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Platinum  
Business  
Partners 

General Management  

What’s Missing From Your Firm’s Financial Reporting Checklist 

Financial reports are crucial to the longevity of your law firm.  When you invest the time and energy into 

completing them, you can identify your strengths and weaknesses, and come up with ways to increase 

productivity and profits.  

 

“Solo and small firms are law practices, but they are also businesses,” says Annette Fadness, President of  

Juris Bookkeeping. “A law firm is a business, first and foremost.  If the financial health of the business isn’t 

monitored, the firm can fail.”   

 

To come up with your financial reports, you first need to detail what should be inside of them.  What do you 

need to cover on a daily, weekly or yearly basis?  That’s where a checklist comes in handy.  

 

The following are some of the items that should be on your financial report checklists, suggestions for how 

often to generate your reports, and the benefits of consistently producing them from accountants and  

consultants themselves.    

 

You should look at your balance sheet in a way that shows a year-over-year comparison to see if your firm is 

doing better or worse.   

 

COMPLIANCE DUE DATES 

At the end of every month, you should do an accounting process and compliance due date checklist,  

according to Maggie Kennedy, CPA and Consulting Senior Manager at EKS&H.   

 

The checklist will monitor that specific tasks are being completed by their due dates.  It’ll also guarantee that, 

“any compliance items like sales tax, 1099s, and personal property tax returns are completed on time  

These items can help you identify  

errors while they are still relevant.  

By Kylie Ora Lobell 

Freelance Writer  

» 

https://www.afinety.com/C:/Users/Teresa/Documents/11252008
http://www.firstlegalnetwork.com/
http://www.konicaminolta.us/
http://www.uniteddocstorage.com/
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Financial Checklist, cont. from page 3 

to avoid any late filing or late payment penalties,” 

says Kennedy.  

 

PROFIT AND LOSS STATEMENT  

Your firm should be compiling a checklist and  

completing a profit and loss statement, also known 

as an income statement, on a monthly basis. 

 

According to Fadness, this report should highlight the 

actual income you received from the expenses you 

paid.  “It’s best to look at this not just for the current 

month, but in a year-to-date format and also a prior 

period comparison,” she says.  “This will give you a 

sense of how your income and expenses are  

trending.  If you’re faring worse than in prior periods, 

you’ll want to dig into the reasons why.   

 

Small firms must have an office policy for following 

up with clients that are slow to pay.  They should be  

contacted on a weekly basis.   

 

BALANCE SHEET  

Another monthly report you should keep track of 

with your checklist is your balance sheet.  This is a list 

of your assets and liabilities and your equity position, 

which is your assets minus liabilities, says Fadness.   

 

You should look at your balance sheet in a way that 

shows a year-over-year comparison to see if your 

firm is doing better or worse.  “If your assets have 

increased and your liabilities decreased, your firm is 

healthier,” says Fadness.  “On the other hand, if 

things have gone in the opposite direction, you’re 

less healthy.”   

 

CASH FLOW PROJECTION REPORT  

On a weekly or daily basis, it’s important to generate 

a cash flow projection report, says John  

Schweisberger, Executive Directory, Consulting at 

Armanino LLP.   Within the checklist for this report, 

you should include expenses you know you’ll have to 

pay like rent and health insurance.  

 

“Projecting cash flow is really helpful when it comes 

to anticipating and managing the distribution [of 

money],” says Schweisberger.  “I had a day-by-day 

projection of an entire year, and it was maintained 

on a daily basis with whatever changes there might 

have been.  I looked at where our crunch points 

were.  I know as I approached them what steps I’d 

have to take so there weren’t any surprises.”   

 

UTILIZATION, REALIZATION AND  

COLLECTION RATE REPORTS  

A recent study by Clio found that on average, lawyers 

log 2.2 out of 8 hours of billable time every day  (the 

utilization rate).  The realization rate, which is how 

much they bill, is 1.8 hours per day, and the collec-

tion rate is 1.5 hours per day.  

 

Fadness recommends producing your own utilization, 

realization and collection rate report every month.  

Then, you’ll be able to pinpoint whether your firm is 

billing for enough time.  

 

“You can identify people who lag behind getting their 

time entered into the system,” says Schweisberger.  

“The longer you wait, the more likely you are to miss 

time you should have billed.”   

 

ACCOUNTS RECEIVABLE DETAIL REPORT  

You also need to ensure that your weekly checklist 

includes an accounts receivable detail report.   

According to Fadness, you can go into Quickbooks 

 Financial Checklist,  cont. on page 30  
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Business Partner Spotlight 

Store.  Protect.  Shred. 

      When was the last time your business 

looked at what was being stored and what 

needed to be  destroyed?…   As an increase 

of data becomes readily available to your 

business, the perception is that more infor-

mation needs to be stored and protected.  

While companies need to focus on what in-

formation is carried with or accessed by em-

ployees, it is equally important to identify 

the information that needs to be protected 

and needs to be destroyed.  Managing your  

records to  determine what is vital and what 

is excess provides a simple cost efficient way to protect the data that is no longer relevant to your business.  

On average, 30 percent of data stored is not needed and should be destroyed.   

Contact Justin Parker for Valuable Consultation 

on How Williams Can Help MANAGE your  

Records, NOT just store them.   

Justin Parker, Business Development Executive  

JustinP@williamsdatamanagement.com 

323.540.3041 

“Clients that have partnered with Williams to implement a 

Records Management Program have significantly reduced 

their Storage Costs.”  

 “The one thing that Williams has heard during its 95 

years of being in business is what should our business be  

destroying?  Well, while there are general guidelines for every 

industry, we believe that each individual business is unique and 

needs to properly assess what information is Redundant,  

Obsolete, or Trivial.  Clients that have partnered with Williams 

to implement a Record Management program have  

significantly reduced their storage costs.”   

