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President’'s Corner

Dear SEALA Members and Friends,

The dark, dreary winter days of February are now behind us, and
the bright colorful days of Spring are just around the corner!

We have been busy in SEALA, and if you haven't been attending
meetings, you may have missed those activities. In September,
TEAM SEALA walked for Diabetes and in October, TEAM SEALA
walked again this time for Breast Cancer. In November, we
provided Thanksgiving dinners {ith all the fixins!) to two CASA
families; and in December, we provided Christmas gifts for the
entire family of a child with a chronic illness. In January a small
group of members went to the Ronald McDonald House and baked
cookies and banana bread for the residents.

Speakers, we've had a few! January brought Bill Broker of Georgia
Legal Services and the prospect of future pro bono opportunities for
interested SEALA members. In February, well known Savannah
attorney Alex Zipperer, of Zipperer and Lorberbaum, addressed the
membership about Criminal Law opening our eyes to the
mechanism of the judicial system as it pertains to Criminal Law.

The March business meeting will be an important meeting We will
have a business meeting without a speaker because several
important items require discussion. On the Agenda thus far are
amendments to our by-laws, the SEALA seminar and cell phone
collection. You will find the proposed amendments later in this
issue to prepare you for voting at the meeting. Planning for this
year's seminar will also be discussed. The tentative date is Friday,
October 1°'. That date was picked with Oktoberfest in mind, hoping
our out-oftown friends will come and stay the weekend to
experience Savannah! If you would like to serve on the Seminar
Committee, please contact Eunice Bolen at eunice@bart-law.com,
I'm sure she would welcome all volunteers. We will also discuss
our cell phone collection drive, which will begin soon. We will
collect old cell phones and contribute them to a vendor, the vendors
restore the phones to working order and program them with
emergency contact numbers, and distribute to SAFE Shelter
families for emergency usage only.

If you would like to help with ParaLink, please contact Pam Bebon
at pbebon@huntermaclean.com. The new webpage will soon be
up and running with a new look and new links! Visit http://seala.org
and take a look!

Lots of exciting things happening - don't YOU want to be part of all
that is happening with SEALA??? Come and be a part - it's a great
place to network and commiserate with those in the same field who
can understand where you are coming from!

Vicki H. Garrett, CLA
March 1, 2004

If you have ideas to share, please contact me at
vgarrett@huntermaclean.com - remember, this is your organization!
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Special M essage from Kim Goode, 2" VP Elect Paralink your

Hello everyone!

Just a note to say thank you so much for the confidence you
have placed in me in alowing me to be your Second Vice
President!

| am so excited about the coming year and hope to be part of
the organization’s growth. If anyone has any ideas for
obtaining new membership, please voice your opinion. |deas
are always welcome! Already | have a new student
membership application from a young lady in my “Spanish
for the Legal Profession” class. Thiswill be effective in to the
boosting SEALA’s membership.

Kim Goode
Second VP Elect

and beyond

PARALINK is a bi-monthly publication of the Southeastern
Association of Legal Assistants (SEALA).

Please direct any inquiries or articles for PARALINK to:
Editor: Pam Bebon pbebon@huntermacl ean.com

Phone (912)236-0261
Fax:  (912)236-4936
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March Meeting Agenda Matters

As Vicki mentioned at the last meeting and in her President's message, the
following are matters to be discussed at the March meeting. In light of the

St. Patrick’'s Day festivities, the meeting has been rescheduled to March
25",

If you have any items you wish included on the Agenda, please contact
Vicki prior to the meeting.

Proposal No. 1 That the Executive Committee solicit from every member, in whatever capacity
(active, student, associate, etc.), a one-time contribution of $15. The funds collected from the one-time
contribution shall be used to establish a SEALA store which shall offer various items of merchandise to
its members and the general public that contain SEALA's name, logo, purpose statement, and/or any one
or combination thereof.

Proposal No. 2 That a committee be established to form and maintain the SEALA store. The
committee shall be designated the "SEALA Store Committee." The SEALA Store Committee members
shall be responsible for selecting merchandise from available merchants, in their sole and absolute
discretion, and shell present their selections to the general membership for approval. Additionally, the
Committee members shall be responsible for making and bringing a SEALA Store catalog, and various
items of merchandise to al regular, annual and specia meetings of the membership so that members can
purchase said items. Committee members shall also be responsible for bringing SEALA store catalogs to
any seminars hosted by SEALA, and or special events in which SEALA participates so that merchandise
will be available for purchase.

Proposal No. 3 That the annual dues for active members be increased from $60 to $85. The
additional $25 shall be used to stock and maintain the SEALA store.
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SOUTHEASTERN ASSOCIATION OF LEGAL ASSISTANTS
OF GEORGIA

REVISED, AMENDED AND RESTATED BYLAWS

ARTICLE |
NAME AND AFFILIATION

The name of this association shall, be the SOUTHEASTERN ASSOCIATION OF LEGAL ASSISTANTSHocated-in
Savannah-Georgia:. This association shall be affiliated with the National Association of Legal Assistants, Inc.

ARTICLE II
OBJECTS& PURPOSES

21 To establish good fellowship among association members, the National Association of Legal Assistants, Inc.,
and members of the legal community.

22 To encourage a high order of ethical and professional attainment.

23 To further education among members of the profession.

24 To cooperate with bar associations

25 To support and carry out the programs, purposes, aims and goals of the National Association of Legal

Assistants, Inc.
ARTICLE 111l
POLICY

This association shall be nonsectarian, nonpartisan, nonprofit- and nonunion. No actions or programs may be initiated
or undertaken (now or in the future) in conflict with the bylaws of the National Association of Legal Assistants. Inc., or of the
policies of that Association.

