapter - ALA 2010 Salary Survey.  If you participated in the 2010            
survey, you may purchase the results for $100.00; if you did not participate, the cost 
is $450.00.  Checks payable to the Houston Chapter of the Association of Legal               

Administrators should be mailed to Wendy Crane, 7314 Crescent Bridge Court,                
Humble, TX 77396. 

The Committee would like to thank the 76 Houston Firms who participated in making 
this year's survey a success. 

Contact Cindy Graves, cgraves@winstead.com, if you are  interested in working with 

this committee. 

themselves have done surveys to determine the “top reasons 
law firms outsource these services.”  From all these studies, 
some common themes are clearly indicated: 

Focus:  Outsourcing allows law firms and their business              
professionals to focus on the practice of law and             
reduce/eliminate the administrative effort required for 
these services.  At the same time, Firms benefit by 
partnering with companies that focus on these               
services as their core business. 

Expertise:  Outsourcing companies manage dozens if not               
hundreds of law firm office services areas.  This          
allows them to leverage expertise and experience 
likely unavailable internally.  

Resources:  Outsourcing should not negatively reflect on 
your in-house team or management.  The fact is that 
outsourcing companies have inherent advantages.  
The best offer Operations Managers, Directors, HR 
support, backup staffing, records consultants, best 
practices professionals, technology experts, and other 
resources that simply do not exist internally. 

Services:  Outsourcing companies typically can provide 
enhanced service opportunities including litigation 
scanning, blow back printing, CD creation/duplication, 
electronic document routing, impression manage-
ment, and more.  They do not focus on just basic             
mail/copy/fax/hospitality. 

Technology:  Outsourcing companies should be able to 
help the Firm obtain technology for far less than you 
can internally, dramatically decrease the IT              
cost/time to support, and ensure the Firm does            
not waste dollars on “shelf ware” … their expertise 
helps maximize the Firm’s ROI. 

Productivity:  Outsourcing almost always has a positive 
effect on a firm's bottom line by increasing secretarial 
productivity and improving support staff ratios.  
In  addition, outsourcing companies typically provide 
more service with less total people. 

Financial impact:  In addition to reducing hard dollar costs 
to provide these services and impacting secretarial 
and other productivity, the best of them also help 
Firms increase billable revenues in order to impact the 
top line billing as well.  They do this by increasing the 
percentages of billable revenue; implementing              
programs to charge back for prints and scans, as well 

as by bringing off-site work (pass through cost) back 
on-site as a billable revenue stream. 

Added value:  The best of the outsourcing companies also 
bring off-site expertise and resources in terms of               
litigation services.  This is particularly helpful with 
smaller firms trying to compete in the litigation arena.  
This value includes eDiscovery consulting/processing, 
access to hardware/software resources, litigation sup-
port training for paralegals, and much more. 

People:  Outsourcing companies can provide a well trained 
and highly motivated people that will eliminate HR 
efforts associated with these personnel.  Further, the 
best can offer new and improved opportunities to the 
over achievers on your on-site team. 

 There is a common misconception about outsourcing that 
you have to get rid of all your current support services                  
employees, many of which may have served you faithfully for 
years.  This is simply not true.  Most outsourcing providers will 
bring your current “quality” employees onto their staff and give 
them greater opportunities for training and upward mobility. 

 There are other misconceptions about “loss of control” or 
“maintaining confidentiality”.  We will not go into those areas as 
part of this article, but suffice to say that these professional  
companies have obviously addressed these perceptions and 
concerns if thousands of law firm offices have chosen to                
outsource.  Finally, there is a misconception that outsourcing 
may only benefit larger firms.  This is also simply not true.  A 
vast majority of outsourced law firms are for offices having             
between 25 and 75 attorneys.  While larger firms certainly               
outsource; the reality is that the impact on smaller firms is often 
much more significant. 

 We should close by saying that outsourcing isn’t right for 
every firm; you need to make your own educated decisions.  
However, most of these providers will offer a no-cost, low-profile 
analysis that will allow you to make an educated decision.  
Many, many firms have obviously chosen to go this direction; 
and in 2009, more firms than in recent memory made this             
outsourcing decision for the first time.  Based on the fact that 
there is no downside to considering the outsourcing option, 
2010 may be a good year for you to take a look. 

Darryl Lanier is a Regional Management Services Consultant  
with Document Technologies.  You may contact him at 
dlanier@dtiglobal.com or  (770) 390-2700 for additional informa-
tion. 

(Continued from page 1) 

Outsourcing  “Green” Ideas
	 Sarah	Kittner,	Document	Technologies,	Inc
Developing	a	Successful	Program
	Understand	your	fi	rm’s	carbon	footprint	
	Participate	in	the	ABA	Law	Offi	ce	Climate	Challenge
	 (http://www.abanet.org/environ/climatechallenge/overview.shtml)
	Form	a	“sustainability	committee”
	Adopt	and	post	your	sustainability	policy	and	roll	out
	 a	fi	rm	wide	announcement
	Use	contests	to	solicit	ideas	from	employees	on	ways	to
	 increase	recycling	and	reduce	paper	usage
	Communicate	your	efforts,	progress	&	cost	savings
	 internally	-	use	your	intranet	or	create	an	on-line	newsletter.
	Educate	employees	on	energy	savings	opportunities	at	home

Getting	Your	Paper	Under	Control
	Reduce	the	amount	of	paper	used
 Eliminate internal memos
	Use	an	entire	legal	pad	and	don’t	fi	le	remnants
	Reuse	fi	le	folders,	expandable	fi	les,	and	notebooks
 Encourage on-screen editing of documents 
	Electronic	transmission	and	fi	ling	of	documents	
	Double-sided	copying	as	standard	in	copiers	and	printers
	Use	a	product	such	as	Greenprint	to	eliminate	blank	pages
	 from	documents	before	printing
	Don’t	print	accounting	reports	–	send	and	review	via	computer	
	Order	supplies	via	phone	or	internet
	Route	faxes	electronically;	use	e-communications	in	lieu
 of paper documents
	Narrow	the	margins	on	documents	to	conserve	paper	unless	
	 prohibited	by	courts	or	agencies
	Use	fi	ling	products	with	high	post	consumer	waste	content
	Use	recycled	paper	products	for	plates,	napkins,
	 paper	towels	&	toilet	paper	
	Eliminate	plastic	eating	utensils	-	use	fl	atware	or	corn	starch	
	 biodegradable	utensils	from	a	source
 such as: http://www.worldcentric.org/store/cutlery.htm
	Use	glass	mugs	and	water	glasses	instead	of	plastic
 or paper cups 
	Reuse	boxes	for	shipping	packages	&	use	shredded	paper	as	
	 packing	material

	 Conserving	Energy
	“Turn	off	lights”	reminders	on	light	switches	(or	motion	detectors)	
	Automatically	turn	off	lights	during	non-working	hours
	Switch	from	T-12	to	T-8	fl	uorescent	bulbs
	 (up	to	62%	less	energy)
	Set	computer	monitors	to	revert	to	stand	by	mode	after	15
	 minutes	(uses	90%	less	energy	than	regular	operational	mode)
	Use	power	strips	with	motion	detectors	to	turn	off	electrical	
	 equipment	after	5	minutes	of	non-use	
	Switch	from	CRT	to	LCD	monitors	(use	50	to	65%	less	energy)
	Avoid	screen	savers	on	computers
	 (use	as	much	energy	as	full	power)
	Use	remanufactured	toner	cartridges	(quality	has
	 improved	signifi	cantly)
	Set	printers	and	copiers	to	revert	to	stand	by	mode	after	being	
	 idle	for	15	minutes	
	Unplug	chargers,	such	as	those	for	mobile	phones	or
	 smartphones,	when	not	in	use.	They	still	consume	energy
	 when	plugged	in,	even	if	not	charging	a	device.