       Visit us @ www.WilliamsDataManagement.com 

  

 Get Social with us!  
» 
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» 

Gold Business  

Partners 

Thank you!  
Thank you to all Past Presidents and Charter Members who attended the Past Presidents  

& Charter Members council meeting on February 13, 2017.  It was a fantastic turnout which  

included Past Presidents from 1982—1983 up to the present, along with the chapter’s current  

President, President-Elect, and Vice President.   

http://www.cnb.com/
http://www.nationwideasap.com/
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Human Resources  

Final FEHC Criminal History Regulations Approved, 

Move One Step Closer to Implementation  

By Benjamin Ebbink, Esq., Fisher & Phillips LLP  

» 

On January 10th, the California Fair Employment and Housing Council (FEHC) approved proposed regulations  

related to  employer use of criminal history information.  The regulations will be filed with the Office of  

Administrative Law and will likely go into effect July 1, 2017. 

 

Overview 

On the one hand, the regulations reiterate various provisions of existing state law that prohibit employers from  

using very specific criminal history information in employment decisions (such as hiring, promotion, or   

termination).  However, the regulations also add significant new language prohibiting employers from using  

criminal history information that has an “adverse impact” on employees based on protected category (such as  

gender, race and national origin), unless use of such information is job-related and consistent with business  

necessity. 

 

The regulations also set forth a complex procedural process and standards that must be followed by employers 

when considering criminal convictions in hiring, with most of the burden falling on employers to satisfy certain  

requirements of the law.  Several employer groups raised a number of significant concerns with the proposal  

during the public comment period, and the FEHC made some changes during that process, but nevertheless largely 

approved the proposal over these employer objections. 

 

Adverse Impact 

The regulations largely echo federal cases and a 2012 Guidance issued by the federal Equal Employment  

Opportunity Commission (EEOC) that state that use of criminal history may have a “disparate impact” on  

individuals in protected classifications.  The FEHC regulations use the term “adverse impact,” but provide that this 

term means the same as “disparate impact” as used by the EEOC. 

 

While the applicant or employee bears the initial burden of proving an adverse impact, the regulations state that 

this may be done through the use of conviction statistics or other evidence.  The regulations specifically provide 

that state or national-level statistics that show a substantial disparity are presumed to be sufficient to establish an 

adverse impact.  Given the widespread availability of data correlating criminal history, employment and protected 

categories, it would be relatively easy to meet this burden of proof.  The employer could overcome this presump-

tion based on state or national data by showing there is reason to expect a markedly different result based on 

things like geographic area, the particular criminal conviction at issue, or the particular job at issue. 
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Final FEHC, cont. from page 7 

Final FEHC, cont. on page 33     

 

Employer groups that opposed the FEHC regulations objected strenuously that there is absolutely no legal authority 

or support to establish a presumption of adverse impact based on national or state statistics.  Even the EEOC  

Guidance (upon which these regulations are purportedly based) did not create such a presumption, instead merely 

stating that national statistics are only one factor among many that the EEOC will consider in deciding whether to 

conduct an investigation. 

 

Employer Rebuttal – Job-Related and Business Necessity 

Once the employee meets their burden of proving that there is an adverse impact (which, as described above, is not 

a heavy lift), the burden shifts to the employer to prove that the use of the criminal history information is nonethe-

less justifiable because it is job-related and consistent with a business necessity. 

In order to do so, the employer must show that the use of criminal history information is appropriately tailored,  

taking into account the following factors: 

  The nature and gravity of the offense or conduct; 

   The time that has passed since the offense or conduct and/or completion of the sentence; and 

   The nature of the job held or sought. 

The regulations provide that, in order for an employer to demonstrate that a policy or practice of considering  

conviction history is appropriately tailored for the job for which it is used as an evaluation factor, the employer must 

either: 

   Show that any “bright-line” conviction disqualification policy can properly distinguish candidates who do and  

  do not pose an unacceptable level of risk and that the convictions have a direct and specific negative bearing  

  on the  person’s ability to perform the duties of the position; or 

   Conduct an individualized assessment of the applicant or employee, including notice informing them that have  

  been screened out because of a criminal conviction. The individual must be provided a reasonable opportunity        

  to demonstrate that the exclusion should not apply to their specific case.  The employer, in turn, must consider  

  whether this additional information warrants an exception to the exclusion. 

Moreover, the regulations provide that a “bright line” policy that takes into account convictions that are seven or 

more years old creates a rebuttable presumption that such a policy is not sufficiently tailored to be job-related and 

consistent with business necessity. 

In addition, the regulations state that regardless of whether the employer has a “bright-line” policy or completes an 

individual assessment, the employer must give the person notice of the disqualifying conviction and a reasonable 

opportunity to present evidence that the information is factually inaccurate.  If the individual does so, that  

information cannot be considered in the employment decision. 
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OC-ALA Out & About  

                                   ACES 2017  

 

» 

https://ocala.site-ym.com/gallery/ViewAlbum.aspx?album=1706831
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ACES 

» 

https://ocala.site-ym.com/gallery/ViewAlbum.aspx?album=1706831
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2017 Annual Chapter Education Summit (ACES) 

THANK YOU ACES SPONSORS  

 

ASAP Legal, LLC  

Breakfast  

 

Christopher Pro Insurance Services  

Floral Centerpieces 

 

Konica Minolta  

Conference Tote Bags  

 

SABP Reprographics 

Signage  

 

United Records Management  

Conference Tote Bags  

 

WAMS, INC.  