ARTICLE IV
MEMBERSHIP

ACTIVE MEMBERS: Active membership is open to any individual who meets at least one of the following
requirements. This is the only membership classification which carries full voting membership privileges. Active members are
aso the only NALA members who may serve as association officers, member of the Board of Directors or committee
chairwomen/chairmen.

41 Any hadividualindividual who has successfully completed the Certified Legal Assistant (CLA) examination
of NALA _and maintains the CL A designation through NALA's required continuing education requirements. Additionally, an
active member shall attend a minimum of six (6) out of twelve (12) regular monthly meetings; or, in the event of participation
on a standing or special committee, an active member shall attend all regular committee meetings, and attend a minimum of
four (4) out of twelve (12) regular monthly meetings, or

4.2 Any individual who has graduated from an ABA approved program of study for legal assistants,
Additionally, an active member who qualifies for membership under this Section 4.2 shall attend a minimum of six (6) out of
twelve (12) regular monthly meetings; or, in the event of participation on a standing or special committee, an active member
shall attend all reqular committee meetings, and attend a minimum of four (4) out of twelve (12) regular monthly meetings, or

4.3 Any individual who has graduated from a course of study for legal assistants which is institutionaly
accredited but not ABA approved, and which requires not less than the equivalent of 60 semester hours of classroom study.
Additionally, an active member who qualifies for membership under this Section 4.3 shall attend a minimum of six (6) out of
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twelve (12) regular monthly meetings, or, in the event of participation on a standing or special committee, an active member
shall attend all regular committee meetings, and attend a minimum of four (4) out of twelve (12) regular monthly meetings, or

44 Any individual who has graduated from a course of study for legal assistants other that-than those set forth in
numbers-Sections 4.2 and 4.3 above, plus not less than six (6) months of in-house training as a legal assistant_in a full-time
capacity performing duties typically performed by a paralegal, which do not include, in their majority, secretarial or
administrative duties, whose attorney/ employer attests that such person isqualified asa legal assistant. Additionally, an active
member who _gualifies for membership under this Section 4.4 shall attend a minimum of six (6) out of twelve (12) regular
monthly meetings, or, in the event of participation on a standing or special committee, an active member shall attend all regular
committee meetings, and attend a minimum of four (4) out of twelve (12) regular monthly meetings,, or

45 Any individual who has received aan associates or baccalaureate degreein any field, plus not lessthan six (6)
months in-house training as alegal assistant_in afull -time capacity performing duties typically performed by a paralegal, which
do not include, in their majority, secretarial or administrative duties, whose attorney/employer attests that such person is
qualified as a legal assistant. Additionally, an active member who qualifies for membership under this Section 4.5 shall attend
a minimum of six (6) out of twelve (12) regular monthly meetings, or, in the event of participation on a standing or special
committee, an active member shall attend all regular committee meetings, and attend a minimum of four (4) out of twelve (12)
regular monthly meetings, or

4.6 Any individual who has a minimum of three (3) years of law--related experience under the supervision of any
attorney, including at least six (6) months of in-house training as a legal assistant_in a full-time capacity performing duties
typically performed by a paralegal, which do not include, in their majority, secretarial or administrative duties, whose
attorney/employer attests that such person is qualified as a legal assistant. Additionally, an active member who qualifies for
membership under this Section 4.6 shall attend a minimum of six (6) out of twelve (12) regular monthly meetings, or, in the
event of participation on a standing or special committee, an active member shall attend all reqular committee meetings, and
attend aminimum of four (4) out of twelve (12) regular monthly meetings, or

47 Any individual who has a minimum of two (2) years of in-house training as a legal assistant, whose
attorney/employer attests that such person is qualified as a legal assistant._ Additionally, an active member who qualifies for
membership under this Section 4.7 shall attend a minimum of six (6) out of twelve (12) regular monthly meetings, or, in the
event of participation on a standing or special committee, an active member shall attend all regular committee meetings, and
attend a minimum of four (4) out of twelve (12) regular monthly meetings.

ASSOCIATE MEMB ERS: Associate membership is open to any individual who meets at least one of the
following qualifications.

4.8 Those members of bar associations endorsing the legal assistant concept or involved in the promotion of the
Legallegal assistant profession, or

49 Those members of the educational field endorsing the legal assistant concept or involved in the promotion of
the legal assistant profession, or

4.10  Those personsdirectly involved in the supervision of legal assistants.

STUDENT MEMBERS: Student membership is open to any individual who is a full-time student in good standing
in any college, junior college, or other school and is pursuing a course of study as alegal assistant-A-full-time-student-shall-be

SUSTAINING MEMBERS: Sustaining membership is available to those individuals, law firms, corporations
and legal assistant programs representatives who endorse the legal assistant concept or are actively involved in the promotion
of thelegal assistant profession who contribute dues of $50.00 or any amount in excess thereof.

ARTICLE V
APPLICATION FOR MEMBERSHIP
Application for membership shall be submitted to the affiliated association on forms approved by the association's

membership. The forms should clearly state that the association is an affiliated association of the National Association of Legal
Assistants, Inc., and that all members are bound by the NALA Code of Ethics and Professional Responsibility in addition to
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any code adopted by the association. Approval of membership shall be noted on the forms in accordance with standing rules
adopted by this association.

The Executive Committee of this association may at any time or from time to time prescribe further rules and
requl ations defining and governing the admission of individuals to membership in this association.

ARTICLE VI
MEETINGS

6.1 This association shall meet at not less than quarterly intervals which may include attendance at association
sponsored seminars or workshops. One fourth of the membership of this association shall constitute aquorum. In the event of a
vote of dissolution, a quorum shall consist of twe-thirds(2/3)a simple majority of the voting-members of the association:
entitled to vote thereon.

