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Remember to register for the 21st Annual ALAMN
Educational Conference and Exposition to be held
on Tuesday, March 8th at the MinneapolisCon-
vention Center. The registration brochure can
be found here.

New this year: Online registration and pay-
ment —and- a later start time!

The ALAMN Conference is an excellent value
and opportunity for you to step away from
the office and focus on your professional
and personal development. From the open-
ing keynote speaker to the closing session and
reception, you will not be disappointed by your
investment.

Take time to explore the exhibit hall and visit our busi-

ness partner sponsors and thank them for their support of our
organization. Without their sponsorship, a conference of this quality
would be beyond our chapter’s reach. We are fortunate to have several
new sponsors exhibiting at this year’s conference. Perhaps their services are
just what your organization is looking for.

The breakout sessions this year will be outstanding. If you are part of a smaller organization,
don’t miss Internal Controls for Small and Medium Firms. John Diehl will provide valuable
tips on ways to prevent fraud and tighten your financial procedures. Also, Judy Hissong, a
popular ALA speaker, will focus on Job Coaching and Accountability.

Finally, the ALAMN Community Service Committee will be “Bowling for Cereal” at this year’s
conference. A perfect score in bowling is 300, so our goal is to collect 300 boxes/bags of cereal
for a local food shelf. Please help us reach our goal!

Join your fellow ALAMN members and our business partner sponsors for a fabulous day of
education and networking!


http://www.ala-mn.org/files/pdf/Final_2011_Registration_Brochure.pdf
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Finance
Wayne Schertler 612.335.1612
Leonard, Street and Deinard, P.A.

wayne.schertler@leonard.com

Business Partnership
Michele Sauder 612.752.1920
McGrann Shea Carnival Straughn & Lamb, Chartered

mas@mcgrannshea.com

] Education
President Jodi Schmidt 612.632.3321
Shari Tivy 612.672.3211 Gray Plant Mooty Mooty & Bennett, P.A.
Bowman & Brooke LLP jodi.schmidt@gpmlaw.com
shari.tivy@bowmanandbrooke.com

Membership

Past President Doug Sievers 612.333.3637

Kim Ess 612.305.7619 Lind Jensen Sullivan & Peterson, P.A.

Nilan Johnson & Lewis doug.sievers@lindjensen.com

kess@nilanjohnson.com

President - Elect
Chong Lee 612.372.5217

Merchant & Gould, P.C. ALA Mission Statement
clee@merchantgould.com
To improve the quality of management

inlegalservices organizations; promote

DIRECTORS and enhance the competence and pro-
fessionalism of legal administrators
and all members of the management
team; and represent professional legal

Administration

Deborah Cramer, CLM 2.806.0428

h & Cond % 4 management and managers to the le-
Johnson & Condon, P.A gal community and to the community
doc@johnson-condon.com at large.

Communications .
. ALA Your connection
David Oxley 612.335.1472 Am1m| 10 Enaplecdge, resources s nvsserking

Leonard, Street and Deinard, P.A.
david.oxley@leonard.com
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March
1 Corporate & Government SIG will meet at Noon at the Perkins off I-g4 and
Riverside Avenue in Minneapolis
1 Human Resources Section will meet at Noon at Fredrikson & Byron
3 System & Technology SIG will meet at Noon at Faegre & Benson
8 21st Annual ALAMN Educational Conference and Exposition at the Minneapolis
Convention Center
9 ALAMN Board of Directors Meeting from 8:00 a.m. to 10:00 a.m. at Bowman &

Brooke
15 Facilities Management SIG will meet at Noon at Dorsey & Whitney
16 ALA Webinar: “Conflict Resolution: Why Can’t Everybody Just Get Along?” at 1:00 p.m.

17  Small/Medium Firm Section will meet at 11:30 a.m. at the Town & Country Club
in St. Paul.

Note: Large Firm Administrators will meet in March but do not have a date or location secured as of press
time. Please check with Karen Reynolds for an update.

Note: Financial Management SIG will meet in March but do not have a date or location secured as of press
time. Please check with Annette Kojetin for an update.

April

6 ALAMN Board of Directors Meeting from 8:00 a.m. to 10:00 a.m. at Merchant &
Gould (note new location)

21 Small/Medium Firm Section presents “Why Good Client Selection is Good Business”

presented by Paul Alban & Danny Hughes starting at 11:30 a.m. at the Town &
Country Club

May

22-25 ALA Annual Conference & Exposition, Orlando, FL

N LA
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By Shari Tivy
President’s Potpourri

There is so much to cover
~ in this, my final President’s
~ Column, that it will seem
\ ' like quite a hodge-podge of
' information. Stick with me;
‘ you will find something of

value I'm sure.

e ALAMN'’s Annual Conference - March 8
| know you have received several invitations
to participate and perhaps you are already
registered. Butin case you haven't, or in case
you haven't invited others from your firm to
join you at this educational- and business
partner-rich event, please do so now. Here’s
the link to registration: http://www.ala-mn.

org/newsarticles/?article_id=272

e ALA’s Annual Conference in Orlando — May
22-25
The Early Bird Registration deadline is fast
approaching. Be sure to login and register
by March 14 to save $150! And when you
make your flight arrangements be
sure to arrive before dinner on Sat-
urday so you can join your fellow
chapter members at the ALAMN
President’s Dinner on May 21. Fol-
low the theme of the conference
and Imagine the Possibilities. Here
is the link to conference informa-

tion: http://alanet.org/conf/2011/

¢ Election of ALAMN Board Members
for 2011-2012

N

Watch your email for the call to vote for
our slate of officers. Please take the time
to check out the roster of candidates and
take the few moments to vote electroni-
cally. Outgoing and incoming board mem-
bers take office on April 1, 2011 and will be
recognized at the April monthly meeting.

ALA as a Resource

In February, our firm had the good fortune
of opening two offices in Dallas and Austin,
Texas. These weren’t acquisitions but new
offices with a total of over 8o people join-
ing the firm. Using our ALA friends in Dallas
and Austin and the ALA job bank made it
easier by far. Not only did we find our new
office managers through the local and ALA
job banks, we used each chapter’s business
partner program to select services we need-
ed for start up and ongoing business rela-
tionships such as local movers, placement
agencies, caterers, and equipment providers.
| worked with the local chapter Presidents
for insight on the job market and secured
salary surveys to use in setting salaries on all
those new employees. | made connections
with other local members to help cement

== PitheyBowes

Take control of your firm’s documents and records.