Conference Tote Bags  

 
» 
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Wine & Canvas  
Community Networking Event February 2017 

» 

https://ocala.site-ym.com/gallery/ViewAlbum.aspx?album=1365182
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OC-ALA Administrator Spotlight:  
 

                                                     Karen Harris  
 

Karen is a newer member of OC-ALA who has been with the Legal Aid Society for 

the past eighteen months.  In her role she supports the Executive Director and 

Board of Directors and is responsible for strategic planning, risk management, HR 

and facilities.   

 

Karen has worked as a Legal Administrator for nine years and she loves the variety inherent in her work.  

For her, every day is different and full of surprises!  She also enjoys being a part of a bigger story.  At the 

end of the day, her work is meaningful because of the impact it has on the client community served by the 

Legal Aid Society.   

 

Karen's least favorite aspect of her work is complaints/potential claims.  She does her best to listen, be  

compassionate, make efforts to remedy problems….and hopes they disappear! 

 

The hardest situation Karen has had to deal with was when a couple of high-pressure situations required a 

firm resolve to stay true to her moral compass. 

 

The strangest or funniest thing Karen has had to do as an Administrator was a time in 2010 when hundreds 

of young spectators rushed the Attorney General’s office in San Francisco to watch the Giants World Series 

celebratory parade.  Employees and unauthorized public were climbing out windows to the service  

balconies on the 14th floor for a view of the million-person crowd assembled at Civic Center Plaza.  Although 

she was sure her blood pressure suffered temporarily as she herded the fans gone mad, no damages or  

injuries were incurred! 

 

Karen's entry into the legal field came about through her background in HR and health and wellness         

programs when she was hired for an administrative position at the California Department of Justice, Office 

of the Attorney General, in San Francisco.      

 

Karen's greatest challenge as an Administrator is managing her time.  She is a goal setter who strives to 

make progress each day, but sometimes surprises cause setbacks.  She's learning to “roll with it” better.   

Karen is happily married with three grown children and one sixteen year old.   

     Karen Harris, cont. on page 33   
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Julie Logan has worked in the legal industry for 32 

years with experience ranging from word processor 

to HR Director.   Julie started in the  legal industry as 

a part time, evening word professor in a downtown 

Kansas City law firm while attending college full-

time.  That firm is now known as Bryan Cave. 

 

Julie appreciates the daily challenges and versatility 

of legal management.  She is passionate about the 

modernization of staffing models and prefers a focus 

on professional development. You know it's been a 

good day when just one attorney or employee says 

"thanks for all you do." 

 

She least enjoys benefits administration and its nu-

merous compliance requirements.  

 

Julie recently relocated to Orange County from St. 

Louis. She's loved California for many years and it’s 

now her new home.  She's a Pisces after all!  Julie 

has two grown children and three grandchildren 

back in Missouri.  It’s been a challenge but her family 

loves visiting Newport Beach so it's working out just 

fine.   

 

The most difficult thing Julie has had to deal with in 

her career was a reduction in workforce where 25 

people lost their jobs.  It was a heartbreaking  

experience, but necessary to maintain the business 

strategy of the firm.  

 

Julie has had fun experiences to balance out the 

difficulties.  She reports that she's dressed up in 

some "pretty ridiculous"  

costumes for staff  

appreciation and other firm 

events.  

 

Julie's greatest challenge as 

an Administrator is that law 

firms can be slow to change. 

To keep up with client needs 

and demands, firms must be 

more  nimble and accepting of forward-thinking  

processes.  As a fast-paced person, the traditional 

slow pace of change in law firms can be frustrating. 

 

Julie most admires her dad for his extraordinary 

work ethic which he maintained along with a sense 

of balance.  She believes her drive for success was 

inherited from her dad.  

 

Julie's favorite pastime and hobbies include listening 

to live music (anything but country), exploring  

different beaches, and tasting donuts.  

 

Welcome to Orange County and OC-ALA, Julie!   

May your days be many, happy, and filled with   

opportunities to taste exquisite donuts!    

 

 

» 

OC-ALA Administrator Spotlight: 

                   Julie Logan, SHRM-SCP, SPHR 
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Welcome New Business Partners  

A warm Orange County welcome to our  

newest Business Partners! 

 

Advanced Discovery 

[Bronze Sponsor] 

Peter Espinoza  

5000 Birch St., Suite 4800 

Newport Beach, CA 92660  

P:  949.709.3828 

www.advanceddiscovery.com  

 

Legistics, Inc.  

[Bronze Sponsor] 

Jason Lindahl 

444 S. Flower, Suite 555 

Los Angeles, CA 90071 

P:  213.617.4040 

www.legistics.net 

 

Quality Automation Systems 

[Bronze Sponsor] 

Aaron Coco 

16480 Harbor Blvd., Suite 103 

Fountain Valley, CA 92708 

P: 714.210.0777 

www.qualityautomation.com  

 

United Records Management  

[Platinum Sponsor] 

Peter Hunziker 

28470 Witherspoon Parkway 

Valencia, CA 91355 

P:  800.891.9351 

                                                                                                                             

» 
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Nominations for OC-ALA's 2017-2018 Board of Directors 

By Janet G. Proudfoot, CLM 

Nominating Committee Chair 

The nominating process for OC-ALA's next Board of Directors is underway. 

According to Articles VIII and IX of the Chapter's Bylaws, a Nominating Committee consisting of the  

Immediate Past President, the current President and three non-board members appointed by the Executive 

Board is assembled for the purpose of selecting a slate of Officers and Directors to be recommended to the 

membership of the Chapter. 

