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SAVE THE DATE!

October 13, 2007, MCPA Annual Family
Picnic, Mondauk Park

October 20, 2007,Light the Night Walk
(for leukemia) at Gwynedd Mercy
College

November 13, 2007, MCPA Election
Meeting and James A. Breish, Assistant
Vice President of Sovereign Bank- "How
to Manage your Money Effectively"

December 6, 2007, MCPA Holiday
Social



THE MONTGOMERY COUNTY PARALEGAL

ASSOCIATION
When: September 20, 2007
6:00 P.M.
O’Brien & Ryan
Where: 2250 Hickory Road, Suite 300
Plymouth Meeting, PA 19462
(610-834-8800)
Special Debra Aisenstein, Esquire and Janet B. McCrossen, BSN, RN
Guest: of RecordTrak
How to Review Medical Records More Effectively & Efficiently
CLE APPROVED—L1.0 hour
Menu: Light dinner and beverages
Cost: Free to members
**Collection of canned goods for Manna on Main Street as they are in dire
Collection: need of donations—See article in The Reporter of August 4, 2007**
Outreach will continue its collection of eyeglasses and cellular phones.
By Tuesday, September 18, 2007
RSVP: To Tracey L. Barnes, RP, at

Traceyb@dbyd.com

MARK YOUR CALENDARS NOW AND LET US KNOW THAT WE WILL SEE

YOU ON THE 20th!!




What You Should Know About Online Pre-

Employment Screening
By Charles A. Volkert, Esqg.

Charles A. Volkert is executive director of Robert Half Legal, a leading staffing service
specializing in the placement of attorneys, paralegals, legal administrators and other
legal professionals with law firms and corporate legal departments. Based in Menlo
Park, Calif., Robert Half Legal has offices in major cities throughout the United States
and Canada.

If a prospective employer were to “Google” your name, what would your online
“image” be? For job seekers, the answer to this question can have serious, even negative,
implications. Search engines that can quickly access vast amounts of information have
become powerful new tools for employers attempting to screen and evaluate candidates.
Virtually everyone leaves some sort of electronic “footprint” nowadays, and by following
a candidate’s online trail, employers are able to obtain a variety of information about a
job seeker.

For those in the job market, it pays to be aware of your own Internet presence. A
simple web search can yield a significant amount of information about an individual —
much of which can be erroneous or irrelevant. That’s why it’s critical that you learn how
to keep up with and manage electronic information about yourself.

The New World of Reference Checking

In the past, employers put most of their efforts into checking lists of references
that candidates provided. This gave job seekers a distinct advantage: They could hand-
pick contacts in their professional and personal networks who were most likely to give
glowing recommendations.

Today, you may give the hiring manager at a law firm or legal department your
list of references, but he or she also may contact former employers not listed as
references or conduct an informal online search. Businesses routinely use search engines
such as Yahoo! or Google, as well as other Internet-based sources to gather additional
information about job candidates.

Regaining Control and Confidence

When commenting on personal homepages, blogs or social networking sites, give
a little thought as to how your statements may be interpreted if seen by people outside
your community of interest. Mentally editing yourself online in this way doesn’t mean
you should become overly sensitive to what you say and do. Just be aware that whatever
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you post (text or image) has an increasing chance of being viewed by a potential
employer.

If you’ve never done so, use a search engine to see what information already
exists and is associated with your name. Even if you find links that mention you (or
someone else who shares your name) that you can’t edit or change, it’s good to simply
know what’s out there. You also can take advantage of recent laws that allow consumers
to request free copies of their credit reports once in a 12-month period, and check your
report for inaccuracies that may turn up should a prospective employer ask to perform a
credit check.

You also can improve the situation by doing some old-fashioned networking.
Make sure the contact information you have for all previous supervisors is up to date, and
stay in touch with those who will give you the best references. That way, you’ll be able
to provide hiring managers with the most comprehensive and current list possible, which
may decrease the need for additional, independent searching and background checks.

The Internet has had an effect on virtually everything we do today, including
looking for a new job. Just as you refine your resume and practice your interviewing
skills, you also should take time to ensure, as far as possible, that your online information
IS accurate and presents a favorable and positive professional image.