Visit us at pblegalsolutions.com

WALAMN
T

Marilyn Pyka
612.977.8576
marilyn.pyka@pb.com
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our entre’ to those two legal communities.
I'm confident | have recouped my ALA mem-
bership fees for several years in just these
services | received from our colleagues in
Texas. You may not be in the market to
open new offices but I'm sure if you peruse
the ALA website you'll find several services
your firm can use and save time and money
to boot! (Boot: that's my Texas talk, y'all.)

e Membership Renewal
Membership renewal for ALA
ended February 28. | hope you
made sure to renew but if it
slipped between the cracks hurry
andre-enroll. And don’t missyour
membership renewal for ALAMN.

e Another Year Bites the Dust
As the fiscal year of ALAMN closes
andyourBoard of Directors chang-
es hands at the end of the month
| would be remiss if | didn’t thank
each of them for their service. So
to Kim Ess, Chong Lee, Michele
Sauder, David Oxley, Deb Cramer,
Doug Sievers, Jodi Schmidt and
Wayne Schertler: thank you from
your membership for your many
hours of service to this chapter.
It didn't just start this year and
it won't end abruptly at month
end, but in addition to regular
Board assignments your extraor-

Virtuclization  Storage  Managed Services  Cloud

to ALAMN, no easy task as any of you
know from changing a name of a law firm
or business;

2. Celebrated ALAMN's 30th Anniversary with
members, alumni and business partners;

3. Launched the new and improved ALAMN
website;

€ Nexus

Information Systems

BN

Your Your ‘l’wr
Documents

Migrating XF to Windows 72 Need 1o run
Internet Explorer & on Windows 72
Engage us at nexusmn.com/vdi

Lll.l\ Search for “MNexus VDI"

WALAMN

dinary leadership efforts over
the last eleven months helped
us accomplish this list of tasks:

Verdict

Nexus Information Systems | 252.374.5300

1. Changed the name from MLAA nexusmn.com | marketing@nexusmn.com
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0.

Transformed our newsletter, the VERDICT:

Evaluated and revamped the budgeting
process, improving our revenue stream
and trimming costs to ensure contin-
ued financial success and ability to pro-
vide the level of services our members
have come to expect...and deserve;

Ensured fiscal responsibility to our business
partnerswhofundourscholarshipprogram,
the chapter’s largest source of revenue;

Continued to invest in superior and varied
educational opportunities;

. Continued to build bridges with oth-

er professional organizations through
the development of LPACC (Legal Pro-
fessional  Associations  Collaboration
Consortium), gaining ALAMN mem-
bers, sharing resources and connect-
ing with others in the legal community;

Leveraged technology for improved com-

. /Wm the Editor
_—

By Pegqy Ellis

ning

-

You have a new Editor!
Sheila Hoff, Operations Co-
ordinator at Lind, Jensen,
Sullivan & Peterson, P.A.
will become the new Editor
and lead an editorial com-
mittee to bring you the
monthly newsletter begin-
with the April issue. | have truly enjoyed

\

munications with our members includ-
ing on-line registration and payments,
and semi-monthly news alerts on im-
portant issues as well as finding ways to
improve the management of ALAMN
documents as a shared resource; and

10. Increased membership with our total now
at 265 members.

e And a Final Note
Thank YOU for the privilege of serving this
organization. As most of you know, I'm an
ALA and ALAMN junkie so you won't be rid
of me. Let me assure you the saying is true
that you receive more than you give when
you volunteer. You, my friends and col-
leagues, teach me something new every day
and | thank you.

my nearly six years as Editor and happily pass
the torch to Sheila and her committee. Sheila
and | worked together this month to prepare
the March issue and she is very excited for the
opportunity to take on the Editorship and vol-
unteer her time to our association. Please pass
on your thanks to Sheila when you see her at
the March 8th Educational Conference or at the
next meeting! And thank you for allowing me
to be your Editor for these many years!
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This is the second installment of “ABC's of corporating some accrual basis concepts.
Administrator Arithmetic” from the Financial

o

Management Special Interest Group.
D: Debt/Equity Ratio:

C: Cash Basis Accounting:
9 Calculated as Long-Term Debt divided by

Revenue is recorded when Shareholders’ (Partners’) Equity, this
the cash is received and statistic is used by banks and other
expenses are recorded creditors to measure risk.

when the bills are paid.
The opposite of this is
Accrual Accounting,
which is when rev-
enue is recognized
when it's invoiced and
expenses are recorded

E: Equity:

The equity of a firm is the As-
sets minus the Liabilities and is
shown as the third section of
the Balance Sheet. In a part-

whentheresourceis con- 3 nership this represents the part-
sumed, without regard to - ’ ners’ undistributed income plus
when cash is received or bills any contributed capital; in a corpo-
are paid. Most law firms operate rate law firm the equity is the retained

on a Modified Cash Basis, which utilizes €arnings plus any paid-in-capital.
the cash basis accounting system while in-

Merrill Corporation’s
Document Service Centers

We deliver cost-effective on-site solutions

Scan, Copy and Print « Litigation Production Support
Records Management © Receptionist Management
Hospitality Services © Mail, Messenger and Supply Management

Julie S. Koch 612.752.2915 julie.koch@merrillcorp.com

MERRILL CORPORATION
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REPORT
L///*‘ ’/’%Cogorme and Government Special Interest Group
By Wendy Bartlett & Sue Johannsen, Co-Chairs The Corporate & Government Special Interest

Group is co-chaired by Wendy Bartlett and Sue
The Corporate & Government Special Interest Johannsen. If you would like more informa-
Group will meet at Noon on Tuesday, March 1, tion and/or want to be included on the email
2011 at the Perkins in Minneapolis off of Inter- list, you may call either Wendy Bartlett at
state 94 and Riverside Avenue. 612.726.8192 or Sue Johannsen at 763.494.2150,
or email at: wendy.bartlett@mspmac.org and
Meetings are informal, and the topics for discus- susan.johannsen@bsci.com.
sion are chosen by those in attendance. Please
feel free to join us at any time. And remember,
you need not be a member of ALAMN to at-
tend meetings.