Morale in the Age After Lay-Offs
(Continued from page 1) 

	 Laughter	can	elevate	the	moment	but	for	lasting	changes	in	mo-
rale,	look	at	benefi	ts	that	don’t	add	heavily	to	costs:
--Flexible	work	hours.	
--Dress	theme	days	(like	Go	Texan	Day,	Rockets	or	Houston	Texans	
colors).	
--Food	works	miracles:	Saints	 tailgating	potluck	breakfasts	were	a	
huge	hit	on	game	days	last	year	with	the	New	Orleans	offi	ce.	
--Telecommuting.	
--Add	a	fl	oating	holiday	or	afternoon	off	pay.
--Allow	some	production	work	to	be	done	from	home,	remotely.
	 Other	creative	benefi	ts	could	include	an	after-work	“happy	hour”.		
I	know-don’t	buy	the	drinks		but	you	can	buy	the	food:	staff	buys	their	
own	drinks	end	it	before	anyone	has	a	chance	to	demonstrate	poor	
judgment.		(Does	anyone	else	remember	Friday	afternoon	keg	par-
ties	at	the	offi	ce?)
	 How	about	an	offi	ce	contest	with	a	weekly	winner	who	receives	a	
spa	gift	certifi	cate	or	a	pair	of	movie	tickets	or	another	token	of	recog-
nition?
	 The	bottom	line	is:
	 1.	 Make	 sure	 they	 know	 that	 you	 and	 the	 shareholders	 are	
aware	of	the	extra	expectations	that	are	on	them.		
	 2.	 Offer	 something	 back	 that	 brings	 with	 it	 a	 genuine	 thank	
you—it	must	be	of	some	value	to	the	recipient	and	must	be	presented	
with	enough	ceremony	attached	to	it	to	add	enough	gravity	to	make	
it	a	strong	token	of	recognition.
	 3.	 Tell	your	team	how	much	you	appreciate	their	work	and	sac-
rifi	ce.		As	long	as	it’s	genuine	even	a	small	gesture	can	compensate	
in	ways	that	your	fi	rm	may	not	be	able	to	in	terms	of	salary	increases,	
bonuses	or	increasing	benefi	t	costs.
______________________
by	Blair	C,	Sollenberger,	CTS.	Blair	is	president	of	the	Brooke	Staffi	ng	
Companies,	Inc.		Brooke	is	a	leader	in	recruitment	and	placement	to	the	
legal	industry	in	Houston,	TX	and	New	Orleans,	LA.

Traveling	to	your	destination
 Provide incentives for carpooling or mass transit use
	Reduce	travel	to	meetings	–	use	audio	or	video	conferencing
 or send fewer attendees
	Allow	telecommuting	where	practical
	Purchase	carbon	offsets	for	all	the	fi	rm’s	plane	and	car	travel

Recycling
	Recycle	soft	drink	cans
	Eliminate	bottled	water	
	Use	separate	container	at	each	desk	for	items	to	be	recycled
	Use	separate	container	for	wet	waste	items	
	Place	recycling	bins	throughout	the	fi	rm	–	kitchens,
	 conference	rooms,	etc.
	Recycle	batteries
	Recycle	used	computer	equipment	(equipment	is	donated	to	
	 non-profi	ts,	remarketed,	or	recycled).		Nothing	enters	a	landfi	ll
	Implement	a	composting	program	in	your	fi	rm	or	building
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TITANIUM 

GOLD 

 Aramark Refreshment Services Kilpatrick Equipment Company (KEC) 

 Brooke Staffing Companies Royal Cup Coffee 

 Colliers International Safesite, Inc. 
SILVER 

 Document Technologies Project Leadership Associates 

 IKON Office Solutions, Inc. Quest Personnel Resources, Inc. 

 Insurance Alliance ScoNet, Inc. 

 Insurance Network of America Southwest Solutions Group 

 Madison Benefits Group Tejas Office Products, Inc. 

 McCoy Workplace Solutions XVAND Technology Corp. - ISUTILITY 

BRONZE 

ABA Retirement Funds Diversified Recruiting Services Oce' Business Services 

Amicus Solutions EBF Office Products Pathfinder/LL&D Insurance Group, LLC 

Burnett Staffing Specialists Frost Bank Providus 

Christ Purcell Taylor Houston Express, Inc. Transnet Delivery Solutions 

Court File America Insgroup, Inc. Wortham Insurance 

  Legal Specialties Plus, Inc.   

COPPER 

ALL-STATE LEGAL DocuSystems Management Services Reliant Business Products, Inc. 

Attorney Resource-Houston eFax Corporate - j2 Global Communications Rentacrate, LLC 

Boland Personnel Equitrac Corporation Ridgway's Management Services 

CITOC, Inc. Gensler Roadrunner Archives 

Corporate Care Graf Legal Network Robert Half Legal 

Corporate Floors IST Management SeamlessWeb 

Corporate Outfitters Mach 5 Couriers Star Engraving Company, Inc. 

Creative Management Services (CMS) Omega Legal Systems The Executive Librarian 

Current Business Technologies, Inc.   U S Legal Support, Inc. 

 
Clark, Duncan & Morris, Inc. 

2010 Titanium Business Partner 

Houston Chapter ALA 2010 Business Partners 
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What is Scareware? 

 Has anyone fallen victim to a pop-up on your screen that 
looks like legitimate virus protection is informing you your              
machine is infected and needs to be scanned?  This form of 
malware seems to be running rampant and cannot only damage 
your computer, but can also damage your bank account if you’re 
not careful. 

 Scareware comprises several classes of scam software 
with malicious payloads, or of limited or no benefit, that are sold 
to consumers via certain unethical marketing practices. The 
selling approach uses social engineering to cause shock,               
anxiety, or the perception of a threat, generally directed at an 
unsuspecting user.  The most common form of scareware             
tactics are the pop-ups that claim your system has been infected 
by a virus or your registry needs to be cleaned.  These pop-ups 
prompt users in such a realistic way that so many people fall for 
the scam.  It’s bad enough the software the consumer is          
purchasing is of no help and basically infects their system, but if 
purchased, this scammer has your credit card information. 

 McAfee, well known security software, stated in an online             
article back in March, "Scareware is one of the most prevalent,            
dangerous and sophisticated online scams, victimizing an               
estimated 1 million people around the world every day.”               
McAfee also stated that in the past 2 years they have seen a 
660 percent rise in scareware and a 400 percent increase in 
reported incidents in the past 12 months. 

 What normally happens when a computer is infected is the 
fake pop-ups continue and it is very difficult to remove them.  
I’ve seen these infections happen by simply going to a legitimate 
web site and all of a sudden you are bombarded with the fake 
antivirus pop-ups.  So many websites have been infected with 
scareware that when these sites are accessed, the end-user’s 
computer is compromised.  If you ever experience any of these 
pop-ups the best thing to do is to press ctl + alt + del and shut 
down your machine.  Don’t attempt to close the pop-up, just 
simply shut down the machine.  If this is done quickly enough, 
this will prevent anything from being downloaded to your             
computer in the background.  If after restarting, the pop-ups 
continue, more then likely you will need to contact your IT              
support staff to terminate the process from starting up every 
time you start your computer.  Once the startup process has 
been terminated, it is highly recommended to perform a full    
system virus scan as well as a scan for spyware and malware.  
Recommended virus software solutions are Symantec Endpoint 
Protection, McAfee, Kaspersky, etc.  Some of these will have 
spyware / malware detection built into them but for an added 
level of comfort, Malwarebytes is recommended software that 
will detect malware on your system. 