¢ Sovereign Bank
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Walk for the Juvenile Diabetes Research Foundation
By: Kimberly Holz

If you have a family member or close friend with Type 1 Diabetes, you understand the
seriousness and devastating problems that can occur from this disease. Though it is true, some
people manage their blood sugar well, others cannot control it as they would like — and through
no fault of their own! Some people just have a more difficult time with managing this disease
than others, even if they eat right, exercise and carefully monitor their blood.

On September 22, | am sponsoring a Walk for the Juvenile Diabetes Research Foundation. Any
participant can walk in honor or memory of a loved one, or just to show support for the cause! |
will be walking in memory of Robert Latella, my late husband. Robert acquired this disease at age
6, and unfortunately suffered from almost every complication. He passed away at age 39 due to the
failure of his transplanted kidney and heart failure. His spirit will always live in my heart, and he
will always be a huge inspiration to me, and I suspect to all who had the pleasure of knowing him.

This coming year will mark the 10-year anniversary of his passing. Robert, who was a true
humanitarian and loved people, would be proud to be part of an event that would help raise funds
for future generations to have fewer complications and live a better quality of life with this disease.
Many advances have been made with the management of diabetes over the past 10 years, but there
is still much that needs to be done!

I’m hoping | can count on friends and family to walk or donate, and would love to have a
Team MCPA participate in this walk. How can you help? Well, if your life has been touched
by someone with JD, | hope that you will save the date and participate in the walk! You can walk
in honor of a loved one affected by diabetes, or walk in memory of a loved one. If you can’t
make the walk, | hope that you sponsor someone to show your support! And, if you know anyone
who may want to walk or participate, please give them my contact information — everyone is
welcome!

SAVE THE DATE: SEPTEMBER 22, 2007
LOCATION: LOWER PERKIOMEN VALLEY PARK
OAKS, PA

(refreshments to follow at Pavilion 2;
strollers and dogs on leashes welcome!)
TIME: 11:00 A.M. - 3:00 P.M.

For more information and pledge sheets, please contact Kim Holz at
610-495-8876 (home), 484-919-4696 (cell), or email: sonrisal@comcast.net.
All donations are tax deductible.
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COMMUNITY OUTREACH

We will be collecting food for Manna on Main at our meeting on September
20, 2007. While we usually do this collection closer to
Thanksgiving, we have learned that Manna is in dire need now.

Also at the September 20, 2007 meeting we will have a speaker from The
Leukemia & Lymphoma Society, Kate Weissman, to give a short
presentation. The Walk is scheduled for October 20, 2007 and our
members can register on-line at www.lightthenight.org/epa. Our Team is
MCPA. Registrations can also be taken the day of the walk at 4:30 P.M.,
at the Gwynedd-Mercy College campus. The walk will begin at 6:30 P.M.
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Legalman Update
By Charlene Healy, RP

MCPA has been sponsoring various military paralegals serving in a war zone for
approximately one year already! We have sponsored 5 different service personnel over
that time and our current “sponsoree” is an Air Force Technical Sergeant or E6 in rank.
Our paralegal “TSgt. Shannon” is serving in Baghdad but will hopefully be coming home
to the states before the end of the year.

When our association is assigned a new military member, | send out an email asking if
they have any specific needs or if there is something we can send them to add a little
cheer in their day. 1’ve had requests for everything from French Vanilla liquid creamers
to dog flea collars (used to put around their boots to keep the sand fleas from jumping up
their pant legs). They are always very thankful for phone cards so they can talk to their
spouses, children or parents back here in the states.

Our next box is going out next week and | am in need of more supplies for the October
mailing. If you are able to donate any treats, books, phone cards or other items you think
they may like, please contact me at chealy@sattinlaw.com and | will make arrangements
to get the items from you. If you are unsure of what is on the list of acceptable items to
ship, I can send it to you to review. Remember Halloween is coming up and who doesn’t
like some scary treats to share!

We don’t get a lot of contact from those we support but when we do they are
overwhelmed that we are remembering them and their service to our country. Please
continue to support our colleagues in harm’s way, they truly are making our lives safer.