This year's nominating committee members are Jessica Daugherty, Sheri Clifton, CLM, Bonita Danser, Dana 

Trevers, and me. The proposed slate for OC-ALA's 2017-2018 Board of Directors is: 

President: Terry Vickrey, CLM 

President Elect: Jennifer Bodenhoefer 

Vice President: Michael Shuff 

Treasurer: Laurali Kobal, CLM 

Treasurer Elect:  Donna Bustos 

Secretary: Christine Schmitthammer 

Director of Membership: Lisa Smith 

Director at Large: Connie Jedrzejewski 

Past President: Jessica Daugherty 

 

The Nominating Committee is in the process of performing due diligence on candidates and will present its 

final report at the Annual Members' Dinner on March 29, 2017. As there may be a single slate, a  vive-voce 

vote will be held at the March 29 meeting during the Annual Members' Dinner. The new Executive Board will 

take office on April 1, 2017, as provided in the Chapter's Bylaws. 

Janet G. Proudfoot, CLM  

Immediate Past President 

» 
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2017-2018 OC-ALA Nominated Officer Biographies 
 

POSITION:   President 

NOMINEE: Terry Vickrey, CLM 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

President Elect 2016-2017 

Vice President 2015-2016  

Treasurer 2014-2015 

Treasurer 2013-2014 

Treasurer 2012-2013 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Finance and Technology Committee Chair 2010-2011 

Finance and Technology Committee Co-chair 2011-2012 

1)     What contribution(s) do you feel that you can make to the Chapter? 

Bringing additional knowledge of the Chapter to the role of President 

Bringing past experience and knowledge of prior Chapter Officer positions to the role of President 

Working well with the other board members and understanding the membership needs 

2)    What would you want the Chapter members to know about you on a personal level? 

I enjoy working with the people in the Chapter and on the Board. OC-ALA is an excellent organization with a 

number of people that work together toward common goals. I am proud to be a part of the success and a part 

of the team. I look forward to continuing the tradition of the Chapter and serving the membership. 

 

POSITION:   PRESIDENT-ELECT  

NOMINEE: Jennifer Bodenhoefer 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

Vice President 2016-2017 

Treasurer 2015-2016 

Treasurer-Elect 2014-2015 

Treasurer-Elect 2013-2014 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Speakers Committee 2012-2013 

Networking Committee 2011-2012 

» 
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1)     What contribution(s) do you feel that you can make to the Chapter? 

Having been active on the extended and executive board since my second year as a member, I have  

developed a good understanding of the broad array of services that our chapter offers to members and the 

local legal community. Being “good with numbers”, I am inclined to consider the financial impact of board 

decisions to ensure that we make smart decisions that the chapter can afford.  I also have a 10+ year history 

of managing non-profit professional development membership organizations similar to OC-ALA, so I bring a 

depth of non-profit management expertise you would not normally find in a volunteer board member. I am 

not afraid to speak up when my view of something is different than the group’s, in an effort to ensure that 

decisions are made while seeing all sides of an issue. I always vote my conscience, but I also do absolutely 

uphold board decisions whether or not I voted in support of a decision. 

2)     What would you want the Chapter members to know about you on a personal level? 

I am committed to volunteering, and feel that service on the OC-ALA board is one way I can pay back for all 

the benefits I have received since joining the organization. I can be intense, sometimes caustic,  

sometimes funny (at least in my own mind), but I always have the organization’s best interests at heart.  

I am aware that I am not everyone’s cup of tea, and I am trying to remain vigilant to ensure that I don’t step 

over the line to causing real hurt or offense to other members as I barrel down the path of trying to manage 

everything in my sight.   

 

 

POSITION:   VICE-PRESIDENT  

NOMINEE:  Michael Shuff 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

None 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Finance and Technology 2014-2016 

Business Partner Committee 2016-2017 

1)   What contribution(s) do you feel that you can make to the Chapter? 

I will be able to offer a different perspective on how the chapter is operated due to the fact that am from a 

different generation than most of the other board members. As the legal field changes, the OC-ALA will also 

need to stay up with the times. It would be in the chapter’s best interest to look ahead and try to become a 

leader in some of the driving changes, rather than being reactionary. Having a better understanding of the 

new generation of attorneys and legal staff that will soon be the majority in some law firms, allows for me to 

better see the big picture of what will draw people into the Chapter in the future. 

 

Board Nominations, cont. from page 17 

» 
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2)   What would you want the Chapter members to know about you on a personal level? 

I come from a family of four and I have just one older sister. We are a very tight-knit bunch and still find time 

to all get together as often as possible. My sister is married and expecting her first baby in March and we are 

all very excited. 

 

My favorite pastimes outside of the office are anything that involves sports or the outdoors. I grew up  

playing all different kinds of sports and have a great appreciation for the outdoors. Being active and  

enjoying the beautiful California weather is how I prefer to spend my ti . On any given weekend you 

could find me four-wheelin’ through the mountains or playing beach volleyball with a group of friends and 

family. I love to cook BBQ, work on my Jeep Wranglers, and often have a random small project that I am 

building. 

 

 

POSITION:   TREASURER  

NOMINEE: Laurali Kobal, CLM 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD: 

 2016/17 – Treasurer Elect 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Human Resources Committee 2005-2006 

1)  What contribution(s) do you feel that you can make to the Chapter? 

I am a hardworking, organized and motivated firm administrator that can adjust well to any environment and 

trouble shoot and control chaos under pressure. I keep my word and I meet deadlines. I can act as a liaison 

between members and the Executive Board as necessary and provide assistance to the board and the       

committees and requested by the President. It is my hope to attend CLI and learn more about Chapter      

Leadership and continue to grow within the Association. 

 

2)    What would you want the Chapter members to know about you on a personal level? 