6.2 Special meetings may be either called by the President, by two-thirds of the members of the Executive
Committee, or by any five (5) active members of the membership entitled to vote and in good standing, upon fifteen-{15not less
than ten (10) nor more than thirty (30) dayswsitten-notice to all members of record.

6.3 This association will hold a minimum of four (4) educational events or atotal of ten (10) hours of education
during each fiscal year in order to maintain affiliation with the National Association of Legal Assistants, Inc. These programs
may be held in connection with aregular meeting of the membership.

6.4 Annual programs shall be held in August or September for the purpose of electing officers, hearing reports of
officers and chairman/chairwoman, electing a NALA Liaison and adopting a budget for the ensuing fiscal year. Notice of
annual meeting shall be in writing to all members of record at least ten (10), but not more than thirty (30) days prior to the
meeting. Notice will also contain the slate of officers.

6.5 By a simple majority vote of the members present at any regular monthly business meeting or annual meeting
of the membership, any proposition before a meeting of the membership shall be taken by written ballot. The motion for a
written ballot shall take precedence over any pending questions, proposition or motion before the meeting. 1f such motion shall
carry, then the ballot on such pending question, proposition or motion shall be by written ballot, which ballot shall not require
the identification of the member voting.

6.6 All meetings of the membership shall be held in such place as designated by the President or the President-

Elect.

6.7 The annual meeting shall be held upon the call of the President, or the affirmative vote of two-thirds of the
Executive Committee. The Secretary shall cause notice of the time and place of such meeting to be given to each member not
less than thirty (30) nor more than forty-five (45) days prior to the date of such meeting. Notice of the meeting shall be given
to all members of record by (i) written notice sent to the member's address of record; (ii) email transmission; (iii) telephone; or
(iv) facsimile transmission.

6.8 The Secretary shall cause notice of the time and place of any special meeting to be given to each member not
less than seven (7) nor more than ten (10) days prior to the date of such special meeting. Notice of the meeting shall be given
to all members of record by (i) written notice sent to the member's address of record: (ii) email transmission; (iii) telephone; or
(iv) facsimile transmission.

6.9 The Secretary shall cause notice of the time and place of any reqular monthly meeting of the membership to
be given to each member not less than seven (7) nor more than fifteen (15) days prior to the date of such regular monthly
meeting. Notice of the meeting shall be given to all members of record by (i) written notice sent to each member's address of
record; (ii) email transmission; (iii) telephone; or (iv) facsimile transmission.

6.10 Any member shall be deemed to have waived notice of the time, place and purpose(s) of any special, annual
or regular meeting of the membership by appearing at such meeting unless such appearance is specifically for the purpose of
contesting the validity thereof and the member shall then and there file with the Secretary of the association a written objection
to such effect before the meeting shall have commenced.




6.11 A _member may resign at will by submitting a written resignation to the President, President-Elect or
Secretary of the association. Such resignation shall be deemed to be effective when accepted by the Executive Committee if it
has no effective date stated therein and the dues paid for the current year will be forfeited.

6.12 The Executive Committee shall cancel the membership of any member by a simple majority vote upon
determining that such member has: (i) been convicted of afelony:; (ii) violated the Code of Ethics of this association or NALA;
or_(iii) has not attended the required number of meetings to maintain_such member's status as an active member in the
association. Additionally, the Executive Committee may cancel the membership of any member by a simple majority vote
upon determining that such member has. (i) been quilty of conduct actually and substantially injurious to the good name of the
association or NALA: or (ii) failed to maintain a high standard of professional ethics, which in either case would have been
deemed sufficient for a rejection of membership application. Right to appeal shall be as provided in these bylaws and not
otherwise.

6.13  Any individual whose membership shall have been canceled may make written appeal for reinstatement as

follows:

a To the Executive Committee, which appeal shall be considered within thirty (30) days of submission thereof.
Appellant shall have the right to appear before the Executive Committee at said meeting where Appellant's appeal is to be
considered.

b. To the membership, by forwarding written notice of appeal to the Secretary not less than forty-five (45) days
prior to the date of the next annual or regular monthly meeting of the membership. Such notice shall be placed upon the
agenda of said annual or special meeting as one of the items to be considered. Appellant's membership shall be reinstated only
upon a simple majority vote at such annual or regular monthly meeting.

C. No individual whose membership shall have been cancelled shall have the right to apply for reinstatement
more than one time.

d. No individual whose membership shall have been cancelled and whose application for reinstatement shall be
pending shall exercise any rights of membership pending determination of such application.

e In all cases regardless of the reason behind the cancellation of membership, should Appellant's membership
be reinstated, said member shall be entitled to exercise full membership rights, including voting rights, but said member shall
be under a probationary period of ninety (90) days. During the probationary period, said member whose membership has been
reinstated shall be required to attend all annual (if any during the probationary period), regular nonthly meetings and any
special meetings called and noticed as aforesaid. |f said reinstated member fails to attend any meeting as aforesaid during the
probationary period, said member's membership shall be cancelled and the member will have no right of appeal.

6.14 Any transaction of business by the members at any meeting which was invalidly noticed, convened or
conducted shall be as though fully valid if (a) such business is subsequently approved and ratified at any meeting of the
membership, or (b) a quorum had not been present in person (or by absentee ballot), at any such earlier invalid meeting and if
thereafter the balance of the membership who were neither present nor represented at such meeting shall execute a consent to
the transaction of such husiness ratifying the same or shall execute an approval of the minutes thereof. Any such waivers,
consents or_approvals shall be filed with the Secretary of the association and made a part of the minutes and records of the
association.