ﬁﬁ CORDIRAK
The Track Record of Success



MCPA Social
Justin’s, Skippack, PA

Thank you to Michelle and Charlie Harris of Harris
Investigations for their generosity in sponsoring our social.
They were wonderful hosts gently informing people of their area
of practice. If anyone is interested in knowing more about £
Harris Investigations, LLC, please email Michelle Harris at
mharrisinvestigations@msn.com

Students and faculty attended from Lansdale School of Business. It was a great night
with lots of food, drink and laughter.

COMMONWEALTH AGENCY, INC.
Representing
Commonwealth Land Title Insurance Company &
First American Title Insurance Company
25 Skippack Pike, Broad Axe, PA 19002

MARC FRANZONI (215) 643-7744
marc@caltitle.com (215) 643-5680 FAX




Montgome

ry-:County Paralegal Association

AL PICNIC

When: Saturday, October 13, 2007

Time: 3:00 p.m. to 7:00 p.m.

Where: Mondauk Park
(1130 Camphill Road, Fort Washington, PA 19034)

This year we will be having an
APPETIZER contest.

Bring your favorite appetizer.
Prizes will be awarded!

If anyone would like to contribute or donate anything
for the picnic please contact Jennifer Castiglia at
jcastiglia@fordbuckman.com

This is a B.Y.O.B. event

(Bring Your Own Beverages — cans and plastic/paper

containers only--no glass bottles.)

Fun for the whole family!!
occe tournament, games,
arts and crafts for the kids.

se let us know that we will see you
and your family there!

Sponsored by:
Montgomery County Paralegal Association




The Role of the Litigation Paralegal

Reprinted with the permission of Paralegal Gateway.

The role of the litigation paralegal is ever expanding. In the past, paralegals have been
underutilized, in part because attorneys have not recognized the valuable role they can
play as part of the litigation team. As litigation becomes more complex, paralegals,
through diligent efforts, can assume more responsibility, obtain more recognition for their
contributions, and improve their standing in the workplace.

The litigation paralegal can be involved in complex cases such as products
liability/toxic tort, aviation crashes and medical malpractice. Products liability cases are
varied in nature and can range from combustion catastrophes, household chemical
mishaps, fabric related burn injuries, electrical malfunctions, faulty medical products to
industrial accidents and defective vehicles. The case may involve a defect in the design
of the product, a defect in the product's marketing scheme, a failure to warn or use
adequate warnings, a failure to meet the test of safety under "real conditions™ of the home
environment and/or any combination of these. Toxic tort cases can include injuries from
contamination of property, use of a product, or exposure to harmful substances in the
environment or workplace. Aviation cases often involve pilot error or mechanical failure.
Medical malpractice cases can involve misdiagnosis, failure to treat, or treatment that
fails below the standard of care.

Liability theories in these type of cases vary to a great extent. Each of these cases
can present unique challenges and require special knowledge of varying rules and
regulations. The paralegal must continuously stay abreast of consumer laws, state and
federal rules and regulations and be knowledgeable of sources for technical information
involved. By acquiring the ability to gather information from a variety of sources, the
astute paralegal can cement his/her role as a valuable member of the litigation team.

A. Initial Client Interview/Case Evaluation

Since products liability, toxic tort, aviation and medical cases are usually complex in
nature, they will require a major commitment of attorney and staff time as well as a
substantial outlay of money to fully develop the case. Therefore, a large part of the work
is done in the initial evaluation of the claim. The paralegal is most often involved in the
initial client interview, the likely starting point of such an evaluation. During this initial
interview, the experienced paralegal should be able to interrogate the client to obtain
information concerning the incident, injuries and client's background. It is in this first
meeting that one begins to evaluate damages.

As in all personal injury cases, the computation of damages cannot be determined
without gathering all the data relevant to medical care and treatment, pain and suffering,
physical disability, lost income, and wages, etc. In most cases, the injury is a permanent
incapacitating injury or a wrongful death. It will be the paralegal’s role to obtain credible
medical records or reports to assure the litigation team of the existence of a real and



serious injury such as severe brain damage, permanent spinal cord injury, severe
disfiguring burns, limb loss, loss of sight or hearing, or substantial disfigurement. The
paralegal should ensure that medical and wage authorizations are signed and that names
of all treating and consulting physicians or other medical specialists have been obtained.