 The best advice I can offer is to familiarize yourself with 
the software your firm installs on your system.  If something   
appears on your screen you do not recognize, shut your system 
down as quickly as you can and contact your IT support.  When 
dealing with any of these types of malware, spyware,            
scareware, etc. you can never be too careful. 

      Rodney  Nicholson 

Techie Talker 
By Rodney Nicholson 

WHY SCONET?
♦ OUR APPROACH  - We are a provider of 

business solutions, not just an information 
technology company.  We work primarily with 
law firms to identify business needs and 
implement solutions designed to address those 
needs including e-mail/file management, time 
tracking and billing, case management, docket 
control and business continuance. 

♦ OUR EXERIENCE – For over a decade ScoNet 
has provided IT support for law firms so we are 
proficient supporting the industry standard 
applications as well as the infrastructure which 
serves as the platform they run on.

Call us today to find out  how we can 
help you and your firm!

 

WWW.SCONET.NET 
PHONE: 713-867-3413

	 The	 Community	 Challenge	 Committee	 wound	 up	 its	 fall	 donations	
drive	 for	 the	purchase	of	 school	 uniform	shirts	 for	 students	 served	by	
Communities	in	Schools	at	Davis	High	School	on	Friday,	September	3.		
Committee	members	purchased	and	delivered	259	white,	grey,	black	and	
purple	solid	“polo”	shirts	to	ecstatic,	grateful	school	officials	and	CIS/Davis	
counselors,	who	immediately	began	distributing	the	shirts	to	needy	teens. 
	 Mark	your	calendars	and	plan	to	participate	in	the	Community	Chal-
lenge	Weekend	project	for	Casa	de	Esperanza,	just	a	few	minutes	out-
side	of	downtown,	on	the	morning	of	Saturday,	October	16,	beginning	at	
9:00	a.m.		We	will	be	taking	up	paintbrushes,	hammers	and	screwdriv-
ers	to	touch	up	paint	dings	and	scrapes	and	install	door	stops	in	the	10	
homes	where	loving	care	of	children	in	crisis	is	provided	by	the	staff	of	
Casa	de	Esperanza.		Please	send	an	email	to	Donna	Robin	at	robind@
phelps.com	 or	 Brooke	 Pry	 at	 bpry@porterhedges.com	 if	 you	 can	 join	
Houston	Chapter	members	in	this	productive	and	worthwhile	community	
support	project.

Techie	Talker 
By Rodney Nicholson

Email Etiquette in the Workplace
	 Email	has	become	what	seems	to	be	our	primary	way	of	commu-
nicating	in	the	business	world.		It	is	more	convenient	and	less	intrusive	
way	of	 communicating	 these	days.	 	Email	 can	also	serve	as	a	way	
to document previous communications or attempts of communication 
with	others.		I	found	some	basic	email	etiquette	practices	from	various	
articles	and	would	like	to	share	a	few	things	to	keep	in	mind.
-	Assume	there	is	no	privacy	when	using	company	email	and	
resources 
	 Corporate	email	is	the	property	of	our	employers.			The	best	rule	
to	follow	is	to	keep	email	communications	strictly	professional.		Many	
companies	have	policies	stating	the	use	of	their	resources	(i.e.	com-
puter	equipment,	technology,	email	communication,	etc.)	should	be	
used	for	business	purposes	only.		From	your	employer’s	point	of	view,	
there	should	be	no	expectation	of	privacy	when	it	comes	to	email.	
- Subject should be clear and to the point 
	 The	subject	line	of	the	email	should	be	relevant	and	clearly	state	
why	you	are	writing	the	email.		Having	a	well	thought	out	subject	line	
can	sometimes	determine	if	the	recipient	will	open	the	email.		The	
subject	line	can	also	be	thought	of	as	the	first	impression	the	recipient	
has	when	receiving	the	email.		Remember,	we	never	get	a	second	
chance	to	make	a	first	impression.
-	Address	recipients	in	the	appropriate	fields	(TO:,	CC:,	BCC)
	 The	TO	field	should	include	the	person	or	persons	who	are	
directly	being	addressed	in	the	email.		These	would	be	the	people	
you	would	expect	a	response	from	if	your	email	does	indeed	require	a	
response. 
	 The	CC	field	should	be	used	for	those	people	who	are	not	directly	
addressed,	but	need	to	be	kept	on	the	same	page.		You	can	think	of	
this	as	a	way	to	let	these	people	know	as	an	FYI. 
	 The	BCC	field	should	be	used	when	e-mailing	a	group	of	people	
who	do	not	personally	know	each	other.		This	is	primarily	a	privacy	
issue.		Do	not	publish	other’s	email	addresses	without	their	consent.		
Doing	so	can	cause	their	email	addresses	to	unintentionally	be	for-
warded across the internet which in turn opens their email addresses 
up	for	potential	spammers. 
-	Use	proper	spelling,	grammar,	and	punctuation
	 Almost	all	email	programs	have	spell	check,	so	be	sure	and	
use	it.		Take	time	to	read	through	your	email	before	sending	so	any	
spelling	or	grammatical	errors	can	be corrected.		Spell	checkers	only	
catch	words	that	are	actually	misspelled.		For	example:		from	and	
form	are	both	words.		Spell	checkers	cannot	interpret	the	context	
in	which	a	word	is	being	used.		It	simply	knows	whether	a	word	is	
spelled	correctly. 
	 Do	not	make	the	mistake	of	TYPING	IN	ALL	CAPITAL	LETTERS.		
This	is	interpreted	as	someone	shouting.		Also	do	not	type	in	all	lower	
case	as	this	can	be	interpreted	as	a	sign	of	laziness.		Keep	in	mind	
you	should	apply	the	same	rules	when	drafting	an	email	as	you	would	
if	you	typed	a	letter	on	company	letterhead	and	sent	it	out	via	postal	
mail. 
- Read Receipts
	 Use	caution	when	requesting	a	read	receipt.		Your	email	program	
should	not	default	to	request	a	read	receipt	for	every	email	sent.		
Some	people	simply	view	this	as	irritating,	while	others	feel	this	is	
an	invasion	of	their	privacy.		Depending	how	the	recipients	email	is	
configured,	they	can	permanently	turn	off	sending	a	read	receipt	by	
simply	selecting	never	to	send	one	when	prompted,	and	also	select-
ing	don’t	ask	me	this	again.		Limit	requesting	a	read	receipt	for	those	

emails	that	are	truly	necessary	to	have	confirmation	they	have	been	
read.
-	Using	Reply	All
	 Replying	to	all	should	only	be	used	when	you	feel	confident	that	
“All”	need	to	know	your	response	or	they	need	to	be	aware	of	the	
contents	of	your	response.		You	should	not	“Reply	All”	if	you	do	not	
know	“All”.		If	you	are	unsure	whether	to	use	“Reply	All”	then	you	
should	simply	reply	to	only	the	sender.	 
	 From	the	sender’s	perspective,	to	help	circumvent	unnecessary	
“Reply	All”	messages,	list	your	recipients	in	the	BCC	field	instead	of	
the	TO	or	CC	fields.		By	using	this	method,	if	someone	uses	“Reply	
All”,	you	will	be	the	only	one	who	receives	the	response.
- Include signature block
	 Be	sure	and	include	your	contact	information	in	your	signature	
block.		If	the	recipient	chooses	to	contact	by	other	means	than	
responding	to	your	email,	your	information	is	readily	available.		Also	
many	companies,	especially	law	firms,	make	it	mandatory	to	use	
some	type	of	email	disclaimer	/	confidentiality	statement	at	the	bottom	
of	the	signature	block.
	 It	is	a	good	practice	to	not	forward	jokes,	virus	hoaxes,	chain	mail	
or	any	other	unprofessional	types	of	email	to	coworkers.		Be	sure	to	
also	leave	the	animated	emoticons	(dancing	smiley	faces,	etc.)	out	of	
all	professional	emails.