ARTICLE VII
DUES AND ASSESSMENTS

The dues of this association shall be voted on by the executive committee each year, due August 1st of each year,
payable by October 1st. Dues shall not be prorated.



ARTICLE VIII

OFFICERS, EXECUTIVE COMMITTEE
AND CHAIRMAN OR CHAIRWOMAN

8.1 The elected officers shall be President, First Vice-President, Second Vice-President, Treasurer, Secretary,
and-NALA Liaison, President-Elect, Treasurer-Elect, and Secretary-Elect.

82 The appointed officer shall be the Parliamentarian.

8.3 The Executive Committee shall be composed of elected and appointed officers. The Executive Committee
shall act as a planning committee bringing recommendations to the membership for a vote. This committee shall meet at least
quarterly and at other times as called by the President.

8.4 Theterms of office shall be one year-successive terms-shall-belimited-to-one(1) year.

85 No officer or member shall be compensated for association duties. However, upon a majority vote of the
membership, persons may be reimbursed for out-of-pocket expenses in connection with association related activities, provided
the expenses have been authorized to expenditure and receipts are provided.

8.6 The membership shall elect all officers of the association at the annual meeting. Voting shall be by written
ballot, except when there is but one candidate for any office. In that event, if there is no objection, the election for that office
may be by hand or voice vote. Prior to the submission of the ballot at the annual meeting, the President shall appoint a judge
and two (2) tellers for the purpose of tallying the votes, including all absentee ballots. The Judge shall certify the results of
said vote to the President, who shall announce the results to the membership. A majority shall elect. In the event of atie, the
voting members shall immediately proceed to vote by ballot to dissolve such tie. Should the vote by ballot fail to break the tie,
the winner shall be determined by lot drawn by the President.

8.7 An officer may resign at any time by delivering written notice thereof to the President of the association.
Such resignation shall take effect at the time specified therein, or, if atime is not specified, then upon receipt of such notice, at
which time the Executive Committee members will be notified of the resignation.

8.8 An officer may be removed from office at any time, with or without cause, by a simple majority vote of the
membership at any special meeting called and properly noticed. The notice of the special meeting shall specifically state that
one of the mattersto be considered at the special meeting isthe removal of said officer, but the notice does not have to state the
reason removal of the officer is sought.

ARTICLE IX
ELECTION OF OFFICERS
9.1 The President shall appoint a nominations and elections Chairman or Chairwoman at least sixty (60) days

prior to the annual meeting of the association to present a slate of offlcers to the membershi p thirty (30) days prlor to electlon
No name shall be on the slate without consent of the candidate.-Nominal =! cle

be by majority vote of members present.

9.2 Names of appointed officers must be presented by the President by the first meeting of the new fiscal year.

9.3 Names of newly elected or appointed officers shall be submitted to NALA Headquarters and the Affiliated
Associations Director at least thirty (30) days after election and/or appointment.

9.4 In the event this association has more than one class of membership, only full, active and in good standing,
voting members may hold office.

9.5 Unexpired terms of office shall befilled by appointment of the Executive Committee.

9.6 Any officer (elected or appointed) absent from three consecutive meetings with or without gead-cause, may
be removed from office by the Executive Committee.

9.7 There shall be no voting by proxy at any time.
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9.8 In the event an active voting member in good standing is unable to attend the annual membership meeting at
which one of the purposesis to elect a slate of officers for the upcoming fiscal year, that member shall notify the President in
writing not less than fifteen (15) days prior to the annual meeting of the member's absence, and in said notice, shall request an
absentee ballot. The member's written notice shall be delivered to the Secretary for inclusion in the associations minutes.
Within five (5) days of receiving said written notice, the President shall mail or deliver the absentee ballot to the member at the
member's address of record. The member shall complete the absentee ballot and mail or deliver same in a sealed envelope to
the President in such a manner as the President shall receive the absentee ballot on or before the day of the annual meeting.
The absentee ballot shall remain sealed and the President shall deliver the absentee ballot to the officials in charge of tallying
the votes.

ARTICLE X

STANDING AND SPECIAL COMMITTEE
CHAIRMEN/CHAIRWOMEN

The President shall appoint the following standing committee chairmen or chairwomen:

Bylaws

Educational Program (First Vice President)
Membership (Second Vice President)
Finance (Treasurer)

Nominations & Elections

Audit Committee

Public Relations

Special committee chairmen/chairwomen may be appointed by the President, as needed, with the approval of the
membership.

ARTICLE XI

DUTIESOF ELECTED AND APPOINTED OFFICERS
AND CHAIRMEN/CHAIRWOMEN

11.1 President: The President shall preside over all Executive Committee meetings and membership meetings.
The President shall appoint a Parliamentarian, special and standing committee chairmen/chairwomen as provided in these
bylaws. The President shall pass files to successor immediately upon installation and shall cause all other officers and
chairmen/chairwomen files to be passed to respective successors. The president shall be ex-officio (non-voting) member of all
committees except the committee on Nominations and elections._The President or the President-Elect shall also be required to
submit reqular articles for publication in each addition of the Paralink.

11.2 First Vice President: The First Vice President shall preside and shall assume all duties assigned to the
President in the President's absence. This officer shall automatically be chairman/chairwoman of the committee on education.
These duties shall include planning seminars, workshops and working with NALA in the event of co-sponsorship of any
program. The First Vice President shall also be responsible for fulfilling the educational requirements under Article VI of these
bylaws and shall report such educational meetingsto the NALA Liaison.