“IT"S THE MOST |
EFFICIENT
RESEARCH
PRODUCT
I'VE EVER USED.

KATY O’LEARY, ASSOCIATE, NUTTER McCLENNEN & FISH LLP, BOSTON

Next"

These days, we're all being asked to do more with less. That's why Nutter made the switch to WestlawNext"
Katy calls WestlawNext a “game changer” because it helps the firm deliver what clients need at a lower cost.
To hear more, go to WestlawNext.com. Learn more about Nutter at Nutter.com.

&7 THOMSON REUTERS

© 2010 Thomson Reuters L-364260/11-10 Thomson Reuters and the Kinesis logo are trademarks of Thomson Reuters.
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By Laura Broomell, CLM, Chair

The Facilities Management Special Interest
Group met on February 15, at Foley & Mans-
field. Thanks very much to Mary Laschansky for
hosting the meeting.

We had interesting and lively discussions on a
host of different topics, including software for
tracking CLEs and attorney licenses in different
states; troubles with time-and-billing systems;
green initiatives; space reduction with a LAA
team approach; and security—panic buttons,
emergency pages, etc.

.

Our next meeting will be held on Tuesday,
March 15, at Noon. Our hosts will be Marlene
Curtis and Leslie Frye at Dorsey & Whitney (50
South 6th Street, #1500). Facilities professionals,
administrators, HR managers, etc. are welcome
to attend. We always have fascinating conver-
sations that cover many topics.

If you would like to be included on the meet-
ing list, please contact Laura Broomell, CLM, at

Ibroomell@greeneespel.com or 612.373.8395.

— uman Resources Section

By Laurie Greenberg & Tracey Grill, Co-Chairs

The Human Resources Section met on Tuesday,
February 1, at the offices of Gray Plant Mooty.
The meeting was hosted by Janelle Loven.

Our guest was Julie Donovan, from Robert Half
International, Human Resources Services. Julie
gave a presentation on “Consulting as a Ca-
reer”. The session focused on current market
trends in workforce and talent management.
She covered trends in hiring consultants today,
the benefits to firms/companies, why consult-
ing continues to grow, and the attributes of a
successful consultant.

The HR Section group welcomes a new co-chair
as Laurie Greenberg’s term comes to an end.
Abby Hollander, from Gray Plant Mooty has vol-
unteered to fill this position, effective April 1.

\

Our next meeting will be held on Tuesday,
March 1 at Fredrickson & Byron, P.A.

If you would like to be included on the email
lists please contact Laurie Greenberg at Igreen-
berg@briggs.com or Tracey Grill at tgrill@
gustafsongluek.com. We'd also love to hear
your ideas for future topics/speakers.
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2?\ Litifation Support Special Interest Group

By Wade Peterson

The focus of the new Litigation Support SIG
meeting on February 22 was “Forensics, the Ba-
sics”. Zubin Medora, a certified Forensic Exam-
iner who works with Shepherd Data Services,
and independently, provided a great overview
of the mysterious world of forensic science.
While it isn't CSI, it was interesting to hear
about the real “CSI Effect” that affects juries
these days. According to Zubin, jury members
who have grown accustomed to high profile fo-
rensic shows like CSI, expect far more than what
real life forensic examiners do in their day-to-
day role.

Zubin explained the real-life workings of fo-
rensics; what we should be thinking about as
we step back and assess the needs of the case;
what a forensic examiner does with computers
and ESI (electronically stored information); and
why it's important to hire someone qualified to
translate “geekese” to “legalese” and turn it
into “commonese”. Zubin stated “90% of all
business data is electronic and will never be
printed”. Therefore, any case will ultimately in-
volve eDiscovery of electronic data. Interview-
ing custodians about ESI, forensically collecting
data properly, hash values, analyzing that data,
and discovering smoking guns inside “unallo-
cated disk space” and “the registry” all became
clearer for us.

The meeting was attended by 14 peoplein litiga-
tion support roles at various law firms. The SIG
has focused on moving through the EDRM ref-
erence model (a standard for ESI handling) with
topics covering: an overview by the founders

\
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of EDRM; Magistrate Judge Jeffrey Keyes dis-
cussing issues the court faces with ESI; and this
meeting to discuss the collection and preserva-
tion aspects of ESI. Future meetings (such as one
to be held in April) will continue this theme by
moving further into the EDRM model, including
early case assessment, review, etc.

If you would like more information about the
Litigation Support SIG, please contact Wade
Peterson at Bowman and Brooke LLP (phone:
612.672.3283; email: wade.peterson@bow-
manandbrooke.com).

SOVR/AN

Technology Solutions for Business ___-’T

GUIDING AND SERVING
TECHNOLOGY SOLUTIONS
FOR BUSINESS FOR
OVER 23 YEARS

Let Sovran help yourjbusiness u.v.r e

Collaboration - Voice - Video
Healthcare EMR/EHR
IT Infrastructure
Managed Services
Virtualization
L ALAMN
[t e o]

MSAS70

Completed Type Il Audit

www.sovran.com 651-686-0515
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By Katherine Hubbard & Linda Deering, CLM, Co-Chairs

We hope to see all of you at the ALAMN Annu-
al Educational Conference and Expo on March
8, 2011 at the Minneapolis Convention Center.
The following is a link to the brochure with all
the interesting details: http://www.ala-mn.org/

files/pdf/Final_2011_Registration_Brochure.pdf.

We are very excited about the Small/Medium
Firm Section’s meeting on March 17, 2011. Not
only will you be able to enjoy the company of
descendants of Ireland such as Kathy (McMul-
len) Hubbard, but your pot of golden informa-
tion will be found with the dynamic and in-
formative Anne Pryor, M.A., from Meaningful
Connections presenting Leveraging Linkedin.
In this session, Ms. Pryor, will share techniques,
tips and strategies to help you determine your
LinkedIn Strategy for business development,
to brand your firm and to ensure that your at-
torneys are found as experts in their specialty
areas. Additionally, Anne will share her prov-
en strategies for setting up profiles, searching
techniques to find people, companies, groups,
and business opportunities - all people who
come recommended by your network. You'll
leave amazed at the value of LinkedIn.