 
	 	 	 	 	 	 Rodney	Nicholson

The	Community	Challenge	Committee

Kathryn	Vidal,	CLM,	“Flat	Sam 
Houston”,	Deena	Marsh,	CLM,	Donna	

Robin,	Bill	Harvey,	Becky	Leggett

Seated – Deena Marsh, CLM, Donna 
Robin,	Rochelle	Head	(CIS	Case	Mgr.)
	Standing	–	Brooke	Pry,	Kasey	McKee	
(Project	Mgr.,	CIS/Davis	HS),	Brandy	
Johnston	(Asst.	Principal,	Davis	HS)
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Clark, Duncan & Morris (CD&M) has three core members who 
are mothers, wives and fathers.  They are in varied stages of 
child rearing, career building and are in that time of discovery 
when they realize who they are and what they might yet be.  
They are more aware, more patient and more resolute.  They 
have traveled hard, long miles and it has softened some hearts 
and opened minds.  Their travels have also strengthened them 
as they navigate through life.  Some are learning when to stand 
firm, others learning when to embrace change and others when 
to accept being a frail, vulnerable human.  I know, it's silly         
romanticism and equally foolish to publish.  This has been a 
public service announcement, brought to you by ACME Portable 
Soap Box Systems, Ltd. 

 And now back to what we promised to do when we 
started…  The three of us come from such varied service               
backgrounds and I am thankful we were bound together in the 
most natural (supernatural) ways.  We share mutually personal 
traits.  They were effort, loyalty and personal service for each of 
our clients.  I’m going for points with my two boss ladies here 
folks, so I really need some magic mojo potions here! 

 So, we three promised to be good and faithful servants, to 
have FUN doing it, earn a living having fun and take care of the           
customer, no matter what.  So far, it seems to have worked as 
we are growing year after year, while in a tough economy.  This 
is a feat, when you consider that we are a sophisticated and 
premium facilities service organization.  And for that, we thank 
you all so, so very much.  Our employees, their families and our 
suppliers all thank you.  Our attorneys and CPA’s are getting 
paid on time, and we paid off that banker, ugh! 

 What does CD&M do, exactly?  I am supposed to write 
about what we do for our customers.  I keep forgetting that for 
some reason.  I will get back to that, I promise.  There is no way 
I can forget that, I mean c’mon, really?!  I wrote one article            
already, I am a pro at this now.  BTW thanks for all the calls on 
how to reduce your storage costs, that article made my boss 
ladies happy!  They got me Mr. Goodbar miniatures (my               
favorites) as a reward!  Regina G. Thompson (ALA Houston 
Chapter member) needs to be credited for giving me advice on 
my first draft, she was kind and gentle in her reminders as to the 
nature of the article.  Thanks Regina, you are the best! 

 So let’s share more with you warm, friendly and                 
professional ALA members.  At the moment, the ladies of    
CD&M are in South Padre Island having a break with their 
daughters.  And at the time of this masterpiece’s articulation, 
they seem to be having a great time minus husbands, sons and 
messy men folk in general…  Yeah, that includes me too I bet….  
So it is I, alone, stoic and strong; charged with composing the 
spotlight article for ALA, which will surely amaze you all.  Isn’t 
dreamland, nice?  You are welcome to come visit me!  I have 
ITunes going way too loud and am listening to the soundtracks 

from The Phantom of the Opera and the Book of Eli.  Hey, I 
never said I was a normal, well adjusted moverguy you know…  
So don’t judge me too harshly.  I mean, I am a mover, an old 
and boring mover, too!  Therefore, let me tell you about my two 
boss ladies.  They are far more noteworthy and are the reasons 
we are here and continue to progress upward. 

 Sherie L. Duncan manages all the furniture selections, the 
sales and installation for the client.  She is really good, and even 
though I work for her, she really is good.  Sherie is passionate 
and eager like a kid going to the circus, and she is like that 
every day.  She gets it from her father, Robert Duncan.  He is a 
people person and since he has been tailoring clients at              
Harold’s in the Heights for 40 years, I guess she comes by it 
naturally.  She got her math skills and daring from him too.  But 
she got her nurturing and supporting nature from her mother, 
Evelyn Duncan.  She got her mother’s common sense and strict 
fiscal management skills too, trust me on that!  And folks, these 
are absolutely the finest people.  I’ve learned a lot from their 
kindness and hospitality.  Sherie is so much like them. 

 Trudy D. Thomas executes our client’s personal, domestic             
relocation services.  When you move your house, your most 
personal possessions; she is the one to call if you want it done 
properly.  Trudy is a licensed Real Estate agent and                 
understands relocation services better than her moving industry 
peers, as she works for her client on multiple fronts.  There is 
the preparation and sell of the current home, the selection and 
purchase of the new home and finally, the move to the new  
residence for her clients and their families.  Moving, house  
hunting, selling and buying is not an easy process.  She has 
such empathy, patience and attention to detail; and humbles 
and intimidates me constantly.  I never met her late, beloved 
Grandmother, but from Trudy’s stories, and my own deductions; 
she was a major influence and positive force in her life.  I bet 
Trudy would say that her gravity still anchors her.  Thankfully, 
such people, family or not, find their way into our lives. 

 Peter M. Morris is boring.  But, he is a really good                
commercial mover and installer, better than average, certainly.  
He also writes letters, silly articles and poetry.  They are ghastly 
and pedestrian compositions, thankfully it’s a hobby.  However, 
the one small credit Peter has is his 23 years in commercial & 
corporate relocation and project management.  As a true               
practitioner of this industry, it gives him a superior knowledge 
base and proven history of successful projects.  Those projects 
encompass furniture assets, intellectual property and critical 
data technology migrations, document transfers or corporate 
headquarter transitions.  Peter believes he is nothing without his 
team, his people.  He’s absolutely right. 

Peter Morris is President of Clark, Duncan &  Morris.  You may 
contact him at peter@clarkduncanmorris.com or                   
(713) 206-6826 for additional information. 

(Continued from page 1) 

Spotlight  

SAVE THE DATE:  REGION 4 CONFERENCE  
 
 The ALA Region 4 Educational Conference & Exposition will be held October 1-2, 2010, at 
the  Four Seasons Resort & Club Dallas at Las Colinas.  
 
 Watch your mail for details!

When Grief Comes to the Workplace 

	 While	coping	with	death	and	grief	in	the	workplace	is	not	the	most
pleasant	subject,	it	is	a	fact	of	life	that	hits	everyone	at	one	time	
or	another.		According	to	the	Grief	Recovery	Institute,	American	
workers	mourn	 the	deaths	of	2.4	million	 loved	ones	each	year.		
This	results	in	costs	to	U.S.	companies	of	more	than	$75	billion	
annually	in	lost	productivity.	

	 So,	what	 is	 this	 thing	 called	grief	 and	how	does	 it	manifest	
itself	in	the	workplace?		According	to	the	dictionary,	grief	is	a	deep	
sorrow	or	mental	distress	caused	by	loss.		Grief	can	be	an	emo-
tional,	physical	and/or	spiritual	 reaction	 to	 the	 loss	of	someone	
with	whom	a	person	has	been	deeply	and	emotionally	invested.		
While we most often relate grief to a death loss people also grieve 
when	a	divorce	occurs.		Or,	to	a	certain	degree	when	all	the	chil-
dren	leave	home.		There	are	all	kinds	of	other	losses	that	would	
cause	a	person	to	grieve	–	loss	of	a	job,	loss	of	health,	loss	of	a	
pet.		And	the	$75	billion	estimate	includes	measuring	sources	of	
emotional	pain	ranging	from	miscarriages	to	pet	loss.