I moved to Orange County 25 years ago to attend Cal State Fullerton and landed an office manager  

position at a smaller law firm after applying for a part-time receptionist position because the managing    

partner was impressed I had served 3 of my 4 high school years as President and State Secretary for the    

Future Business Leaders of America, Phi Beta Lambda.  I have been managing law firms ever since and it has 

become who I am and what I’m passionate about.  I live in Yorba Linda with my husband of 14 years and my 

8 year old son, Wyatt. I have been the Firm Administrator at Callahan & Blaine for almost 15 years. 

Board Nominations, cont. from page  18 

» 
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POSITION:   TREASURER-ELECT  

NOMINEE: Donna Bustos 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

None 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED: 

ACES 2014-2017 

Website 2014-2015 

Newsletter 2015-2016 

1)     What contribution(s) do you feel that you can make to the Chapter? 

At Greenberg Gross I have four years of running the firm’s finances and being a senior leader. I’ve managed 

teams, managed myself and have overseen various projects. I can contribute these skills along with other 

skills to the Chapter to ensure its success. 

2)     What would you want the Chapter members to know about you on a personal level? 

Simply, that I take pride in my work and that I would be proud to serve on the board. 

 

 

POSITION:   SECRETARY 

NOMINEE: Christine Schmitthammer 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

None 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Social Media Committee: 2016-2017 

1)     What contribution(s) do you feel that you can make to the Chapter? 

As a younger member, I feel my presence will encourage other younger members to join so we can increase 

the demographics/ideas/creativity of our Chapter. 

2)   What would you want the Chapter members to know about you on a personal level? 

I have had the opportunity to work with various members over the past year while also greatly improving 

my skill set. I hope to continue breaking through to the next level of my career by working “behind the 

scenes” in a more detailed role.  Taking on the Chapter Secretary role will allow me to tackle new  

challenges and assist with decision making on a deeper level as needed.   

Board Nominations, cont. from page 19 

» 



 

 OC-ALA WAVES • Winter 2017                                                                                         21 

POSITION:   DIRECTOR OF MEMBERSHIP 

NOMINEE: Lisa Smith 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

None 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Project SELF: 2016-2017 

1)     What contribution(s) do you feel that you can make to the Chapter? 

I am hoping to not only recruit new members, but also expand our membership to include more  

administrators of in-house & corporate law departments. 

In addition, I love event planning, so I’m looking forward to not only bringing new ideas to the board  

regarding increasing our membership, but I’m also looking forward to sharing my ideas with the            

Networking & Project SELF Committees – one suggestion is the possibility of adding entertainment to 

some of our events. 

2)      What would you want the Chapter members to know about you on a personal level?  

I enjoy singing, reading, shopping, playing & watching tennis and most importantly, spending time with my 

family. 

 

POSITION:   DIRECTOR AT LARGE 

NOMINEE: Connie Jedrzejewski 

PREVIOUS OFFICER POSITION(S) AND YEAR(S) HELD:  

Immediate Past President 2014/2015 

President 2013/2014 

President-Elect 2012/2013 

Vice President 2011/2012 

EXTENDED BOARD COMMITTEE SERVICE – NAME AND YEAR SERVED:  

Leadership Committee 2014/2017 

Community Outreach 2006-2009; 2010/2011 

1)   What contribution(s) do you feel that you can make to the Chapter? 

Throughout my business career of over 40 years, I have worked exclusively in law firm management from 

small private practices to presently a large national firm.  I will strive to share those years of  experience and 

support the continued growth of our great chapter and the changing needs of our members. 

Board Nominations, cont. from page 20 
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2) What would you want the Chapter members to know about you on a personal level? 

I have held my current position at Fisher Phillips for 10 years. My 2 wonderful step kids continue to live in  

Colorado – just as the youngest graduated from college the other started a master’s program. While still  

relatively new to the game, I thoroughly enjoy getting out on the course to play golf with friends and OC-ALA 

golf buddies. I still love chocolate but haven’t found much time to make my hand crafted truffles which used 

to be a holiday tradition. Maybe when I  retire… 

Board Nominations, cont. from page  21 

Kristie is a new member of  

OC-ALA and is a Legal          

Administrator at Severson  

& Werson in the firm’s  

Orange County office.  Her 

main responsibilities are  

general firm administration 

and management, supervision 

of staff, vendor relations, 

onboarding/off-boarding, staff appreciation, CLE,  

and tenant improvements.  Kristie has been a Legal  

Administrator for 10 and has worked in legal for 25 

years. 

Her favorite thing about her role is that every day 

brings something new.  She really enjoys all aspects  

of her role although it can sometimes be personally 

challenging for her to strike a work/life balance and 

unplug.  

The least favorite aspect of her role is dealing with 

employment changes. 

The most unusual thing she’s ever had to do was  

during a high-profile case, a partner was being 

hounded by the press and Kristie had to help her  

get out of the building unnoticed. 

 

Kristie’s entry into the legal field came about through 

her longtime interest in the field.  She has always had 

an interest in law and business and she knew it was 

something she wanted to do from a very early age. 

 

Kristie’s greatest challenge as an Administrator has 

been getting everyone excited about change! 

Kristie resides in Lake Forest with her 9 year old son, 

James; their dog Abby; and their bearded dragon,  

Romeo. 

The person Kristie most admires is her mother. As a 

single mother raising three children, her mother 

demonstrated a strong work ethic and showed her 

children how to tackle any situation no matter how 

challenging and she also instilled the value of being 

trustworthy, reliable, generous and compassionate at 

all times. 

Kristie’s favorite activities outside the office include 

going to the beach, camping, and adventures with her 

family.  Her favorite hobby is cooking. 

Welcome to OC-ALA, Kristie!  May your days be many, 

happy, and filled with your favorite things! 