Anne lives a Portfolio Ca-
reer life as Career Coach,
Online D Brand Strategist,
Networking and LinkedIn
Trainer. Anne has held
business leadership posi-
tions with highly-regard-
ed companies in the Twin
Cities. As a former director with Carlson Mar-
keting, she designed corporate wellness and in-

N

novation solutions for Fortune 5oo clients. Pre-
viously, she served as Sr. Director of Marketing
with Lifetouch Portrait Studios, held the title of
VP Business Development with Learning Strate-
gies Corp, was proud to be the first Minnesota
employee on the grand opening team of Mall
of America’s Knott's Camp Snoopy and led the
sales group at Valleyfair. Anne holds a Master
of Arts degree from St. Mary’s University of Min-
nesota and a BS degree in Business from South-
west Minnesota State University where she was
a letter-winner in intercollegiate basketball and
tennis. She is passionate about sharing quan-
tum energy, through her Lovitude® online
business, Nordic walking, and soul watercolor
painting. You can find out more at www.linke-

din.com/in/annepryor, or www.meaningfulcon-
nections.net.

The cost to attend the luncheon/meeting is $25
for ALAMN members and $30 for non-mem-
bers. The meeting/lunch runs from 11:30 to ap-
proximately 1:00 PM. An email reminder is sent
to all Small/Medium Firm Section members at
the beginning of the month, with meal selec-
tions and subject matter. If you are interested
in attending and not currently on the Small/
Medium Firm Section email tree, please contact

Linda Deering at Linda.Deering@zimmreed.
com. Thank you.

| am personally thrilled to announce that be-
ginning April 1, 2011 Patti Ploehn of the firm
Henningson & Snoxell, Ltd. will be joining Linda
Deering as co-chair of the Small/Medium Firm
Section. | have thoroughly enjoyed co-chairing
this important group of professionals and thank
you for allowing me the opportunity.

Verdlct
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A Chapter of the Association of Legal Administrators SECOND HARVEST
HEARTLAND

Bowling for Cereal

ALAMN members and business partners are invited to participate
in a game of bowling for breakfast with the ALAMN Community
Service team. We are aiming to knock down hunger and score a
perfect game by collecting 300 bags/boxes of cereal for Second
Harvest Heartland.

Bringyour cereal donationstotheregistrationtable atthe ALAMN
conference on March 8, 2011 and get a strike. Pick up a spare by
having your cereal delivered to Tracey Skjeveland at Merchant &
Gould P.C. To score a “Turkey”, you can bring your financial con-
tribution to the ALAMN conference or mail it to the attention
of Tracey Skjeveland, 8o South 8th Street Suite 3200, Minneapo-
lis MN 55402. Please make all checks payable to Second Harvest
Heartland. To learn more about Second Harvest Heartland visit
their website at www.2harvest.org.

THE VERDICT - March 2011 - 13
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By Molly Hoeg & Terry Pressley, Co-chairs

The Systems and Technology SIG met on Thurs-
day, February 3 at Lindquist & Vennum, hosted
by Suzette Allaire. There were 10 attendees,
representing g different firms.

The topic was a presentation on Email Archiving
using Mimecast by Molly Hoeg, IT Director at
Gray Plant Mooty. The presentation covered
the entire project from defining the problem
and vendor selection through implementation.
It included the detailed steps that their project
team took, walking through establishing the
problem statement, developing requirements
for the archiving solution, defining the objec-
tives of the project, vendor selection process,
decision criteria, implementation and current
status.

The firm narrowed its selection to two final ven-
dors, Symantec Enterprise Vault, which is a local
software installation, and Mimecast, which is a
hosted archive solution. Mimecast was deter-
mined to be a very cost effective solution when
bundled with its email continuity capability,
enabling the firm to discontinue several addi-
tional services. It was also favored for reducing
the burden on IT staff and reducing the on-site
storage for archived emails.

Mimecast is now serving as the firm’s email con-
tinuity solution, and the email archive has been
fully loaded and rolled out to users. Work con-
tinues on testing the Outlook plug-in and Out-
look folder synching features in Mimecast. The
firm has begun deleting older Sent Items and
older Received email from select groups of us-
ers in Exchange, but is awaiting further Search
enhancements from Mimecast before being

\

able to achieve its full email deletion goal.

Next month’s meeting will be on Thursday,
March 3, at Faegre & Benson hosted by Andrea
Markstrom. The meeting will be a roundtable
discussion on cloud computing.

If you have questions or would like to be in-
cluded in the System and Technology meeting
email list, please contact Terry Pressley (612-335-

1738 or terry.pressley@leonard.com) or Molly

Hoeg (612-632-3336 or molly.hoeg@gpmlaw.
com). We look forward to seeing you at our

next meeting.

You Only Need One Partner

For Your Document Challenges

IKON Legal Enterprise Solutions

IKON was recently recognized as Best
Document Management service provider in
surveys conducted by the New York Law
Journal and the Connecticut Law Tribune.

Managed Documenf

Document Litigation
Processing Support Services Consulting
Dan Leavitt

952-885-3793 / dleavitt@ikon.com

IKON Document Efficiency
At Work:’

A RICOH COMPANY

© 2010 IKON Office Solutions, Inc. IKON Office Solutions®, and IKON: Document Efficiency at Work®
/ A Ricoh Company, are trademarks of IKON Office Solutions, Inc. Ricoh” is a registered trade-
mark of Ricoh Company, Ltd. All other trademarks are property of their respective owners.
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March 16, 2011

Conflict Resolution: Why Can’t Every-
body Just Get Along? (CM)

Date: Wednesday, March 16, 2011
Time: 1:.00 PM Central (2 hours)

The economic environment is challenging and
creating stress among our employees, lawyers
and staff. Add to that problem the already-
stressful legal environment that’s just part of
firm life, and you have fertile ground for con-
flict. Learn how legal administrators can find
ways to manage difficult situations and difficult
people to create an environment that supports
and strengthens agreement among employees.

Learning objectives:
e Analyze situations that give rise to conflict

among coworkers
e Identify and apply strategies to foster

entity in Tucson, AZ. Schaming has more than
25 years of human resources experience in law
firm administration. She teaches conflict reso-
lution, change management design, culture
analysis, and performance management, and is
certified in corporate coaching.

CLM Credit:

This program meets the requirements of 2 hours
of credit in the category of Organizational De-
velopment for those seeking to fulfill the CLM
application; 2 hours in Communication & Orga-
nization Management (CM) for CLM Recertifi-
cation.