	 It’s	hard	to	 fathom	but	 the	study	of	grief	did	not	actually	get	
started	 in	earnest	until	 the	1970s	when	Elizabeth	Kubler-Ross,	
M.D.	wrote	a	book	called	“On	Death	and	Dying.”	In	her	book	Dr.	
Kubler-Ross	discusses	the	fi	ve	stages	of	grief.		Obviously,	under-
standing these different stages is integral in coming to terms with 
how	grief	can	and	does	affect	the	workplace.

	 The	fi	rst	stage	is	DENIAL.		This	is	usually	the	initial	reaction	
when	a	person	learns	that	someone	is	dying	or	has	died.		There	is	
a	feeling	of	shock,	disbelief	and	numbness.		This	is	nature’s	way	
of	temporarily	protecting	the	brain	from	the	full	reality	of	the	loss.		

	 During	this	stage	of	denial,	employees	may	fi	nd	it	hard	to	con-
centrate.		So,	in	the	fi	rst	few	weeks	after	a	loss,	a	person	may	not	
be	very	effective	at	work.		

	 The	 second	 stage	 of	 grief	 is	ANGER.	 	Anger	 can	 show	 it’s	
ugly	head	when	 it’s	 least	expected	and	can	be	directed	at	any-
one	–	 justly	or	unjustly.	 	The	employee	could	be	angry	with	the	
deceased	for	dying.		Angry	with	God	for	letting	it	happen.		Angry	
with	 other	members	 of	 the	 family.	 	And,	 in	 stressful	 situations,	
there	could	be	anger	issues	on	the	job.	

	 The	 third	stage	of	grief	 is	BARGAINING	GUILT.	 	This	 is	 the	
stage	where	the	person	dwells	on	the	“if	onlys”	and	the	“what	ifs.”		
They	may	blame	 themselves	 for	 the	other	person’s	death.	 	Or,	
there	can	be	guilt	because	they	are	still	alive	and	the	other	person	
isn’t.		Or,	there	can	be	guilt	if	there	are	unresolved	issues	with	the	
person	who	just	died.	

	 The	fourth	stage	of	grief	is	DEPRESSION.		Depression	occurs	
as	time	goes	on.		The	person	may	start	to	isolate	themselves	from	
others.		They	may	not	feel	a	sense	of	purpose	and,	consequently,	
may	have	trouble	getting	out	of	bed	and	may	be	habitually	late	or	
absent.		Alcohol	and/or	drug	usage	could	become	a	serious	prob-
lem	and,	it’s	at	this	point	that	professional	help	may	be	needed.		

	 The	fi	fth	stage	of	grief	is	ACCEPTANCE.		During	the	accep-
tance	stage	the	person	starts	to	have	a	sense	of	peace	and	be-
gins	to	enjoy	life	again.		Every	waking	thought	is	not	spent	think-
ing	about	the	loss.		Certain	concerns	and/or	issues	about	the	loss	
are	resolved.		The	employee	is	able	to	be	somewhat	happy	again.

	 Never	 be	 mistaken	 in	 thinking	 that	 these	 stages	 are	 going	
to	follow	an	orderly	process.		They	won’t.		Grief	encompasses	a	

wide	range	of	emotions	and	an	individual	can	go	back	and	forth	
on	any	given	day.		No	one	will	grieve	the	same	as	someone	else.		

	 Now	 that	 you	 know	 the	 fi	ve	 stages	 of	 grief,	 here	 are	 some	
misconceptions	about	grief	at	the	workplace.

	 First	misconception	–	grief	and	mourning	are	the	same	thing.		
False	–	grief	 is	what	the	griever	feels	on	the	inside	and	mourn-
ing	is	the	expression	of	those	thoughts	and	feelings.		Everyone	
grieves	when	someone	they	loved	dies,	but,	in	order	to	heal,	there	
must	be	mourning.

	 Second	misconception	–	we	only	grieve	and	mourn	the	spe-
cifi	c	 loss.	 	Actually,	we	grieve	and	mourn	 for	a	whole	 lot	more.		
With	the	loss	of	a	husband,	it	can	be	losing	that	feeling	of	security.		
With	 losing	a	child,	you	grieve	over	 the	hopes	and	dreams	that	
will	never	be	realized	–	seeing	them	get	married,	having	grand-
children.		And,	we	can	also	grieve	and	mourn	over	losing	a	part	of	
our	own	identity.		One	day	you’re	a	wife	and	the	next	day	you’re	a	
widow.		You	had	two	children	and	now	you	have	one.		

	 Third	misconception	 –	 grief	 is	 only	 an	 emotional	 response.		
Unfortunately,	grief	affects	our	whole	beings.		Struggling	through	
grief	 is	 not	 only	 an	 emotional	 process,	 it	 can	 affect	 a	 person	
physically,	behaviorally,	socially,	as	well	as	spiritually.		Emotion-
ally	 a	 person	might:	 have	a	hard	 time	 controlling	 their	 tears	 or	
they	could	come	across	as	angry.	 	Physically	 there	could	be	a	
change in appetite or upset stomach, headaches, insomnia, fa-
tigue,	anxiety	or	panic	attacks,	 fainting,	 fever	blisters	–	and	 the	
list	goes	on.		Consequently,	there	might	be	a	few	more	absences	
than	normal.	 	From	a	behavioral	standpoint,	a	person	may	 feel	
disoriented	and	forgetful,	have	diffi	culty	concentrating	or	hearing	
what’s	being	said.		They	may	become	very	disorganized.		Socially	
the	person	may	feel	isolated	and	abandoned,	very	disconnected	
–	like	people	are	avoiding	them.		Spiritually	the	person	may	ques-
tion	their	feelings	about	God,	they	may	wonder	why	God	let	them	
live	 instead	of	 the	deceased	and	they	might	be	questioning	the	
purpose	of	their	life.

	 So,	when	you	have	an	employee	who	has	suffered	a	signifi	-
cant	loss,	understand	that	they	are	susceptible	to	many	physical	
ailments	and	emotional	issues.		And,	if	they	have	children	who	are	
also	grieving	the	loss,	understand	that	there	may	be	unavoidable	
health	and	emotional	issues	with	the	children	as	well.

	 Another	misconception	is	that	grief	and	mourning	progress	in	
predictable	 and	 orderly	 stages.	 	Unfortunately,	 there	 is	 nothing	
about	grief	that	is	predictable	and	it	will	not	necessarily	come	in	
an	orderly	sequence.		In	reality,	it’s	like	a	roller	coaster.		

	 There’s	 also	 the	 misconception	 that	 working	 through	 one’s	
grief	should	be	done	at	home,	 in	private.	 	Unfortunately,	as	hu-
man	beings,	it	is	impossible	to	turn	emotions	on	and	off	and	keep	
them	in	a	neat	little	box.		So,	don’t	be	surprised	if	you	see	some	
red	eyes	or	even	tears	at	the	offi	ce.		Just	tell	the	person	that	it’s	
okay	and	listen	if	they	need	to	talk.

	 When	 grief	 and	mourning	 are	 fi	nally	 reconciled,	 they	 never	
come	up	again.		This	is	another	common	misconception.		While	
grief	gets	easier	with	time,	 it	never	truly	ends.		When	you	have	
lost	 someone	 important	 to	 you,	 you	 are	 always	 going	 to	 miss	
them.			