11.3 Second Vice President: The Second Vice President shall automatically be chairman/chairwoman of the
membership committee and shall be charged with the responsibility of developing programs to encourage membership in the
association. This officer shall receive applications for membership and present names of applicants to association members for
acceptance or rejection. Upon approval of membership, application cards all be signed by this officer and delivered to the
Treasurer with dues payment. The Second Vice President shall work with her/his national counterpart (NALA Second Vice
President) to encourage membership in NALA._The Second Vice President shall be responsible for maintaining a current list
of all members of the association, their current address, place of employment, telephone number, and email address, and shall
make the list available to the President or President-Elect and any member of the Executive Committee upon request.
Additionally, the Second Vice President shall prepare a report and submit same to the membership certifying the current active
members in good standing entitled to vote at least thirty (30) days prior to the annual membership meeting.
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114 Secretary: The Secretary shall be responsible for minutes for all meetings and keeping permanent minutes.
This officer shall assist the President in any way including giving notice of meetings. Association minutes of any meetings
shall be available upon request.

115 Treasurer: The Treasurer shall deposit all funds and make all disbursements, subject to approval of the
Executive Committee and as provided in the budget. Any extraordinary expenses must be approved by the membership before
oblrgatr on to pay. The Treasurer shall be chairman/chairwoman of the Finance Committee. Fhis-committee shallpreparea

A |-meeting: The Budget shall be submitted to

the Executrve Commrttee prror to preeentatron at the Annual Meetrng The Treasurer may be bonded (premium paid by the
assocratron) All drsbursements of aseocratron funds must be by assocratron check, srgned by any two Executive Officers.

Treasurer-Elect shall be responsi bIe for Drasentr ng a monthlv report to the membershrD at its reqular busr ness meetlnq The
report shall include, at a minimum, the balance on hand in all accounts maintained on behalf of the association, all expenditures
for the prior month, and all receivables for the prior month.

ARTICLE XII

DUTIES OF ELECTED AND APPOINTED
OFFICERS AND CHAIRMAN/CHAIRWOMEN

12.1 NALA Liaison: This officer shall be a N\LA member, shall be familiar with the NALA Bylaws and
Standing Rules, shall receive minutes of all NALA meetings, and shall represent the association at the NALA annual meeting
of Affiliated Associations. This officer shall report quarterly on association activities to the NALA affiliated associations
director on forms provided by NALA headquarters, and shall report all RIILFLY namesto NALA headquarters and the NALA
affiliated association's director.

This officer may submit items the association wishes discussed to the NALA affiliated association's director
and shall participate in discussion sessions at NALA annual meetings. A report to association members on the NALA annual
meeting will be required.

This officer shall, within sixty (60) days of passage, notify the NALA Parliamentarian and affiliated association's
director of any changes in the association's bylaws. This officer shall be the main contact between NALA and the association.
This officer shall be amember of the governing body of this association.

12.2 Parliamentarian: The Parliamentarian shall attend all meetings and give opinions on parliamentary
procedures upon request of the President. This officer shall be familiar with association bylaws, NALA bylaws, shall receive
all proposed bylaw amendments, prepare standing rules and amendments to standing rules and bylaws upon request of the
Executive Committee. Robert's Rules of Order Newly Revised shall serve as parliamentary authority for items not covered by
these bylaws or the association standing rules.

12.4 Nominations and Elections: See Article | X.

ARTICLE XIII
FISCAL YEAR

The fiscal year of this association shall be from September 30th to October 1st.
ARTICLE XIV

CODE OF ETHICS
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14.1 Every member of this association shall subscribe to and be bound by the Code of Ethics and Professional
Responsibility of the National Association of Legal Assistants, Inc., and any other code so adopted by the membership of this
association. Violations of the NALA Code shall be grounds for immediate dismissal from membership and/or removal from
office.

14.2 A legal assistant shall not perform any of the duties that lawyers only may perform nor do things that lawyers
themselves may not do.

14.3 A legal assistant- may perform any task delegated and supervised by a Lawyer so long as the lawyer is
responsible to the client, maintains a direct relationship with the client, and assumes full professional responsibility for the
work product.

14.4 A legal assistant shall not engage in the practice of law by accepting cases, setting fees, giving legal advice or
appearing in court (unless otherwise authorized by court or agency rules).

145 A legal assistant shall not act in matters involving professional legal judgment as the services of alawyer are
essential in the public interest whenever the exercise of such judgment is required.

14.6 A legal assistant must act prudently in determining the extent to which a client may be assisted without the
presence of alawyer.

14.7 A legal assistant shall not engage in the unauthorized practice of law.

14.8 A legal assistant must protect the confidences of a client, and it shall be unethical for a legal assistant to
violate any statute now in effect or hereafter to be enacted controlling privileged communications.

14.9 It is the obligation of the legal assistant to avoid contact which would cause the lawyer to be unethical or
even appear to be unethical and loyalty to the employer isincumbent upon the legal assistant.

14.10 A lega assistant shall work continually to maintain integrity and a high degree of competency throughout
the legal profession.

14.11 A legal assistant shall strive for perfection through education in order to better assist the legal profession in
fulfilling its duty of making legal services available to clients and the public.

14.12 A legal assistant shall do all things incidental, necessary or expedient for the attainment of the ethics and
responsibilities imposed by statute or rule of court.

14.13 A legal assistant is governed by the American Bar Association Model Code of Professional Responsibility
and the American Association Model Rules of Professional Conduct.

ARTICLE XV
AMENDMENTSTO BYLAWS

15.1 Bylaw Amendments not in conflict with NALA bylaws may be adopted by two-thirds (2/3) of members
present at any regular meeting. The NALA Parliamentarian must be advised of any amendments within sixty (60) days of

passage.