In obtaining information regarding the incident, any contributory negligence on the
part of the injured party should be noted. If the injury took place in a work place, it is
likely that there are a number of witness that is still working for the same employer.
Information regarding all potential witnesses including co-workers, former workers,
union officials, visitors to the work place at the time of the injury, first aid staff,
emergency room employees and others who may have treated victims immediately after
the injury, as well as anyone else with knowledge of the machine, vehicle or product
should be obtained.

In product and aviation cases, a detailed statement of the machine, vehicle or other
product that caused the injury must be developed in an attempt to determine the
manufacturer, the date of manufacture, patent, model and serial numbers as well as
document any modifications to the product.

In a mass toxic tort case, the initial meeting may involve many people exposed to the
toxin. A paralegal should read about the issues in advance in order to develop a
questionnaire tailored to the case. Often this means developing a general knowledge in
areas of toxicology, epidemiology and the medical specialty implicated in the case. It is
understood that all relevant data cannot always be obtained in the initial interview, but
the paralegal will necessarily be involved in any follow up investigation from which this
information can be obtained.

Developing a comprehensive client questionnaire tailored to the specific case can be
an extremely useful tool in gathering necessary information. This questionnaire can be
used as a guideline during the face to face interview. It can include detailed questions
about a client's background, health history, earning capacity and the incident causing the
injury. It can lay out documents that are needed from the client. If it is determined that
the case merits further inquiry, instructing the client to complete the questionnaire and
gather the documents will enable the paralegal to quickly gather documents and
information necessary to fully develop the facts.

B. Investigation/Case Development
1. Information Gathering

It is often the paralegal's role to obtain copies of all investigation of the incidents
including police reports, fire reports, union reports, coroner's reports, and reports
prepared by state or federal safety and/or health inspectors. Whether the case involves a
faulty product, a toxic tort, medical malpractice or aviation matters, the paralegal should
know where to go to gather the necessary reports.

MONTLUMERY (S S] 0
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a. Products Cases

In products cases, a paralegal must know what state and/or federal agencies regulate the
development, use and marketing of the product. Every effort should be made to
determine what warnings, if any were given about the dangers associated with using the
machine, vehicle or product including signs, symbols, labels, manuals, posted work rules,
oral warnings and safety meetings. An experienced products liability paralegal should be
fully informed of technical, government and industry sources available to obtain
information about the product involved. These would include technical sources such as
American Machinists, National Safety Council, Journal of Occupational Medicine,
OSHA, U.S. Department of Defense, Society for Occupational Safety and Health,
National Safety Council, and the National Association of Manufacturers. The paralegal
should also know what sources to go to to determine available information on the
machine or product including the National Institute for Occupational Safety and Health,
the Occupational Safety and Health Administration and the ATLA Products Liability
Law Reporter.

In the continued investigation of the products liability case, it is necessary that the
paralegal become involved in gathering and preserving evidence. A major consideration
in any products case is the product's availability. It is essential to gain control, preserve
and photograph the product extensively at the accident site and each time the product is
moved.

b. Toxic Tort Cases

Toxic tort cases necessarily require developing the patent history of the product in
question. The EPA and OSHA are good sources for developing initial information. The
paralegal should determine whether exposure is outside or within the standards set by the
EPA, OSHA or the threshold limit values promulgated by the American Conference of
Governmental Industrial Hygienists. Once the case is well underway, a chronology
should be developed on the product beginning with the initial research, patent
registration, actual product use in the marketplace and problems as they arose. This
information will be easier to develop as depositions and discovery are underway.

Unlike cases of traumatic injury, the effects of a hazardous chemical exposure
cannot be observed, but must be deduced. Litigants in toxic tort cases must rely on
epidemiology, animal studies and in vitro experiments, presented through well qualified
experts to show that the substance in question caused the injury. The carcinogenic or
other disease inducing effects of a substance are usually not immediately apparent and
the effects of toxic substances are latent, often occurring months or years after exposure,
compounding the difficulty of proving causation. Therefore, information gathering is
critical.