 

 (Continued on page 13)
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july 

14  Houston Chapter Board Meeting 

14  Operations/IT Section Meeting                                    
 Documents in a Digital Age 

21  Finance Section Meeting                                                                  
  An Advanced Look at Excel 2007 – Part 2 

21  ALA Webinar        
  Legal Risks to Assessing Candidates by  
  Social Network Sites 

27  H.R. Section Meeting     
  What to Expect in 2011 for Employee Benefits 
  and Employment Practices & EPL Renewals 

august 

11  Houston Chapter Board Meeting 

18  Chapter Luncheon      
  Grief in the Workplace 

18  ALA Webinar       
  Law Firm Profitability Enhancement 

september 

8  Houston Chapter Board Meeting 

15  Chapter Educational Session    
  Hero’s Journey Presentation &Workshop 
  Cocktail Reception to follow 

15  ALA Webinar       
  Electronic Records Management: How to               
  Manage Your ESI in the 21st Century 

23-25 Large Firm Principal Administrators Retreat              
  Barton Creek Resort & Spa, Austin, TX 

30-Oct 2 Region 5 & 6 Educational Conference & Expo
  Hard Rock Hotel, San Diego, CA 

october 

1 – 2  Region 4 Educational Conference & Expo 
  Four Seasons Resort & Club Dallas  
  Las Colinas, Irving, TX 

4 – 8  Professional Legal Management Week 

12  Finance Section Meeting  

13  Houston Chapter Board Meeting 

13-14 Intellectual Property Retreat    
  The Drake Hotel, Chicago, IL 

15-16 Region 3 Educational Conference & Expo 
  The Drake Hotel, Chicago, IL 

20  Operations/IT Section Meeting 

22-23 Region 2 Educational Conference & Expo 
  The Eden Roc, Miami Beach, FL 

28  HR Section Meeting 

29-30 Region 1 Educational Conference & Expo 
  Ocean Park Resort & Spa, Long Branch, NJ 

 

ALA Upcoming Events 

 On May 13, 2010, Dylan 
Fields Fayle entered our world 
weighing in at 7 lbs with a 
height of 20 inches.   
 

 On June 14, 2010, Brady     
Michael Crane entered our world 
weighing in at 7lb 8 oz with a 
height of 21 inches.   
 
 Congratulations Tiffiny, Dane and big brother       
Addison and Wendy, Aaron and big brother Ethan on your 
new arrivals!! 

ALA	Upcoming	Events	
october
1	–	2	 Region	4	Educational	Conference	&	Expo 
	 Four	Seasons	Resort	&	Club	 
	 Dallas	 At	Las	Colinas,	Irving,	TX
4	–	8	 Professional	Legal	Management	Week
8-10	 Community	Challenge	Weekend
12	 ALA	Webinar 
	 Conducting	Hassle-Free	Performance	 
 Evaluations
13	 Houston	Chapter	Board	Meeting
13-14	 Intellectual	Property	Retreat	at	The	Drake 
	 Hotel	in	Chicago,	IL
14	 ALA	Webinar
	 Smart	Practices	for	Workplace	Technologies
15-16	Region	3	Educational	Conference	&	Expo 
	 The	Drake	Hotel,	Chicago,	IL
16	 Houston	Chapter’s	Community	Challenge 
	 Casa	de	Esperanza	9:00	am
20	 Operations/IT	Section	Meeting 
	 The	Post-Recession	Attorney: 
	 Increasing	Attorney	 
	 Mobile	Productivity	At	Abrams,	Scott	&	Bickley
20	 ALA	Webinar	-	An	‘EKG’	from	Your 
	 Document	Management	Provider
22-23	Region	2	Educational	Conference	&	Expo 
	 The	Eden	Roc,	Miami	Beach,	FL
27	 Finance	Section	Meeting 
	 Budgeting	Roundtable 
	 At	Hays,	McConn,	Rice	&	Pickering
28	 HR	Section	Meeting 
	 How	to	Help	Your	Firm	Deal 
	 with	Social	Media	At	Baker	Botts
29-30	Region	1	Educational 
	 Conference	&	Expo	Ocean	Park	 
	 Resort	&	Spa	Long	Branch,	NJ
november
9	 ALA	Webinar	-	7	Hidden 
	 Productivity	Traps	and	 
	 How	to	Avoid	Them
10	 Houston	Chapter	Board	Meeting
17	 Houston	Chapter	Luncheon	-	 
 Preparing for an Increase in 
	 Discrimination	Charges
december
8	 Houston	Chapter	Board	Meeting
15	 Houston	Chapter	Holiday 
	 Luncheon	-	Brennan’s

Retreat Committee 
 The Retreat Committee is looking for a CHAIR for 2011. You 
must have served on the Retreat Committee recently or in the 
past in order to Chair. If you are interested please contact Jody 
Gressett at (713) 546-5628 or e-mail her at jgressett@shb.com.
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My proudest professional or personal                 
accomplishment…  

 My daughter Mary Francis is my bright 
light.  She is a great student, avid soccer 
player, artist, and equestrian.  She is very            
generous with her time helping with many of 
my charity events and some of her own with 
her friends.  A close second is being named 
Member of the Year.  

If I wasn’t at Phelps, I would be…  

 On a movie set in Hollywood, of course!?!  Seriously, I love 
my job, but when I retire from the legal industry, my passion will 
be fundraising for a non-profit that benefits children’s causes.  
Also, being a volunteer to foster   children's interests in art and 
theater would be very rewarding.  There are so many resources 
and opportunities in Houston. 

You would never guess about me that … 

 I just got cable TV for the first time six months ago. 

My biggest indulgence… 

 Going to the spa for a massage! 

Books currently on my bedside table… 

 During the summer I prefer magazines for quick reads on a 
variety of topics. Currently, I have seven subscriptions covering 
business, travel, wine, food, fashion, health, and sports. 

I really love my… 

 Time with family and friends! 

Biggest life lesson learned… 

 Don’t ever be afraid to try           
something new.  If you make a             
mistake, take ownership.  These 
learning moments have given me 
strength and determination.  Sharing 
your triumphs and disasters with your 
children is very enriching for you both.  
And in the famous words of Winston 
Churchill, “Never, never, never quit!” 

My life motto… 

 I believe life is a great adventure and you should be a          
participant rather than a viewer.   

 

 Donna, you are a catalyst of action and energy wrapped in 
a delightful exterior of grace and compassion.  Thank you for 
inspiring us to push our personal limits and find the contentment 
that comes with putting others first—carpe diem!   

Tanya Urban 

(Continued from page 5) 

Donna and Mary  
attended  the  Casa 
de  Esperanza Gala   
on behalf of ALA and 
helped with the live 

auction. 

Carpe diem! 

Employer Type 

Employer Type No. of Members % of Members 

Private Law Office 1,152 92.75% 

Corporate Law Of-
fice 

28 2.25% 

Government Law 
Office 

10 0.81% 

Public Interest Non-
profit 

3 0.24% 

College/University 13 1.05% 

Unemployed 22 1.77% 

Other (Bar Execs, 
Life Members, etc.) 

14 1.13% 

Total 1,242 100.00% 

Number of Attorneys in Firm 

No. of Attorneys No. of Members % of Members 

1-14 470 37.84% 

15-29 301 24.24% 

30-74 250 20.13% 

75-149 133 10.71% 

150 and above 51 4.11% 

Blank (no data) 37 2.98% 

Total 1,242 100.00% 

Age 

Age Range No. of Members % of Members 

Between 67 and 76 41 3.30% 

Between 57 and 66 258 20.77% 

Between 47 and 56 462 37.20% 

Between 37 and 46 238 19.16% 

Between 27 and 36 71 5.72% 

Between 17 and 26 5 0.40% 

Between 1 and 17 1 0.08% 

Blank (no data) 166 13.37% 

Total 1,242 100.00% 

Region 4 Statistics  
Did you know... 