15.2 Any member may submit a proposed amendment to the bylaws by delivering the proposed resolution in
written form to the Secretary of this association no later than twenty (20) days prior to any regular monthly business meeting of
the membership. The proposed amendment shall be discussed at the following regular monthly business meeting but, in no
event, shall the proposed amendment be voted on until at |east the second regular monthly business meeting of the membership
after the proposed amendment has been delivered to the Secretary.

ARTICLE XVI

DISSOLUTION
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In the event of dissolution of this association, all property and assets shall be distributed to a nonprofit charitable
organization as defined by the Internal Revenue Code, to ,be selected by a majority vote of the remaining members of the
association, notice having been given to members of the association and the NALA affiliated association's director at |east
fifteen (15) days prior to the meeting. In no event shall any of such property and assets be distributed to any member or private
individual .

ARTICLE XVII
RETENTION OF AFFILIATION

Affiliation with the National Association Of Legal Assistants, Inc., is renewable each year by payment of an
Affiliation fee and attached to a current membership roster. In the event of suspension of the affiliation, this association may
reaffiliate with NALA by submitting a new application with the membership roster, bylaws, sample educational programs,
petition and current initial fee.

In addition to the renewal fee, this association must comply with the required reports and requested procedures as
outlined in those bylaws.

The annual renewal fee is payable on October 1st and delinquent November 1st. Payment received after the due date
must be accompanied by alate fee penalty established by NALA.

ARTICLE XVIII

INSPECTION OF RECORDS

Inspection of the books, accounts and records of the association by its membership shall be limited to such times and
places as may be fixed by the Executive Committee at any time or from time to time by appropriate resolution. If the
Executive Committee in its sole discretion shall determine that any proposed use is or appears to be other than alegitimate use
or_appears to be hostile to the interests of the association, the Executive Committee need only make such records available to
any member or members as shall be mandatorily required under the laws of the State of Georgia.
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~ SEALA was honored to have the Honorable Louisa
Abbott speak at the spring Seminar in May at the Coastal
Georgia Center. For those of you that were unable to
attend the seminar, Judge Abbott’s speech is reprinted
here. ~

Honorable L ouisa Abbot
Chatham County Superior Court | Courthouse|
Savannah, GA

Let me start this talk on ethics by demonstrating some
ethical behavior:

Much of this presentation is borrowed from other
sources, including  materia | found at
www.paralegals.org. - in particuar a report on an
NFPA convention at which a Texas lawyer named Bill
Mateja offered remarks and from an article on the same
web site by Lindsey Martin-Bowen entitled, "Help, |
Need a Secretary.” | aso received very valuable help
from my assistant Angela Bufaini who was my
paralegal at the law firm | left to become a judge and
who is a graduate of the South College paralegal
program.

| have often quoted the witty lawyer who said, "If it
weren't for clients, judges and other lawyers, practicing
law would be great." | suspect that many of you could
apply that to your own situation and say that if it
weren't for clients, judges, lawyers and especially the
lawyers | work with, being a paralegal would be great.
At least, | gather that paralegals suffer some frustration
with their own supervising attorneys based on attorney
Matgjas tongue-in-cheek suggestions for advice
paralegals should give to new lawyers:

1. Never give me work in the morning. Always wait
until 5 p.m.; then bring it to me. The challenge of a
deadline is refreshing.

2. If it's redly a "rush job," run in and interrupt me
every 10 minutes to inquire how it's going. That helps!

3. If my arms are full of papers, boxes, books or
supplies, don't open the door for me. | need to learn
how to function as a paraplegic, and opening doors is
good training.

4. If you give me more than one job to do, don't tell me
which is the priority. Let me guess.

5. Do your best to keep me late. | love the office and
really have nowhere to go or anything to do.
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6. If ajob | do pleases you, keep it a secret. Leaks like
that could cost me a promotion.

7. 1f you don't like my work, tell everyone. | like my
name to be popular in conversation.

8. If you have specia instructions for a job, don't write
them down. In fact, save them until the job is almost
done.

9. Never introduce me to the people you're with. When
you refer to them later, my shrewd deductions will
identify them.

10. Tell me al your little problems. No one else has
any, and it's nice to know someone is less fortunate.

11. Be nice to me only when the job I'm doing for you
could redly change your life.

| would add this one as number 12: Yes, | do read
minds, so you don't have to tell me what you want. It
will just magically appear in your inbox.

To the extent you can identify with the message of
these suggestions, | feel for you.

Your position places you in a particularly vulnerable
and difficult position, especialy when the supervising
attorney is less than helpful, dumps work on you,
doesn't give you adequate instructions, expects more
than is humanly possible and in general gives you little
or no supervision. | submit to you that in that
circumstance you are placed, not of your devices but
by your supervising attorney's conduct, into an ethical
dilemma. Why? Because paradega work can be
ethically and professionally performed only when the
paralega is competent to perform the work, is given
adequate time to become familiar with the tasks and
issues and is supervised appropriately.

The Model Standards and Guidelines for Utilization of
Legal Assistants adopted by the National Association
of Legal Assistants make it very clear that it is the
obligation of legal assistants to avoid practicing law.
That means that the legal assistant may not perform
services that require the exercise of independent
professional legal judgment. If the attorney is not
supervising appropriately, then the paralegal becomes
in effect the lawyer and this is, in al likelihood, the
most complicated ethical dilemma for a par alega.