 

 

ADMINISTRATOR SPOTLIGHT:   

Kristie Amato  
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Laura J. Broomell, CLM 

2016-2017 ALA President 

Chief Operating Officer 

Greene Espel PLLP 

Minneapolis, Minnesota  

 

“
 

  
 

”  
       

Elevate Your Position:  

Grab That Seat at the Table 
Over the pa  year, our primary goal been to We have 

added more value for our member , and we o inue to rive to have 

be kno n the thought leader in the of law — the pla e for  

legal manageme pro e ional  to go to elevate their  

po i on . 

or of us, our journey different, and our pro ion l p h  lead to 

myriad in r ion . One road may be raig  and long, one might      

in lude multiple urn along the way, and one may in lude a eep limb. 

What we want to avoid ing u k in a roundabout with few op ion  

to our way ou . 

am grateful that my pro ion l path taken me on a wonderful  

d n ur  hrough multiple in r ion  and that d n ur  would 

ll d if not for a  at the table through my 

in below how you can grab that for our , if you 

don’t . 

Be a lifelong learner. Your firm or organization hired you with the  

that you had the knowledge, and bil i  to i l   

perform your job.  your r pon ibil to maintain and your 

knowledge and and the b  way to do that o i l  in 

more we p r on ll  in , the more we gain. 

what you learn. At opportunity, with your firm what you 

learned, through hear m mb r  that their firm 

not uppor  order to that, we need to do a better job of  

educating our p r n r  or m n g r  about how our participation in 

our firms. 

what you do. heard m mb r   p r n r  don’t know 

what  

 » 
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 your p r n r  don’t know what you do, tell them. 

When out the for our monthly attorney 

meeting, include my oom ll i .  a two-

to-three-page umm r  of what worked on over the 

p  mon h. 

Al ay  look to add value. At opportunity, 

offer o take on a k or project that would  

normally be done by your Managing r n r or other  

if it id your comfort zone.  A 

few k  before my 2006 year-end attorney  

retreat, it  that we would one o the 

to our attorney omp n ion policy and 

We were trying to find a  

on u n  o work with to plan and facilitate that 

part of the retreat, when om ho  found the  

to if could do .  made that  

not going to fail. read article and book could 

find on attorney omp n ion, and met with a 

pro ion l meeting facilitator who helped me  

und r nd the role of the facilitator, the of 

ground rul and what to do when got u k. After 

that retreat, it that would facilitate all 

monthly attorney m ing . your hand and then 

be more prepared you are, the more 

you will have. 

Get a and be a  you any por

growing up, you know how important a good 

can be. My -p h o b ll pir d 

and he taught to take to pu h when 

tired, to dream, to und r nd our full potential, to 

learn from mi k  o ru  our mm  and to 

o u  on the .  A pro ion l 

the thing. we don’t l need to pay 

om on  to be a many in my life 

— and ri nd . 

Act like a partner. r n r  and h r hold r  are o n-

r  in their firm. Unfortunately, mo  of cannot be 

o n r  in our firms, but that not mean we can’t 

act like one. r what ugg : 

 Get rid of the 9 to 5 mentality. 

 Don’t think of our  .  

  look for to move the firm or rd. 

 n  in our . 

 ru ing r l ion hip  with at the 

rm. 

 Know about your firm — the  

id and the pr i  id . 

 Make i ion with an owner mentality. 

 oun bl  and act with integrity. 

 a r n  leader. 

 courage. 

 of our  — emotionally 

and pir u ll . 

During the A o i ion lunch l  told a or  

about my oung  daughter.   writing a  

paper while in middle hool, and me if 

 u ul b u  worked hard or  

lucky. pond d,  a bit 

told her that  u ul work 

hard and am lucky. told her that 

had more luck work hard. you work hard 

and you a little luck, you will get h  at 

the table.  

lbroomell@greeneespel.com P: 612.373.8395 
Article printed with permission from the author.  

 » 
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Welcome New Members 
OC-ALA is proud to welcome and acknowledge its newest members. We’re honored to have you as part of 

the Chapter and look forward to working with you.  

 Kristie Amato 

Office Manager 

Severson & Werson, PC 

19100 Von Karman Ave.  

Suite 700  

Irvine, CA 92612  

P: 949.255.7215 

kea@severson.com  

 

 

Tsui Chu 

Human Resources Manager 

Greenberg Gross LLP 

601 S. Figueroa St., 30th Floor 

Los Angeles, CA 90017  

P: 213.334.7000 

tchu@ggtriallaw.com  

Barbara Dorsey 

Office Coordinator 

Clausen Miller  

17901 Von Karman Ave.  

Suite 650 

Irvine, CA 92614 

bdorsey@clausen.com  

P: 949.433.3966 

Sally Collins Emsley  

[returning member] 

Legal Administrator 

Brobeck, West, Borges, Rosa  

& Douville, LLP 

1301 Dove Street, Suite 700 

Newport Beach, CA 92660  

P: 949.208.8070 

semsley@bwbrdlawfirm.com  

Karen Harris 

Executive Assistant  

Legal Aid Society of  

Orange County 

2101 N. Tustin Avenue. 

Santa Ana, CA 92705-7819 

P: 949.571.5230 

kharris@legal-aid.com  

Marjean D. Hoyt, PHR 

Human Resources Manager 

Wright Finlay & Zak, LLP 

4665 MacArthur Crt., Suite 200  

Newport Beach, CA 92660  

P. 949.477.5063 

mhoyt@wrightlegalnet 

Paul D. Manhart  

[returning member] 