C. Medical Malpractice Cases

An experienced med mal paralegal should be fully aware of how to obtain and
analyze medical records. Because of the focus on a particular incident in the medical
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treatment of the client, a paralegal should organize and tab the records so that the
operative report, history, physical or consult reports can be easily found. Most lawyers
and paralegals have their own system as to the organization of records but it is important
that they be put in chronological order and meticulously checked for completeness. After
the records have been properly organized, a chronology of the events surrounding the
alleged malpractice should be done. The type of case will dictate how detailed the
chronology should be. For example, if the case involves a misdiagnosis, a chronology of
each visit to the health care provider should be done, including any x-rays, lab reports,
consults, follow-ups etc. The medical care should be analyzed to determine at which
point the proper diagnosis could have been made and what treatment could have been
undertaken. Alternatively, if the case involves a specific event that occurred during
surgery, the chronology should center around the surgical events and include a minute by
minute synopsis of events in the operating room.

d. Aviation Cases

Gathering all available information early in the aviation case is essential to the
preliminary investigation of the crash. Obtaining National Transportation Safety Board
Reports, weather data, air traffic control data and information on the aircraft and its
operators are essential. Interviewing eyewitnesses, rescue and emergency personnel,
news reporters and local government officials will lead to a better understanding of the
facts of the case.

2. Witness Bank

During the course of the investigation in all of these types of cases, numerous
witnesses will be identified. The astute paralegal will create a computer database when
opening the case and every time the identity of a person who may have knowledge of
material facts is learned, that person should be added to the list with a brief sentence
about what knowledge he has. Information should include address, telephone numbers,
and whether or not the witness has been interviewed or deposed. This *“cast of characters”
should include the roles and key events in which they participated. In med mal cases, it is
helpful to make a list of all health care practitioners that treated the plaintiff, as well as an
overview of the treatment provided. This process simplifies answering and
supplementing answers to defendant's interrogatories.

3. Identifying Defendants

Once the initial background and factual information is complete, the paralegal will
often play a role in aiding the lawyer in identifying potential defendants. Prior to
undertaking this task, the paralegal should have a full understanding as to what the
liability theory of the case will be. Potential defendants in any products case often include
the designer, the manufacturer, the marketer, the maintainer of the product, or the
driver/operator/owner. There are usually multiple potential defendants in a product case.
Damages are rarely caused by a single product defect and each defendant may have
contributed to the cause of the complained damages in different ways. In medical
malpractice cases, the treating physician, nurses, hospital or other healthcare providers
are potential target defendants. The paralegal should determine if a defendant doctor is a
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solo practitioner, owns his/her own company, or is affiliated with a hospital or is part of a
professional association. It should be determined if a nurse defendant is an independent
contractor or an employee of the hospital and whether the hospital is owned by another
corporation. Each potential defendant will have different financial solvency or insurance
limits. Even if a defendant is insolvent he/she may often be brought in for venue
purposes. An experienced paralegal will be able to obtain these kinds of information for
use in evaluation by the attorney.

4. Understanding the Case

Before suit is filed, the litigation team should learn as much as possible about the defect
in the product which caused the injury, the aircraft involved in the crash, the toxic
substance and the medical injury. If there are no statute of limitation problems, it is best
not to bring suit until all relevant facts are nailed down, all witnesses interviews are
completed and all liability facts established. This will permit plaintiffs counsel to take the
initiative by presenting extensive discovery early after filing suit and before the defendant
has had time to prepare evasive tactics. The litigation team should endeavor to assemble
and study documents provided by the client and obtained through technical sources. Once
these materials are collected and reviewed, the team must decide the overall direction of
the suit. In products cases, an investigation must be done to determine whether a
particular design element or component is standard in the industry or unique to the
product involved in the case. At this point, all copies of accident reports, scene
photographs, field notes, police reports, witness statements and other accident scene
materials should be compiled if applicable. If roadway terrain or weather conditions have
participated in causing the accident, an investigation should be done so that the scene can
be diagramed and/or photographed. Information as to medical damages should be
obtained as well as any reports or photographs of the incident in question that may have
been included in local newspapers. By this phase, the witness interview process should be
in progress and the paralegal should prepare a summary of relevant information.

5. Experts

The paralegal often is assigned the task of locating qualified experts with knowledge
of the essential facts of the case. This will include both liability and damage experts. The
paralegal will also have the responsibility of ensuring that the expert receives copies of
all depositions, discovery responses, reports and any other materials that will affect his
opinions and testimony. All information provided to the expert should be carefully
documented. Remember, anything sent to an expert who will be used to testify or whose
information is relied upon by a testifying expert is discoverable.