The question, as with all ethical dilemmas, is what do
you do about it? If you are in a large firm, you may
have avenues to management to address your concerns.
Having other experienced paralegals who could "train"
the lawyer to understand the roles of the legal assistant



and attorney would be helpful. Complaining may or
may not be an option, beginning with the supervising
attorney and going up the chain of comman. Even if
those avenues are unavailing, you should document
your concerns to the supervising attorney. Ultimately,
this makes it his or her ethical dilemma as well. | am
aware of circumstances though where the paralegal’s
only viable option was to quit.

The trouble with ethics is that the rules of ethics are not
aways clear. Everyone here is presumably familiar
with the Georgia Rules of Professional Conduct and is
aware that they apply to attorneys. Attorneys can be
disciplined for violating those rules. Even if the
attorney is not directly responsible for the violation, he
or she is punishable if a person under his or her
supervision commits a violation of the rules. That is
spelled out very clearly in Rule 5.3. With respect to
nonlawyers employed by a lawyer, law firms must
ensure that nonlawyer employees conduct is
compatible with the professional obligations of the
lawyer. A supervising attorney is responsible for the
conduct of nonlawyer employees if the lawyer orders
or has knowledge of specific unethical conduct or
ratifies the conduct or finds out about the conduct and
fails to take steps to prevent the consequences of
unethical behavior or fails to mitigate the harm. The
NALA guidelines also specify that the legal assistant
must understand the Rules of Professional Conduct.

So the potentia liability of an attorney for unethical
conduct by a paralegal is very broad. What that means,
of coursg, is that the rules of professiona conduct
apply vicariously to paraegals. That makes a great deal
of sense because the essence of paralegal work is
performing tasks which are legal in nature including:
Interviewing clients; drafting pleadings and other
documents; carrying on lega research; researching
public records; preparing discovery requests and
responses, scheduling depositions; summarizing
depositions and other discovery  responses,
coordinating and managing document production;
locating and interviewing witnesses, organizing
pleadings, trial exhibits and other documents;
preparing witness and exhibit lists; preparing trial
notebooks, preparing for witnesses' trial attendance;
and assisting lawyers at trials. Unless performed in
accordance with the ethical rules, harm can come to the
Attorney as a result of disciplinary proceedings and
most importantly, harm can come to the client.

If ethics could be summed up in one proposition, it is
this. The fundamental premise of ethical practice is
loyalty to one's client and his or her needs and
interests. Even if you are not intimately conversant
with the published rules of ethical conduct (few people
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are, although we are all deemed to know them), if you
remember that mandate, you will have few problems.
Put the client's interest first, above all else, and it will
be hard to go wrong.

A good for instance and an example of an area where it
is easy to stray into ethical violations is the duty of
confidentiality. The responsibility of maintaining client
secrets applies to everyone in a law firm. Seems so
simple. Yet, time after time, | have been sitting in
lawyer's offices and overheard employees discussing
another client's matters at the reception aea or on the
phone with the client. | have had law firm employees
bring up a client matter and speak of it in humorous
termsin front of people who do not work for the firm.
These more or less innocent or inadvertent disclosures
are just as invasive of client privacy and as harmful to
them as intentional violations. Keeping secrets is very
hard to do. We have al been privy to some realy juicy
details about a person or a company. You may have
been made aware of illegal acts committed by a client
or acompany. What do you do about that?

The rule is a hard one to swallow: Generaly speaking
you cannot go to the law to revea past completed
criminal acts. Information about criminal conduct can
be revealed only when one believes it is reasonably
necessary to avoid or prevent harm or substantial
financial loss to another or to prevent serious injury or
death. So even if you are aware that a client has
violated the law and not been detected, even if it is a
heinous crime, unless it is necessary to prevent harm,
then it cannot be revealed. That certainly tells us that
the rule of confidentiality is virtually absolute and must
be properly regarded as such.

Let's talk about another area briefly: Conflict of
interest. Let's say you work for Hunter, McLean, Exiey
& Dunn and the firm is defending a suit by one
company against another. Your supervising lawyer is
asked to work on the case. You do some research and
attend some strategizing sessions with the client. Later,
you leave Hunter, McLean and to go work for Bouhan,
Williams & Levy. You work with an attorney who
represents the plaintiff company in that same lawsuit.
What are you and the law firm required to do? Consult
Rules 1.7: A lawyer shal not represent or continue to
represent a client if there is a significant risk that the
lawyer's own interests or the lawyer's duties to another
client, a former client or a third person will materialy
and adversely affect the representation of the client. In
other words, lawyers can't represent opposing partiesin
litigation. Y our work on the case could be viewed as
violation although that depends on many variables. The
best course of action? Waiver by the clients? Isolation
from the case? Even that may not be enough and you



may find that disqualification of the firm could result.
Note that the problem could occur even if you are not
talking about opposing sides in the same lawsuit.
Performing paralegal services in connection with a
matter adverse to a former client may also raise
conflict issues.

Another area where ethical Bsues are nearly aways
present: Billing practices. When can an attorney bill for
paralegal time? Only when these criteria are present:
The services must be "legal in nature." This means you
have to keep your time records strictly. You cannot
include time spent at the copy machine or performing
clerical tasks. An attorney must supervise your work
for it to be billed to a client. And, you must in fact be a
true paralegal. That is you must possess the necessary
gualifications by virtue of education, training, or work
experience to perform substantive legal work. An
attorney should never bill for your work at his or her

16

hourly rate as if he or she performed the work. There
should always be a fee agreement whereby the client
has agreed to pay for paralegal work at the hourly rate
charged by the firm.

The last thing | want to mention is probably the most
obvious point of al: If you make a mistake which
could affect the attorney and/or the client, own up to it.
One of the most common ethical lapses of peoplein all
professions is failing to accept and admit responsibility
for our own mistakes. It is human nature to avoid
blame, but in the legal profession, that creates an
ethical issue. Set your standards for your work life high
and you will be able to avoid most ethical issues. If you
can't avoid one, read the rules, get as much advice as
you can and then do what looks like the right thing.