Firm Manager 

Fiore Racobs & Powers 

15635 Alton Parkway, Suite 200 

Irvine, CA 92618 

P: 949.727.3111 

pmanhart@fiorelaw.com  

Sylvia Rosas 

Assistant Administrator 

Aldrich & Bonnefin, PLC 

18500 Von Karman Ave., Suite 300 

Irvine, CA 92612-0524 

P. 949.474.1944 

srosas@ablawyers.com 

Tissy Smith   

[returning member] 

Firm Administrator  

Cooksey Toolen Gage Duffy & 

Woog APC 

535 Anton Blvd., 10th Floor 

Costa Mesa, CA 92626-1977 

P:  714.431.1080 

tinsmith@cookseylaw.com  
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     Members On The Move            

Steve Morris [new firm] 

Office Administrator  

Cooley, LLP 

101 California Street, 5th Floor 

San Francisco, CA 95111 

P: 415.693.2010 

 

Kathie Jones Jackson [new firm name] 

Administrator 

C.B. Jackson Law, APC 

2603 Main Street, Suite 700  

Irvine, CA 92614 

P: 949.419.1706 

 

Theresa Lawrence [new firm address] 

Office Administrator  

Jackson Lewis  

200 Spectrum Center Drive, Suite 500 

Irvine, CA 92618 

» 
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Happy Anniversary - 1st Quarter 2017 
December  January  February   

Donna Williams 25 years Kim Niccoli 18 years 
Mark Bridgeman, CLM, 

CRM 
16 years 

Susan Boyko 8 years Cathy McDavitt 17 years Theresa Lawrence, CLM 10 years 

Jennifer Bodenhoefer 8 years Mary Lou Czerner 9 years Melissa Hawkins 9 years 

Bruce Whisnant 8 years Brian Robbins, CLM 5 years Amy Wright, CLM 7 years 

Clark Snyder 2 years Lara Cassidy 4 years Tammy Curtis 6 years 

  Rachel Alm 3 years Sariah Para 4 years 

  Lisa Endo 2 years   

  Monica Perez 2 years   

  David Webb 2 years   

  Alejandra Henry-Mouzis 1 year   

  Angela Tietzer 1 year   

» 
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Silver Business Partners  

» 
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or your billing and time software and look up all of 

the unpaid client bills, as well as how overdue they 

are.  

 

Fadness also notes that small firms must have an 

office policy for following up with clients that are 

slow to pay.  They should be getting contacted on a 

weekly basis.  “This will increase cash flow and re-

duce the likelihood of your firm getting stiffed,”  she 

says.   

 

When you know how your firm is doing financially, 

and you dedicate the time to filing out your financial 

reports, you will only reap the benefits.  

 

LEARNING TO COLLABORATE WITH YOUR  

ACCOUNTING DEPARTMENT  

Your accounting department should not only be com-

ing up with checklists and reports for your firm.  They 

also have to analyze what’s going on and come back 

to you with insightful commentary.   

 

“[The accounting department] needs to draw leader-

ship attention to the issues that matter.,”  says 

Schweisberger.   “They can’t just produce the reports 

and let management figure out what they have to do.   

It’s not helpful to the managing partner or executive 

committee, which needs to be focused on taking ac-

tion and making decisions—not being business ana-

lysts.  They were trained to be really good attorneys.”   

 

THE BENEFITS OF FINANCIAL REPORTING CHECKLIST 

When you know how your firm is doing financially, 

and you dedicate the time to filling out your financial 

reports, you will only reap the benefits.   

 

“Following a financial reporting checklist helps to 

identify and correct errors or inconsistencies while 

they are still relevant, improve timeliness of  

collection, ensures vendor relationships are  

protected by reviewing and paying outstanding bills, 

add a level of control to your financial process, and 

ultimately lead to more accurate and timely financial 

reporting,” says Rebecca Kelley, CPA and Partner with 

EKS&H.  

 

Your firm will also be more confident in your decision 

making by having thorough and accurate information 

about your finances, says Schweisberger.  “If the 

owners aren’t confident about the future of the firm, 

that will come through to employees loud and clear.  

It can start to splinter a firm really quickly.”   

 

You won’t only be more secure in your decisions, but 

you can make better decisions in general.  “No one 

likes to wing it when dealing with their own money or 

other people’s money.”  says Schweisberger.  “No 

one likes to deliver bad news when a decision didn’t 

work out.  You need to have good control over the 

[financial] information.”   

 

When you figure out your firm’s finances and come 

up with a strategy to tackle any issues, Schweisberger 

says you’ll have a sense of order in your firm.  “The 

practice of law is chaotic enough.  The accounting  

department doesn’t need to make it worse.”   

 

ABOUT THE AUTHOR  

Kylie Ora Lobell is a freelance writer living in Los  

Angeles.  She covers legal issues, blogs about content 

marketing, and reports on Jewish topics.  She’s been 

published in Tablet Magazine, NewsCred, The Jewish 

Journal of Los Angeles and CMO.com.  

          

    E: kylieoralobell@gmail.com 

    www.linkedin.com/in/kylieoralobell 

    twitter.com/kylieoralobell  
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Sample PBC (Prepared by Client) List  
The following is a simple list that captures a common checklist of items that a CPA firm  

needs to be able to efficiently prepare a law firm’s tax returns.  

General  

□  Any amendments to the partnership or shareholder 

agreement made in the current year, if any.  

□  Current year-end trial balance in Excel format.  

Bank Reconciliations  

(Please provide the following in a separate file for each bank account, 

including trust accounts.)  

□  A bank reconciliation (reconciling the bank statement 

balance to the general ledger balance), if applicable.  

 √  Ensure that all bank reconciliations agree to the  

G/L and the bank balances agree to the bank statements. 

 √  Are there any issues with checks that were written 

180 days or more before year-end?  