This Webinar has been approved for
recertification credit toward PHR and
SPHR recertification through the
HR Certification Institute (HRCI).

&7

communications within your law firms

e Recognize situational challenges and
opportunities in which you can use
coaching and mediation models to
achieve win-win results

Speaker:

Rachel Schaming, ALA
Past President, is the Di-
rector of Human Resourc-
es for Radiology, Ltd., a
5oo-employee medical

Xerox G)

WALAMN

For more information
Call 952.921.1383
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Updates for Legal Administrators and Law Office Managers from the Hennepin County Bar Association

Annual Fundraiser for the Cm 0/’L€. CW ALL
Hennepin County
Bar Foundation M me o 2 0 7

Don’t Miss the Hennepin County Bar Foundation’s Event of the Year —

An exciting evening featuring:
Presentation ﬂft/w A Gala Night of Fun and Fundraising.

2011 Pro Bowo Publico Awards Tuesdqy, March 8

. , , , 5:00 - 8:00 P-M. Radisson Plaza Hotel Minneapolis * 35 South 7" Street, Downtown
Slent Auction with 100+ ctewys

Hors dvewvves - Cash bar

Honorary Chair
Jerry Lane,

Executive Director, Legal Aid Society

2011 Pro Bono Publico Award Recipients
For Distinguished Service: Thomas W. Tinkham

From the Private Sector: Keith S. Moheban
From the Public Sector: Roderick J. Macpherson, Il

The annual Bar Benefit fundraising gala is a night that the legal community always looks

forward to being a part of. Join us on March 8 for this year’s event—an evening of fun and

fundraising that you won'’t want to miss.

Proceeds from the Bar Benefit support the Catch up with colleagues, enjoy great food, peruse the silent auction tables, honor this
Hennepin County Bar Foundation—the year’s Pro Bono award recipients, and much more. Don’t miss the 2011 Bar Benefit! Please
charitable arm of the Hennepin County call Joy Hamilton at 612-752-6614 for tickets for your firm’s attorneys.

Bar Association—and Volunteer Lawyers

Network. Through grants, the HCBF funds M)/ou ](07")/07/{/1’ W

programs that provide direct legal services
2011 Underwriters ($7,500 and above):

to the disadvantaged, legal education to
Dorsey & Whitney ¢ Faegre & Benson Foundation ¢ Leonard, Street and Deinard

the community, and improvement of the
. . L. Nilan Johnson Lewis ¢ Robins, Kaplan, Miller & Ciresi
administration of justice.

2011 Co-sponsors ($5,000-$7,499
Best & Flanagan ¢ Briggs and Morgan ¢ Gray Plant Mooty

Tickets and Inquiries:
Contact Joy Hamilton 2011 Partners ($3,500-$4,999

o Anthony Ostlund Baer & Louwagie ¢ Bassford Remele
612-752-6614 or |OY@thCI.OI'g Fredrikson & Byron Foundation ¢ Lindquist & Vennum ¢ Schwebel, Goetz & Sieben

Hennepin County Bar Association * Proudly serving legal professionals and the public * www.hcba.org ¢ 612-752-6600
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Association of Legal
Administrators

Question: Do you have any information
on the pros and cons of a centralized file
or records room?

Answer: For a good starting point on records
management, please review the ALA research
study on that topic. Research studies are avail-
able on the ALA website (this page is part of
the members-only area, so make sure you're
logged in for access). Choose the Facilities Man-
agement topic area, then scroll down to “Re-
cords Management and Retention” - click on
the title to open or download the study. The
study will provide links to a number of external
pieces on good records management practices,
sample policy language, and other material.

You'll note from the study that our ALA
Management Encyclopedia offers several ar-

— the
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ticles on records management. Following is
an excerpt from the article “ALA Guide to Ac-
tive Client File Creation and Organization” (by
Nemchek, Barr and Chiaiese) on centralized and
decentralized systems. We are not aware of any
actual research that would be more definitive,
although the ARMA materials suggested in our
research study may offer additional insights.

Centralization vs. Decentralization

“Active client files are maintained in central-
ized records centers or closer to end-users in
decentralized locations throughout the firm.
In a centralized system, RM [Records Manage-
ment] staff — as opposed to secretaries or legal
assistants — usually are responsible for main-
taining files. The fewer the number of people
responsible for filing and retrieval, the fewer
the opportunities for misfiled or lost files. For a

Grow, protect and
streamline your
business with an
M&I Commercial
Credit Card.

M&I Bank, Member FDIC. Products and services subject to bank/credit approval.

As your business grows, the M& Commercial Credit Card grows right
along with it, offering the convenience of a purchasing card, travel and
entertainment card and fleet card, all in one.

* Protect your business with tailored
program restrictions

* Dispute rights on business purchases

* Get round-the-clock fraud
monitoring of cardholder activity

* Streamline your business with
a variety of billing options

You can have all the security,
flexibility and efficiency you need
from one credit card.

WALAMN

Call Kristy today for
more information!

Kristy Ludwig
952-836-3065

©2011 Marshall & lIsley Corporation. 11-600-006

\
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centralized environment to work properly, staff
must learn and follow designated rules for file
arrangement. Lawyers and secretaries are reluc-
tant to relinquish files if they cannot be quickly
located and delivered when they are needed. A
centralized approach to active file storage pro-
vides the highest likelihood of meeting these
expectations.

In a decentralized environment, active files are
placed and maintained at workstations, in work-
rooms and/or in other designated areas close to
individuals or practice groups. When file loca-
tions are decentralized, it is harder to maintain
order, which adversely affects timely retrieval.
In addition, end-users are likely to develop in-
dividual approaches to file arrangement rather
than to follow procedures prescribed by firm
management. Consequently, staff must learn
different file arrangements implemented by
users, and this may further delay locating and
delivering files.

Decentralization works best when files are ar-
ranged by area of law and when practice group
representatives or RM staff maintains files ac-
cording to set rules. Decentralization is less suc-
cessful when multiple practice areas share file
space, or when files are kept on shelves or in
cabinets in or outside of lawyers’ offices. In the
absence of assigned staff, local users determine
file arrangement, and, inevitably, folders are
misfiled or lost.