That's what it boils down to: Doing the right thing.



SEALA

News & Updates

SEALA reaches out to the Community and
Participatesin Two Great Causes

CONGRATULATIONSto Team SEALA - All
members of the team completed the Diabetes Walk

is 6) and Buster Brown Bebon, who was the hit of
the day in his little red, white, and blue outfit! We
were tired and had "achy-breaky" feet, but we did
it! We raised $318 for the Diabetes Association of
America.

Team SEALA again rallied on Saturday October
25th to participate in the Breast Cancer Awareness
walk at Forsythe Park. To prepare for this event,
Team SEALA members raised money (approx.
$296.25) for Breast Cancer Research by holding a
chili lunch and complete with scrumptious desserts
prepared by or extremely talented chefs! In
addition to these events, some members raised
money on websites (Kim Goode and Candy
Jenkins) that they created!

WHO’S WHO CORNER
New Faces; New Places

Elizabeth graduated from Georgia State
University with a B.S. in Criminal Justice. She
earned a scholarship and was an honor graduate
at the National Center for Paralegal Training in
Atlanta in 1996. She has worked as a litigation
paralegal in the areas of civil, criminal and
commercial litigation. Currently, she is working
with Chris Phillips in Hunter Maclean’s Savannah
office primarily in the areas of medical
malpractice and construction law.

“Lizzy” is single, the mom of a four-legged baby
- 15 year old German Shepard mix “Rizza”,
loves the beach, billiards and big band music.

Glad to have youl!

JOB BANK - PARALINK NEEDS YOU!

BenchMark Editor

With the departure of Sue Baldridge, ParaLink
needs a BenchMark editor. Anyone interested?
Contact Pam Bebon at
pbebon@huntermaclean.com

Paralink

Due to other commitments, the Paralink staff has
dwindled down to one, me!' Thiswill explain why
you have not seen an issue of ParalLink since
March2003!

| am seeking. . . well, begging, . . . for 2-3
volunteers to help me in compiling issues. | will
provide the ideas and themes. | am not asking for
witty reporters (although always accepted),
creative thinkers (although always accepted), or
telephone reps (although aways accepted), what |
am asking for is someone(s) to take the articles,
advertisements, etc. and compile the issues for me.
Itisjust too difficult to doit al alone!

Successful candidates will create and format the
final “cut” for distribution to members and others
on our mailing list.

Please serioudly consider my plea. SEALA needs
each and every member to take an interest in some
form and actively participate.

SEALA has a new post office box number.
Please use P.O. Box 8995 when using snall mail.
You can direct general email inquiries to
sealaga@yahoo.com and Board members at their
persona email addresses.
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SEALA Seminar "Riding the Wave of the Law Firm" M ay 2003

Charlene Peebles Raffle Winner

Chuck Nussbaum: Coastal Court Reporting Tom Crites, Diana Houston & Associates
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Joyce Batterson and Kim Carter Tom Crites, Diana Houston with Raffle Winner
at SEALA info booth

COMMITTEE UPDATES
Elections held

Congratulations to our new SEALA officers for fiscal year 2003-2004 who will be installed during
installation ceremonies at The First City Club Tuesday October 28th:

President: Vicki Garrett

1st VP: Eunice Bolen

2nd VP: Kim Goode

Secretary: Debbie Hughes

Treasurer: Kim Carter

NALA Liaison: Pam Bebon

The Nominations and Elections Committee made every effort to contact each SEALA member, either by
Email or telephone, to advise our membership of the upcoming election process and to seek candidates
for the various offices. We were very pleased with the nominees and know that the officers selected will

serve our organization and the legal community well this upcoming year.

We hope that next year we will have more candidates for positions and encourage all members to
consider serving SEALA in come capacity.

We would like to thank the membership for allowing us to serve in this capacity.

Arelene Nichols, Melanie Krapf, Eunice Bolen, Nominations and Elections Committee
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MEMORIES of the NALAMO

As SEALA’s Nada Liaison, | had the pleasure of attending my second Nala Annua Convention. Pam
Cherry and | traveled to San Antonio with expectations of a memorable experience - as memorable, if
not more than the experience of our first convention the previous year in Savannah. And we were not
disappointed!

SEALA was delighted to host an affiliates table and was pleasantly surprised to hear the chatter and see
the competitiveness of the other participating affiliates. Competitiveness you ask yourself? Yes. The

affiliates were so impressed with the in Savannah that they wanted to provide
equally or better giveaways! | was astounded!

After sitting through several seminars and presentations, | came away with an abundance of idesas:

Website: Updated to include:
Membership Directory
Links to current and archived Paralink issues
Appoint Website Coordinator
Proposed amendments to By-Laws, €tc.
Update
List of members with specialty/ies

Or ganlzatlon
Determine strengths and challenges
Professiona Development
State/local Bar recognition
Introduce a long-range planning ("LRP") Committee establish 5-year goals
Encourage and Promote Statewide Exposure
Merging with other GA Paralegal Associations (or at least to co-sponsor seminars)

Membershlp Mission Statement
Meet and greets with students/local Para-Program
New Member packets followed by phone call
Letter to Employers to promote SEALA and in anticipation of Employer support (immediately
after payment of dues)
1st Timer ribbons
Place ads in Fulton County Daily Report
Refine Mentor Program

CLA:
- Re-establish and promote CLA review courses (a committee needs to be established)

Present new CLA'swith CLA pin after successful passing of exam
Promote awareness of CLA among Members of local and State Bar

20