 √  Are there any old deposits in transit?  

Trust Accounts  

□  Listing of funds held in trust by client and, if available, 

by matter.  

 √  Identify any client funds or matters that have been 

held by the firm for greater than a year from the year-end 

date.  

 √  If the matter or client is not active, please indicate 

why the funds are still being held.  

Fixed Assets  

□   Additions 

□   Disposals  

 √  Please provide the amount of any proceeds that 

were received, if any.  

Equipment Leases Entered into During the Tax Year  

□  Please provide any leases entered during the year.  

 √  If a dollar buyout exists, please provide the G/L 

detail of all payments made on this lease.  

Other Assets  

□  Schedule of client costs advanced receivable.  

□  Schedule of security deposits that ties to the G/L.  

□  Please provide a reconciliation detail for all other asset 

accounts greater than $5,000.  

 √ Please provide an explanation of any variances be-

tween the reconciliation and the G/L.    

Line of Credit/ Notes Payable  

□   Year-end statement that ties to the G/L.  

□   For any new loans, provide the signed loan documents 

and amortization schedules.  

Other Liabilities  

□   Pension schedule showing both staff and partner     

contributions, if any.  

□   For all other liability accounts, please provide any    

information available to support the balance in the         

accounts.  

Partner/Shareholder Information  

□  Name, address and Social Security number for any new 

partners/shareholders, if any.  

□   New address for partners/shareholders who have 

changed their addresses.  

Financial Checklist, cont. on page 32  
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Partner/Shareholder Expenses  

□   Please provide the amount of monthly parking paid on behalf of partners. 

 √     Please indicate in which G/L account these expenses are recorded.  

□   Please provide the amount and type of insurance premiums paid on behalf of each partner.  

 Income/Loss 

□   Provide payroll summary report from payroll company.  

□    Reconciliation of payroll expenses and payroll tax from the payroll summary report to the G/L.  

Tax Adjustments 

□    Please confirm the G/L account numbers that should be limited to 505 deductible meals and entertain-

ment.  

□    Amount of political contributions included in the G/L. 

□    Amount of club dues included in the G/L.  

□    Please indicate any other accounts that contain expenses that may be partially or totally nondeductible.  

State Apportionment  

□    List of states in which business either started or ceased to be conducted in the current year, if any.   

 

Reprinted with permission from Legal Management magazine, Volume 36, Issue 2, published by the  

Association of Legal Administrators, www.legalmanagement.org.  

EVALUATE YOUR DISCUSSION ON FINANCE  

Rebecca Kelley, CPA and Partner at EKS&H, will present on this topic at 

this year’s Annual Conference & Expo in Denver.  She’ll help you build 

the checklist of critical tasks that are essential for well-managed financial 

reporting.  Learn more on ALA’s website.   

Financial Checklist, cont. from page  31 
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The Employee’s Last Bite at the Apple – Less Discriminatory Alternative 

Even after the employer does all of that (whew!), the employee still gets one final shot at proving a violation of 

the law.  The regulations provide that even if an employer shows that the use of conviction information is   

job-related and consistent with business necessity, the employee can still prove there is a violation by  

demonstrating that there is a less discriminatory alternative that serves the employer’s goals, such as a more  

narrowly targeted list of convictions or another form of inquiry that evaluates job qualifications or risk as  

accurately without significantly increasing the cost or burden on the employer. 

 

All of this adds up to a complicated series of obligations and procedures an employer must follow in considering 

criminal convictions in the hiring process, for which any misstep can give rise to litigation. 

 

What’s Next? 

Now that the regulations have been approved, the FEHC will be submitting the complete rulemaking package to 

the Office of Administrative Law (OAL) by February 20, 2017.  OAL will then have 30 days to review the file and 

submit it to the Secretary of State’s office.  Therefore, under timelines established in Government Code section 

11343.4, the regulations will most likely become effective July 1, 2017.  

 

Mr. Ebbink is an attorney with Fisher & Phillips' Sacramento office. 

Reprinted with permission 

Final FEHC, cont. from page 8 

 

Karen Harris, cont. from page 13 

The person Karen most admires is Pope Francis.  To her, he personifies virtues she admires: compassion, 

justice, and faith. 

Karen's favorite pastime outside of the office is watching gymnastics.  She was a certified women’s  

gymnastics judging official for 18 years and she still loves watching the sport. 

Karen's favorite hobbies are coastal hikes; watching Jeopardy; and playtime with her French Bulldog, Huell 

Howser. 

Welcome to OC-ALA, Karen!  May your days be many, happy, and filled with opportunities to play with 

Huell Howser!   

 

» 
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Wednesday, March 1, 2017—Small Firm Section Meeting, Costa Mesa  

Thursday, March 9, 2017—Board Meeting, Irvine  

Friday, March 10, 2017—Law Firm Leadership Forum, Costa Mesa  

Thursday, March 16, 2017—Large Firm/Branch Office Meeting,  Costa Mesa 

Wednesday, March 29, 2017—Members Dinner, Newport Beach 

 UPCOMING EVENTS TO BE POSTED SOON.  

To register for an event, click on the link.  To view the calendar in its entirety, click here. 

OC-ALA’s Upcoming Calendar of Events 

www.OrangeCountyALA.org 

http://orangecountyala.org/events/EventDetails.aspx?id=802801&group=
http://orangecountyala.org/events/EventDetails.aspx?id=802814&group=
http://orangecountyala.org/events/EventDetails.aspx?id=925219&group=
http://orangecountyala.org/events/EventDetails.aspx?id=802828&group=
http://orangecountyala.org/events/EventDetails.aspx?id=802831&group=
http://orangecountyala.org/events/event_list.asp
http://orangecountyala.org/?