Many firms use both a central records center
and decentralized space to balance the need for
control against the access needs of users, and to
maximize the use of available file storage space
throughout the office. Automation is helpful in
a mixed-use file storage environment, because
portable bar-coding equipment can be used to
track file locations. Regardless of where active
files are stored, there is no substitute for con-
sistent arrangement to promote easy retrieval

\

and timely delivery of files.”

You may wish to contact one or two of ALA’s
Peer Consultants - members who offer their ex-
pertise to other members. Peer Consultants are
listed by subject specialty online in our Legal
Management Resource Center. Look for listings
under Facilities Management - Records Man-
agement / Bar Coding. Sometimes a conversa-
tion with a member experienced in a specific
area can help clarify your own thinking, and
provide alternatives you hadn’t been aware of
previously.

The ALA Management EncyclopediaSM has two articles
by Lee R. Nemchek, Jean Barr and Beth Chiaiese: “ALA

Guide to Active File Creation and Organization,” with de-
tailed guidance on processes and techniques to help the
law firm achieve accurate and efficient file retrieval, and
“ALA Guide to Active Client File Management,” discuss-
ing file management responsibilities. The Encyclopedia is
available at no charge to all current ALA members.

The ALA Legal Management Resource Center (LMRC) has

a number of articles from associations, consulting firms
and government agencies, as well as ALA sources on gen-
eral management. Review the materials in the Facilities
& Operations Management area of the Document Direc-
tory, under the heading “Records Management.”

There are a number of books on records management
topics, including Retention Management for Records
and Information (ARMA International) and The Lawyer’s
Guide to Records Management and Retention (ABA).
Available in ALA's online bookstore.


http://www.alaencyclopedia.org/
http://thesource.alanet.org/
http://www.alanet.org/bookstore/books.asp
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By Jodi Schmidt

As | listened to Dick Nigon’s presentation on
“Where is the Tipping Point When Cutting Ex-
penses to Increased Profits?” | quickly realized
that we are not only dealing with managing to
tighter budgets, but we are all faced with the
results of cost saving measures that have been
put in place over the past two years.

Mainly — staff morale. When an average firm
spends 60% of their budget on compensation,
people are going to feel it when it's reduced,
and they have.

Implementing pay freezes, furlough days, and
reduced schedules were just some of the cost
saving measures that directly impacted employ-
ees. While many of these have been lifted, em-
ployees still feel the results. It's time to look at
the long-term effects and determine how we
move ahead and regain the trust and loyalty of
our employees.

| had an opportunity to talk to a number of
administrators and solicit their thoughts and

feedback regarding improving morale. It was
no surprise to find communication at the top
of the list. Employees want firm management
to be honest and communicate as often as pos-
sible. Building trust is all about communicat-
ing openly with employees. | completely agree
with one of my colleagues who said “hearing
some news is always better than no news, even
if it's the same old news.” If employees don't
hear anything, they fear the worst, and think
that the news is so bad no one wants to tell
them. It starts and ends with regular and open
communication.

To rebuild trust, firm administrators and firm
management also need to emphasize the value
that each employee brings. It is important to
reassure employees that they are valued not
only by their manager, but the firm as well. It
will be critical as we move further into 2011, that
we pay special attention to our high perform-
ers by emphasizing their value, providing sup-
port and encouragement and, when possible,
opportunities for promotion. Take a good look
at your staff now. Be proactive, communicate
often and let them know they are appreciated.

B
ADVANCED
ais
SOLUTIONS

AlS is your premier digital document management
partner since 1997 for digital printers, copiers,
facsimiles and wide format printers in the Twin Cities
metro area. We sell and service Konica Minolta, Sharp,
Lexmark, HP, Riso, Kodak and KIP equipment.
Ryan Keating, 952-516-7701
rkeating@ais-mn.com

SILVER

WALAMN
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Mark Your Calendar!

A
s
|

-1.
ﬁ The Small/Medium Firm Section
|

(" will be hosting “Why Good Client
Selection is Good Business”, pre-

© Paper Document ol
Storage and )

sented by Paul Alban (President, .\

Management : . |
O Climate Professional Liability Group, One- ?
e Beacon Professional Insurance) !
. and Danny Hughes (Vice-Presi- |
© Information
Destruction dent, Thompson Flanagan & Co.) I
AnA NAID Certified

on April 21st beginning at 11:30
a.m. at the Town & Country Club
in St. Paul.

© Record Storage
Containers

Phone: 651-631-8663

www.hdrs.com

@ Annual
JALA, | Conference & May 22-25, 2011
ExPOSlmn Orlando World Center Marriott

Orlando, Florida

Register at www.alanet.org/conf

Imagine the Possibilities

Choose from more than 80 educational sessions 1y

Earn CLM, CPE and HRCI credits e 1
Network with your colleagues i 1t |
Preview the industry’s latest products and
services at the Exposition

Your connection

tq knowledge, resources and networking
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By Marylou Steeden, CLM

We all dread giving performance evaluations
to our employees. It doesn’t matter whether
we think they are great employees or we really
wish they would improve in some areas. It is
hard giving good feedback. We are concerned
that they will not get the right message; that
they will take our words and twist
them to mean something we did not
intend. We are concerned that they
won’'t hear what we are trying to
say. Why is it so hard to communi-
cate clearly?

Most of us have put good perfor-
mance evaluation tools in place,
starting with a performance evalu-
ation form that rates the essen-
tial functions of the position. This
is a key element as it is important
to clearly identify those functions
which make an employee successful
in the job. Itis also important to use
neutral evaluation language, such
as “meets expectations,” “exceeds
expectations,” and “does not meet
expectations.” Use of any other lan-
guage which can be interpreted as
derogatory in some manner, like
“average”, does not help to get a
clear performance message across.

A good performance evaluation tool 612.303.3106 k
ST TECHNOLOGY FINANCE GROUP a“

also solicits input from everyone who Len Sperl

has had significant work interactions 724.933.6277

with the individual evaluated dur-

Imagine a financial guide with comprehensive financial
solutions. U.S. Bank has specialized in serving law firms,
partners and associates for over 30 years. Find out how we
can partner with your practice to create tailored financial
solutions from loans and lines of credit, to letters of credit,
IOLTA, LTAB and estate accounts, technology leasing,
treasury management services and fraud protection tools.

Please contact us to learn more:

THE PRIVATE CLIENT RESERVE
Aimee Brantseg

the “exceeds” or “does not meet” expectations
rating.