C. Filing Suit

Once initial investigation is complete, the proper parties are identified, and theories
of liability and venue are explored, it is likely that the paralegal will become involved in
drafting the petition. Depending on the experience of the paralegal, this can range from
obtaining service information on potential defendants to performing legal research on
liability or damage issues to preparing a complete draft.
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Medical Malpractice cases have notice requirements specific to claims against health
care providers. In Texas, the 4590i Texas Medical Liability Act requires that a letter be
sent to all Defendants informing them that a suit will be filed on Plaintiff’s behalf against
them. The law requires that the defendant be allotted 60 day notice before a suit is filed
against him. After the 60 day notice period has run, the suit may be filed. The law
requires that the attorney for the plaintiff file an expert report or cost bond within 90 days
from the date of filing. If a cost bond is filed, plaintiffs are still required to file an expert
report setting forth the basis of the negligent treatment within 180 days of the initial filing
against a particular defendant.

D. Discovery

As both federal and state civil courts have almost universally adopted broad
discovery rules and modern litigation continues to increase in complexity, much of the
products liability paralegal's time will be spent in drafting and responding to pretrial
discovery. "Form™ interrogatories and request for production are rarely suitable or
productive in complex products liability litigation where each product, plaintiff and set of
circumstances is unique. Discovery must be carefully drafted to obtain the necessary
information to put forth the case, but should not necessarily be so vigorous as to educate
opposing counsel as to the manner in which the case will be ultimately tried. Prior to
drafting discovery, it will be helpful to outline the points of proof needed by the plaintiff
for his/her prima facie case as well as points of proof which the defense needs to establish
any affirmative defenses they may assert. Properly formulated interrogatories will lead to
information concerning various documents that should be requested from the defendants.
The paralegal should always request copies of or access to any photographs of the
product at issue in the case, as well as the product itself and each of the components. In
med mal cases involving hospitals, it is important to obtain all policies and procedures
relating to nursing issues for the ER, surgical matters or other pertinent departments.
Discovery in aviation cases should include aircraft manuals, maintenance and inspection
records, training manuals, manufacturers warranties, crash history of the aircraft, service
bulletins, certification data, FAA Airworthiness directives as well as pilot logbooks,
certificates and ratings.

One cannot over emphasize the importance of the discovery stage of litigation.
Ineffective use of discovery may cause the litigation team to overlook valuable evidence.
Discovery can be used to open an opponent's case, to discover his/her theories, to foresee
his/her trial tactics, and to position him/her so that he/she will begin to think seriously
about settlement. Discovery provides the litigation team with golden opportunities to
learn and exploit their opponent's damaging weakness. For the plaintiff, discovery
presents an opportunity to penetrate the world of corporate thinking, where sales often
have a higher priority than product safety and where evidence of this attitude is often
buried in corporate records and memoranda. It is often helpful to create a checklist of
information to be obtained. The paralegal should always focus on liability theories in
formulating discovery. Each set of discovery will be different depending upon the focus
of the case.
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Equal caution should be taken when answering discovery requests. A careless
answering of interrogatories can result in a choice of language that can cause problems
during negotiation and trial. Therefore, it is essential to have an attorney involved in the
case carefully review all answers to discovery requests to ensure that they do not create
unnecessary problems.

In federal cases, the paralegal can address the automatic disclosure requirement early
on. According to Rule 26 of the Federal Rules of Civil Procedure, attorneys must make a
“reasonable” good faith effort to find and disclose all relevant documents and potential
witnesses in the first 90 to 120 days of the lawsuit. By reviewing and gathering the
documents and drafting the disclosures early, the trial team will have a better handle on
the facts and relevant documents.

E. Depositions

A paralegal’s role in depositions cases can vary widely. Often a paralegal is asked to
draft notices for the depositions of corporate representatives which will require sufficient
knowledge of the case so that proper areas of inquiry can be laid out. Tasks often range
from scheduling of depositions and subpoenaing witnesses to appear, to formulating
questions and attending depositions for the purpose of taking notes and aiding with the
introduction of exhibits. It is also the paralegal's duty to read, review, and summarize
depositions taken in order to be familiar with the testimony.