(Continued from page 11)

Also,	to	think	that	only	direct	family	members	of	the	person	who	
died	grieve	is	absolutely	not	true.		Employees	are	going	to	grieve	
over	 the	 loss	of	 friends	and	co-workers.	 	So,	 it	does	not	matter	
whether	 the	 loss	 is	a	 family	member.	 	When	someone	we	care	
about	dies,	we	grieve	and	we	need	to	mourn	the	loss.		The	more	
deeply	attached	we	were	to	the	person	who	died,	the	more	deeply	
our	grief	will	likely	be.		This	will	certainly	apply	when	an	employee	
dies.		Co-workers	will	need	to	mourn	the	loss.

	 The	 final	 misconception	 about	 grief	 is	 –	 nobody	 –	 family,	
friends,	 coworkers	 and	 employers	 included,	 can	 help	 a	 person	
with	his/her	grief.		This	is	absolutely	false.		The	support	of	com-
passionate	friends,	coworkers	and	employers	can	and	does	make	
a	significant	difference.

	 So,	how	can	we	as	friends	and	co-workers	effectively	make	a	
difference	to	someone	who	has	suffered	a	loss	and	is	grieving?

	 1.	 Get	comfortable	with	acknowledging	grief	at	work. 
	 	 The	worst	thing	you	can	do	is	to	ignore	the	employee	 
	 	 who	has	just	suffered	a	loss.		

	 2.	 Attend	the	funeral,	if	you	can,	or	at	the	very	least	send 
	 	 a	personal	sympathy	card.		

	 3.	 Personally	relay	your	feelings	of	sympathy	to	the	 
	 	 mourner.		It	will	be	difficult	and	the	words	may	not	come	 
	 	 easy;	however,	DO	NOT	say:

	 	 I	know	how	you	feel. 
	 	 It	was	God’s	will. 
	 	 Give	it	time. 
	 	 You	just	need	to	keep	busy. 
	 	 Now	she’s	in	a	better	place. 
	 	 Be	strong. 
	 	 At	least	he	didn’t	suffer. 
	 	 It’s	time	to	move	on. 
	 	 Try	not	to	think	about	it. 
	 	 Be	glad	you	had	him	as	long	as	you	did. 
	 	 She	wouldn’t	have	wanted	you	to	be	sad. 
	 	 Life	is	for	the	living. 
	 	 At	least	you	were	prepared.

	 These	are	all	clichés	and,	even	though	they	may	be	well-in-
tentioned,	 they	 diminish	 the	mourner’s	 feelings	 and	 take	 away	
his/her	right	to	feel	what	he/she	is	feeling.		DO	SAY:

	 	 I’m	sorry	to	hear	about	the	loss	of	your	(relationship) 
	 	 I’m	thinking	of	you. 
	 	 I	want	you	to	know	I	care. 
	 	 Lots	of	people	here	care	about	you. 
	 	 You	are	such	a	special	person. 
	 	 I’m	here	for	you. 
	 	 I’m	a	good	listener. 
	 	 I	want	to	help. 
	 	 I	want	you	to	know	that	I	cared	about 
	 	 	 (name	of	the	person)	too. 
	 	 Or,	if	you	don’t	have	the	words	to	express	your 
	 	 	 sympathy	–	say	so.

	 4.	 When	the	employee	returns	to	work	–	try	to	refrain	from	
relating	stories	about	similar	deaths.		Remember	that	each	death	
is	a	unique	loss	of	a	unique	person.		Never	compare	losses.		 
	 5.	 Listening	is	one	of	the	most	important	things	that	you	
can	do	for	someone	who	is	grieving.		So,	if	you	really	want	to	

know	how	someone	is	doing	–	don’t	ask	“how	are	you?”		You’ll	
probably	just	get	the	standard	answer	of	“I’m	fine.”		Instead,	ask	
“how	are	you	surviving?”		

	 As	an	employer	what	can	you	do?		

	 1.	 Follow	your	policy	for	announcing	employee	losses.	 
	 2.	 When	possible,	send	someone	from	the	firm	to	attend 
	 	 the	funeral.		And,	allow	others	to	attend	if	they 
	 	 want	to	go.		 
	 3.	 If	you	don’t	have	one,	develop	a	bereavement	leave 
	 	 policy.		 
	 4.	 When	the	employee	first	returns	to	work,	keep	a 
	 	 watchful	eye	out	to	make	sure	that	the	employee 
	 	 doesn’t	feel	overwhelmed.		Maybe	suggest	that	a 
	 	 co-worker	do	a	periodic	check. 
	 5.	 Be	the	employee’s	advocate	with	his/her	supervisor.	 
	 	 Counsel	the	supervisor	to	understand	that	grief	has	 
	 	 many	side	effects	and	ask	that	the	employee	be 
	 	 given	“time.” 
	 6.	 If	you	hear	employees	gossiping	about	the	death 
  loss – speculating what happened or whatever - put 
	 	 a	stop	to	it.		 
	 7.	 If	you	have	an	employee	assistance	plan,	remind	the	 
	 	 employee	that	this	resource	is	available.		 
	 8.	 Suggest	that	an	employee	consider	joining	a	grief 
	 	 group.		It’s	an	opportunity	to	share	stories	about	the	lost 
	 	 loved	one,	and	learn	more	about	the	grief	process. 
	 9.	 If	you	tell	an	employee	to	let	you	know	if	they	need	 
	 	 anything	–	be	ready	to	help	them	if	they	ask.		When	 
	 	 someone	actually	takes	you	up	on	the	offer,	it	is	no 
	 	 time	to	make	excuses. 
	 10.	 If	you	have	a	wellness	room,	encourage	anyone	in	 
	 	 mourning	to	use	that	room	when	they	are	sad	and	feel	 
	 	 like	a	good	cry.		As	discussed	earlier,	grief	“work”	will	 
	 	 happen	when	it	happens	and	there’s	no	healthy 
	 	 way	to	avoid	it. 
	 11.	 If	you	have	a	death	of	an	employee,	consider	getting	 
  on-site grief counseling for those that were close friends  
	 	 and	co-workers.		Also,	consider	ways	for	memorializing	 
	 	 those	individuals	in	the	office. 
	 12.	 Don’t	put	a	timetable	on	when	you	think	someone	should	 
	 	 be	“over	it.”		Never	forget	that	grief	is	not	a	trip	–	it	is	a	 
	 	 journey.		It’s	easy	to	remember	someone	right	after	the	 
	 	 death	occurs	but	continue	to	remember	that	person	long	 
	 	 after	the	event	–	especially	around	the	holidays.		If	you	 
	 	 are	thinking	about	someone,	wondering	how	they	are	 
	 	 doing	-	whether	it’s	been	two	days,	two	weeks,	two	 
	 	 months	or	two	years	–	let	them	know.		Check	on	them	 
	 	 and	let	them	know	that	you	care.		

	 The	bottom	line	of	handling	grief	when	it	comes	to	the	work-
place	is	to	be	a	friend	who	listens	and	an	employer	who	is	com-
passionate.

	 For	more	information	about	grief	in	the	workplace,	check	out	
Healing	Grief	at	Work	–	100	Practical	Ideas	After	Your	Workplace	
is	Touched	by	Loss	by	Alan	D.	Wolfelt,	PH.D.		Dr.	Wolfelt’s	book	
was used as one of the resources in preparing this article.