What seems to be missing in most performance
evaluation meetings is a consensus among the
evaluators on the message that should be de-
livered to the employee. In my opinion, there
should only be two messages to choose from.

it ™
|

The Advantage of Exper"}ise.

NOT A DEPOSIT ‘ NOT FDIC INSURED ‘ MAY LOSE VALUE ‘ NOT BANK GUARANTEED

ing the period of evaluation and en-

NOT INSURED BY ANY FEDERAL GOVERNMENT AGENCY

courages examples to support either

Deposit products offered by U.S. Bank National Association. Member FDIC.
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Either the employee is someone you value and
want to keep employed, or the employee needs
to make significant changes in their perfor-
mance in order to keep their job. Regardless of
the ratings on individual elements, the key is to
be clear on your message in your own mind and
to deliver that message in such a way that the
person being evaluated hears that message.

The best way to deliver the message is to say it
directly at least three times. First, as you open
the evaluation meeting it can sound something
like this, “John, first | just want to say that we
really value your contributions to the firm and
we hope that you hear this evaluation as a re-
flection of how much we value you as an em-
ployee.” You can then dive into the individual
details of the evaluation, but pause somewhere
in the middle, particularly around either a
high point or a point that might reflect some
criticism. Reiterate your essential message. It
might sound something like this, “John, when
we point out that we would like you to im-
prove your communication style, we mean that
it will help you to be an even bet-
ter employee than you already are.
We really value you as an employee
and want to see you grow in your
career within the firm.” Then the
last thing the employee should hear
before they leave the room is the es-
sential message; “John, | hope in all
of our discussion you heard that we
really value you as an employee and
hope that you enjoy your job here
as much as we enjoy having you at
the firm.”

Call us at (612) 823-3945

-

\

The same three-point delivery system should
occur if the message is that the employee needs
to improve. Hopefully, they have already heard
this message before the annual performance
evaluation so they are not surprised. If the em-
ployee needs to improve, the message should
be given in such a manner as to encourage
them to improve their performance and not to
discourage or crush them. The essential mes-
sage can be, “John, you bring many good quali-
ties to the job, but there is one thing you must
change in order to be effective, and that is your
communication style.” Give one (or two at
most) example of the ineffective performance
and then give one or two examples of how the
performance could be more effective. “John,
when Betsy asked you to catch up the filing on
the XYZ file, you responded in a harsh tone,
something to the effect that you were not an
octopus.” A better response would have been,
“1 am sorry Betsy, but | am working on the ABC
motion and | won't have time to get to it today.
Would tomorrow work for you? If not, can |
get someone else to assist you?” Then make

We Organize Your World!
Improve Productivity « Enhance Efficiency « Streamline Information Management

Irqff..-.

N - Firms just like yours have been relying on
1 Law Library Consultants for over 35 years
to provide complete library solutions.

e Information Audits
*Vendor Negotiations

e L ibrary Management
e Library Maintenance &

Loose Leaf Filing * Knowledge Management
*Reference & Research e [ntranet Design &

* Competitive Intelligence Management
« Strategic Planning e Placement

< LAW LIBRARY'
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sure that you emphasize that the performance
needs to be improved within a specified time
period. Make sure you say it three times and
make sure it is the last thing they hear before
leaving the room. If this conversation is not
a part of the annual performance evaluation
process, make sure to follow up in writing in
order to document the conversation, and fol-
low up within the prescribed time period. The
entire message, both verbal and written should
include, “you bring many good qualities to the
job but there is one thing you must change”.

Remember, there are only two essential mes-
sages to choose from, the employee is someone
you value and want to keep employed, or the
employee needs to make significant changes in

their performance in order to keep their job.
Be clear on your message before the meeting
and deliver it three times during the meeting.
Make sure you deliver the performance mes-
sage in a kind, caring and respectful tone, es-
pecially when you need the employee to make
changes, and you can turn the painful perfor-
mance evaluation process into a positive expe-
rience for everyone.

Marylou Steeden, CLM has managed law firms and cor-
porate legal departments of various sizes for 20+ years in
the Twin Cities. She is a past President of the Minnesota
Chapter of the Association of Legal Administrators.

nidwave

Forward Thinking IT Services

You prevail by being committed to your clients,
doing your research, out-thinking your peers,
and executing your vision,

So do we.

Similar to you, we start with effective discovery
processes, and then leverage our industry
insight to guide our clients to the most agile,
secure, and cost-effective solutions for their
specific needs.

If this sounds refreshingly different from what
you're getting from your IT vendors, please let
us know. We'd appreciate the opportunity to
introduce ourselves.

Advisory - Acquisition - Integration - Operations - Menitasing Services

[952) 279-5600 www.midwave.com
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Ruth A. Rathbun

Legal Services Supervisor

Health Partners

PO Box 1309

Minneapolis, MN 55440-1309
952.883.5100
ruth.a.rathbun@healthpartners.com

Bernice Jean Bertram

Office Manager/Administrative Assistant
W. Michael Garner, P.A.

222 S. gth St., Suite 2930

Minneapolis, MN 55402

612.259.4802
bjbertram@franchisedealerlaw.com

Cynthia Davies

HR/Benefit Manager

Meagher & Geer, P.L.L.P.

33 South Sixth Street, Suite 4400
Minneapolis, MN 55402-3788
612.338.0661
cdavies@meagher.com

Suzette Allaire

Chief Information Officer
Lindquist & Vennum, PLLP
4200 IDS Center

80 South 8th Street
Minneapolis, MN 55402-2205
612.371.2419
sallaire@lindquist.com

.

ALAMN Member
Changes?

Reminder: Please forward any firm or
individual contact information chang-
es to Doug Sievers, Membership Direc-

tor, at doug.sievers@lindjensen.com.

The opinion on legal
compensation.

Download your FREE 2011 Salary Guide
or use our interactive salary calculator at

roberthalflegal.com/SalaryCenter.

Minneapolis ® 612.349.2810

@ Robert Half" Legal
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Cynthia Davies
HR/Benefit Manager
Meagher & Geer, P.L.L.P.