F. Document Management

A paralegal should never underestimate the importance of managing the voluminous
amount of paper that will be generated in complex cases. Being able to access important
documents at a moment’s notice is critical. A uniform system of filing and documenting
key materials must be instituted from the beginning of the case. Keeping track of what
has been produced, what is not subject to production, and what remains to be produced is
a fundamental part of a paralegal’s responsibilities.

Document Management System

In developing a document management system for a complex case, a paralegal must
first develop goals. When setting up a system the paralegal should strive to develop
consistency among all cases and mastery of the documents so that they can be readily
accessed and organized in a short period of time. Complex cases can generate tens of
thousands of documents but only a few will be crucial in successfully litigating a case.
Finding these “hot documents” amidst the mountains of documents supplied by an
opposing party requires the implementation of a document management system
incorporating: 1) document imaging -the process of creating an electronic copy of a page
to be viewed on a personal computer, and 2) document indexing - the process of coding
objective and subjective data about a document as part of a searchable electronic
database.
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Imaging

Document imaging is the creation of an electronic copy of a page to be viewed on a
computer screen. Like a photocopy, it is a duplicate of the page itself. However, the
image is not reproduced immediately on paper, but is instead stored in electronic form.
Imaging documents minimizes the problems associated with lost or misplaced files,
which often result in hours wasted in tracking down the file or sorting through piles of
documents. The original, hard copies of the documents can be maintained in their original
condition because, once scanned, the originals can be stored away as a backup. The
scanned images become the “working copy” from which unlimited additional hard copies
may be generated.

Document Indexing

Indexing is the key component of a useable document management system. A
database should be created through the entry of information extracted from documents
and then indexed and summarized based on the particular issues involved in a specific
case. Rather than entering the full text of a document, it is manually “indexed” or
“summarized”, using key terms or “fields” and then entered into the database in that
format. The computer then searches through the database to identify documents using
those key terms.

In setting up a useable database, it is essential that the paralegal know the case as
thoroughly as possible. At the outset, a system should be set up to identify all documents
produced or used in the litigation. A Bates numbering system can be devised for
documents, photographs, recordings, and exhibits of any kind that will be obtained or
produced through discovery and used at deposition. The most important information to
include is the document identification number, its date, document type, and author and
recipient names. With this information alone, a paralegal will probably be able to find
close to 90% of the documents needed. Additional comments can be added to further
identify key documents. Although developing a good database is time consuming and can
be tedious, the end result is well worth the initial efforts. Being able to pull up key
documents electronically will save time and effort down the road, especially at the time
of trial.

A paralegal's role in litigation may mean, at times, forcing the individual to wear
many hats, play many roles and prepare numerous documents. However, the paralegal
who can learn to perfect this role will certainly solidify his/her place on the litigation
team.
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Beth Ann Breckenridge, President (610) 275-0700
bbreckenridge@highswartz.com

Lisa M. LaPenna, Vice President (610) 941-2523

llapenna@kaplaw.com

Kathy Zamorski, Vice President (215) 977-1034

kmz@elliottgreenleaf.com

Mary Hoskinson, Secretary (610) 834-8800

mhoskinson@obrlaw.com

How to Contact Us

Tracey L. Barnes, RP, Treasurer
traceyb@dbyd.com

Harry Reichner, Board Member
hreichner@berwynabstract.com

Stephanie Dise, Board Member
sdise@bluebelllaw.com

Karen Garcia, Board Member
Karen.Garcia@us.henkel.com

(215) 362-2474

(610) 941-2562

(215) 628-3810

(610) 270-8162

ESQUIRE ASSIST LTD.

« we provide corporate and UCC searches;

« we file corporate & other documents and provide Registered Office/Agent services;

« we obtain lien certificates from the Dept. of Revenue;

« we obtain documents from the PA Corporation Bureau, offices at the Department of State, Departments of Insurance & Health,
and Commonwealth, Superior and Supreme Courts in Harrisburg; and

 Through our network of contacts we can provide similar services in the other 49 states.

Contact Tony DiSanto, Esg. at (717) 232-9398 or at tony@esquireassist.com