Patty Stewart, PHR 
Director of Human Resources, Winstead PC 
Volunteer Grief Facilitator, LightHouse for New Hope



august 
 
1  DecaDance at House  of 
  Blues  No Cover!  
 
 
6 - 8 20th Annual  Houston  
  International  Jazz  
  Festival 

Houston Happenings 

By Stacy Ransleben 

september 
 
16   Laser Graffiti 
  www.aurorapictureshow.org 
 
 
18-19  10th Annual Houston Hot Sauce Festival 
  www.houstonhotsauce.com 

july 
 
2-4 Dock Dogs 
 www.DockDogs.com 
 
 
3  Haak’s Annual Harvest Festival 
 www.haakswine.com 
 
 
4 Freedom Over Texas with Fireworks 

by Shell
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Miller Outdoor Theater has shows all 

summer and they are free! 

www.milleroutdoortheater.com 

Nature Trekkers Summer Camps 
June 7 to August 13, 2010 

Summer Wild Winks at the Houston Zoo 
June—August 
www.houstonzoo.org 
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 Over 50 Houston Chapter members attended the annual retreat, which took place on June 11 and 12, 2010, at Hous-
ton’s CityCentre.  With the seminar at the Studio Movie Grill, accommodations at the Hotel Sorella, dinner at Eddie V’s, and 
access to the Life Time Fitness Centre, the group had a wonderful opportunity to explore the facilities offered at this multi-
purpose venue.  Recreational activities this year included golf, spa treatments, as well as rock climbing and Zumba. 

 The primary purpose of the annual retreat is to provide our members with a fun and relaxed way that they can spend 
time together to nurture existing friendships and build new ones.  As ALA’s mission is to provide educational opportunities, 
the retreat always includes a seminar on a relevant subject.  This year’s retreat theme was “Refresh, Rethink, Renew – the 
focus is on You!”  In keeping with that theme, we had two speakers.  The first, Casey Ingram, of Life Time Fitness Centre, 
shared with the group his insights on mastering your basal metabolic rate, understanding complex carbohydrates, Omega 3’s 
and unsaturated fats.  He provided a wealth of information and answered a number of questions. 

 Following Casey, Dr. Terry Paulson presented a two hour seminar on “The Optimism Advantage.”  Each attendee re-
ceived a copy of his book of the same title, and Terry shared with the group his many insights about the benefits of optimism.  
This article only includes five of the many points Terry covered with the group. 

 First, Terry challenged administrators to “be the music” for their firms.  What he meant was that we need to be able to 
underscore events and situations with a context of what those events might mean: to help identify for our partners if what is 
happening is good, bad, something to be addressed sooner rather than later. 

 Secondly, he suggested that we each write ourselves an e-mail when we handle something well, and place the e-mail in 
a special e-mail folder.  That way you can go back to it when you’ve had a less than perfect day, or when you need to review 
your accomplishments for the year. 

 Third, have a vision.  Although he shared many quotes, one of my favorites is by Joel Baker: “Vision without action is 
only a dream.  Action without vision is just passing the time.  Vision with action can change the world.” 

 Fourth, have a bias for action.  Terry encouraged us to have a bias for action.  He maintains that it is better to get mov-
ing and make course corrections along the way than to take no action or get stuck in analysis paralysis.  The domain of confi-
dence is action and we shouldn’t wait for everything to be perfectly worked out before we move forward with an initiative.  If 
you’re prone to worry, Terry recommended that if what you’re worrying about is not something you can put on your “to do” list, 
that you are wasting your time.  We should be problem solvers, not problem evaders. 

 Fifth, find humor.  In fact, Terry suggests we keep a humor folder, for when we’re having those not so funny days, we 
can turn to the humor in the folder to lighten up.  Finally, he closed by reminding us to choose moments, not milestones. 

 Thanks to the 2010 Retreat Committee for organizing and producing a successful retreat. 

Houston Chapter ALA 2010 Retreat 

Dr. Terry Paulson, Karen Jones-Potter, Kathryn Simpson 

Vidal, Matacha Saul, Sandy Dahlke, Linda McNeilly 

Jody Gressett, Yolanda Moore, Linda McNeilly 

Linda King, Rhonda Emerson, Nikki Thornton, Matacha 
Saul, Linda Smith  

Emma Rice, Yolanda Moore, Santina Malone, Regina 

Thompson, Alicia Ammons, Cathy Thompson, Liz 

Sampson, Sonia Garza, Elisabeth Lopez 

Alicia Ammons Jody Gressett, Elisabeth Lopez, Debbie Gardner, Emma 
Rice, Donna Robin, Robin Hoffman, Rhonda Emerson, 
Alicia Ammons, Linda McNeilly 

The ALA Management EncyclopediaSM 
has your connection to the answers

Providing a wealth of comprehensive, up-to-the-minute, in-depth articles 
on the topics you need to successfully manage your law firm, corporate 
legal department, or government agency, the ALA Management EncyclopediaSM 

allows you to:

 Retrieve carefully indexed, highly searchable answers to your questions

 Save time and effort - critical information available 24/7

 Access articles that include functional spreadsheets, forms, checklists, and more

You have questions...

Free Sample Articles!
Questions? E-mail rshiels@alanet.org

Subscribe Today!
www.alanet.org/encyclopedia

Marketing

Technology
Strateeggic Plannnniing

Management

• Group	/	Employer	sponsored	Health	Insurance,	Dental,	
Vision,	Life	Insurance	and	Disability	policies	

• Business	Insurance,	Personal	Insurance,	Risk	Manage-
ment,	Executive	Compensation	

• Section	125	(Cafeteria	Plan),	Flexible	Spending	Ac-
count	(FSA)	&	Dependent	Care	Spending	Account	
(DCSA)	administration	

• 401	(k)	and	Company	Retirement	benefits	administra-
tion

Madison Benefits Group is	a	full-service	employee	bene-
fits	brokerage	and	consulting	 firm	specializing	 in	planning,	
management, administration and communication of em-
ployer	sponsored	health	and	welfare	plans	and	 retirement	
plans.  

We	work	with	all	size	companies	and	firms	from		
10	employees	to	6,000	employees.	

Harris Reid
5151 San Felipe, 17th Floor 

Houston, Texas 77056 
Main Phone: (713) 693-1650 or (800) 457-1880 

www.madisonbenefits.net 

Questions?
Do	 you	 have	 a	 legal	 management	 prob-
lem,	 question	 or	 issue	 that	 you	 need	 to	 re-
solve?	 The	 Legal	 Management	 Resource	
Center	 (LMRC),	 created	 and	 hosted	 by	 the
Association	 of	 Legal	 Administrators	 (ALA),	
is	 designed	 to	 immediately	 provide	 the
information	 you	 need	 or	 to	 quickly	 direct	
you	 to	 other	 resources,	 most	 on	 the	 Inter-
net,	where	 the	 knowledge	 you	 seek	 can	 be	
found.	If	you	need	quick	personal	assistance,
ALA	 members	 can	 use	 the	 ALA’s
Management	 SolutionsSM	 Reference	 Desk, 
where	 our	 expert	 group	 of	 researchers	 will	
help	you	fi	nd	 the	answer	 to	your	 legal	man-
agement	question.	Visit	www.alanet.org.

 

Save the Date 
 

Houston Chapter, ALA 
Holiday Luncheon 

 
Brennan’s 

Wednesday, December 15th 
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Charles H. Cressy, CLM 
Johnson Radcliffe Petrov & Bobbitt PLLC 
1001 McKinney, Suite 1000 
Houston, TX  77002-6424 

Houston Chapter of  
The Association of Legal Administrators 

Upcoming CLM 

Exam Dates and 
Locations 

 

9/30/2010 

 Atlanta, GA 

 Chicago, IL 

 Dallas, TX 

 Philadelphia, PA 

 San Diego, CA 

TM

www.alanet.org

Stay Connected with ALA!

Facebook:
www.alanet.org/facebook

LinkedIn:
www.alanet.org/linkedin

Twitter:
www.alanet.org/twitter
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Regina	Thompson
Shepherd,	Scott,	Clawater	&	Houston,	L.L.P.
2777	Allen	Parkway,	7th	Floor
Houston,	TX	77019-2133