Getting to know Cynthia...

e Home town? Hoyt Lakes, MN on the Iron
Range

¢ High school& mascot? Aurora-Hoyt Lakes
Blackhawks

e College & major? University of North Da-
kota, MS - Business/Vocational Education

e Family? Daughters Amanda (24), & Caitlin
(19) and son Michael (19)

e Pets? Gramma to Zoey (Amanda’s Chihua-
hua)

¢ Hobbies? Reading, visiting wineries, sport-
ing events

Quick facts about your firm:

e Size? 8o attorneys + 60 employees
e Your main responsibilities:
i. Favorite? Employee/Management
Coaching
ii. Most challenging? Compliance

Why/how did you become a legal administra-
tor? It was a relatively easy and logical transi-
tion from a clinic setting of fiercely indepen-
dent, highly entrepreneurial specialists.

A major issue you and/or your firm is facing
today? I'm too new to comment at this point.

What is the best advice you have ever received?
The only thing I have true control over is my re-
action to the situation.

N

I joined ALAMN because? | enjoy the opportu-
nities and camaraderie that professional asso-
ciations such as the ALAMN provide.

One thing | try to do each day at work is? Smile
and laugh.

Others describe me as? Professional, humorous
and calm.

Someday | would like to? Travel to Paris.

People would be surprised to learn that 1? Used
to drive a motorcycle.

TRUST YOUR INFORMATION
TO IRON.MOUNTAIN

With a comprehensive
suite of services for
managing physical and
digital information,
Iron Mountain can help

your law firm make data
accessible, compliance
achievable and security
a priority.

N

)
Documen

t
Records Secure Data Protection Management  Digital Data
Management Shredding & Recovery Solutions Protection

A RONMOUNTAIN'

1800 899 IRON (4766) / ironmountain.com
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By Doug Sievers

Outlook calendar reminders have to be the
greatest invention since sliced bread. The little
notification fifteen minutes in advance of an
appointment faithfully and surely reminds me
of all the important things that | must do in my
busy day. Not only do they remind me while in
front of my computer, but in case I'm not, my
blackberry takes charge and also reminds me.
In the upcoming month, | would like to add a
calendar reminder to all of my ALAMN friends
of a very important event in our professional
lives....the renewal of your ALAMN member-
ship!

As the current Membership Director for the
ALAMN, it has been my pleasure for the last
year in getting to know lots of new members,
staying acquainted with long term members
and mentors, and bearing witness to the larg-
est number of ALAMN members that this group
has ever seen. The milestone of 265 members is
something that all of us should take great pride
in. We are all part of one tremendous organi-
zation that, | can testify to this, does not come
easily or maintain itself automatically. This or-
ganization thrives not solely because of great
leadership, or 30 years of existence, but rather
it thrives because all of us, in our own special
way, contributing our time, talent and passion
to each event that this organization offers to
each of its members. Through specialized com-
mittee and special interest groups, to our full
and half-day conferences, to our monthly meet-
ings, and educational sessions, to email chains
full of information, to the expertise offered
by our valued business partners, and most im-

\

portantly to the trust and friendships that this
organization allows each of us to experience
and develop on a daily basis, there is no greater
source of knowledge and fulfillment found for
legal professionals than the ALAMN!

Many years ago as | was contemplating join-
ing the MLAA, my mentor informed me that |
would get back double the amount that | put
into this group. Well, she was right! Meeting
new people and attending new meetings was
very scary for a new administrator (along with
a few hundred other things that goes with the
job). The beauty of this group and its members
is that everyone is very friendly. Fitting into
the group has proven to be very easy and | can
honestly say that without this group, | probably
would not be in this business today.

My second calendar reminder to all of my
ALAMN friends and colleagues is to go to one
new meeting, join one new committee, tell one
friend about the ALAMN, or introduce yourself
to one new member during the course of this
year. | promise you that the return on one sim-
ple new act within this organization will return
itself two-fold and the experience will be ad-
dictive!

Please watch your inbox for an email with
renewal information, and please do not hit
“snooze"” too many times on these very impor-
tant calendar reminders!
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Advanced Imaging Solutions
Business Data Record Services
IKON Office Solutions

Iron Mountain

Law Library Consultants
Loffler Companies

M&I Bank

Merrill Corporation

Job Bank Note

ALAMN members interested in new
positions are encouraged to regularly
review postings on the ALAMN web-
site. Jobs are posted on the website
as soon as they are received; they are
not always published in the Verdict.
The Job Bank is only for those man-
agement positions that meet ALA and
ALAMN membership criteria. To post a

job opening with the ALAMN Job Bank
or to place your name on the contact
list for future openings, please contact
Sarah Taylor, Member Placement Ser-
vice, at 612.672.8288 or email at sarah.
taylor@maslon.com.
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We are focused on understanding and
exceeding the expectations of the
legal community and providing the best
technology and services for your firm to
succeed. Call us.

Gregg Eastin
Legal Solutions
952-925-6879
geastin@Ioffler.com

SILVER
www.loffler.com ‘T‘ALAM‘N
LOFFLER

Multifunctional Copiers | Printers | Fax
Telephones | Dictation | Voice & Video Recorders
Document Management Software | IT Solutions & Managed
Services | On-site Managed FM Services
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worremrmemrmean  ARAMARK Refreshment Services Services
. .
Atomic Data Centers Northland Business Systems, Inc.
Benchmark Learning Office Depot — Business Solutions
Bertelson Total Office Solutions Omega Legal Systems, Inc.
CareerBuilder LLC Paradigm Reporting & Captioning
ClTech Solutions, Inc. Parameters
CMS Management Solutions Prolaw
Coffee Mill, Inc RJF Agencies, Inc.
Compulaw S&T Office Products
Dictationproducts.com SHI
Element Data Group, LLC Shred-it
Intereum Shred Right
inTUNE Professional Document Services Special Counsel
IST Management Services Stonebridge Bank
Johnson McCann Benefits Studio Hive, Inc.
Legal Data Management Technology, Inc. ~ Toshiba Business Solutions
LexisNexis UPS
Lifeworks Services, Inc. Verizon Wireless
Mergis Group Wells Fargo Bank N.A.
Metro Legal Services, Inc. Willis Group of Minnesota
Minnesota Lawyer
_ Berry Coffee Company Oce Business Services
Client Connection Oswald Companies
tALAMN Copper Conferencing Talon Performance Group, Inc.
Laser Printing Technologies Tuttle Printing & Engraving
LTC Financial Partners, LLC W Minneapolis - The Foshay

N LA



