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President’s
Message

Beverly G. King, NCCP

Chairman’s
Message

Greetings to all.  I am Kaye H. Summers, CLA, 
NCCP, and I am your new President for 2007 – 
2008.  I am very pleased to have this opportunity 
to serve you. 

I began my career as a paralegal in 1986 as a real 
estate paralegal.  Throughout the years I have had 

the opportunity to work in many areas of law including commer-
cial and residential real estate, corporate formation, commercial 
litigation, estate planning and administration, intellectual prop-
erty, and personal injury.  I received my CLA designation in 2002, 
and my NCCP certification in 2005.

These first few weeks of being President have been quite a shock 
and somewhat overwhelming, but I am beginning to feel a little 
more comfortable with the position.   Erin Galloway, CP, NCCP 
has been a tremendous help to me, and I thank her dearly. 

We have a fantastic Board of Directors and Executive Committee 
this year, and they are already hard at work.   Our first meeting of 
the Board/EC will be May 19th.  This will be an orientation meet-
ing for those who are just beginning their term on the Board/EC.  
We will also be working hard on plans for our Mid-Year Seminar 
and CLA Review Course to be held in Boone in September.    

Nancy Frye, ACP, NCCP, NALA Liaison and I are making plans to 
attend the NALA Annual Convention to be held in New Orleans in 
July.  We are excited about attending the conference to represent 
NCPA.  

To the membership of NCPA, I encourage you to become in-
volved in NCPA by joining a committee that interests you. If you 
need information about committees or would like the contact 
information for a Committee Chair, please call or email me.  If 
you have any questions or concerns about NCPA, please let me or 
a member of the Board/EC committee know. 

I’m excited about the future of NCPA and my part in it.  NCPA has 
a lot to offer to its members.  I hope you will each take an active 
role in the Association. u

Kaye H. Summers, CLA, NCCP
As I write this, spring is in the air here in Char-
lotte.  I love this time of year.  Spring and fall are 
my favorite seasons.  My family will say that it is 
because during the spring and fall I am so busy 
with marching band.  Okay. That may be part of it, 
but I also love watching the changes that are go-
ing on around me.  While I may suffer from those 

dreaded allergies, I still love to see flowers and trees in bloom in 
the spring and watch the leaves change colors during the fall.  

My first year as Chairman of the Board flew by quickly. Thank you 
all for your support during the 2006-2007 membership year. I am 
very excited to be able to serve NCPA during the 2007-2008 mem-
bership year as Chairman of the Board and District IX Director. 

It is hard to believe that we just had NCPA’s 27th Annual Seminar 
and Meeting in New Bern.  Personally, I learned a lot and had a 
wonderful time seeing old friends and making new ones. I would 
like to thank Patricia Clapper, ACP, NCCP, Michelle Tuttle, ACP, 
NCCP, Melissa Stockley Jones, CP, NCCP and Kaye H. Summers, 
ACP, NCCP for preparing another great annual seminar.  

I also want to take this opportunity to welcome all the new of-
ficers and board members.  Congratulations to all the officers 
and board members on being elected or appointed to your posi-
tion. Thank you for committing to serve NCPA for the 2007-2008 
membership year.  I look forward to working with and getting to 
know all of you better.  It is great to see new faces stepping up to 
become an active part of NCPA.

Mark your calendars for NCPA’s Mid-Year Seminar and CLA Re-
view Course to be held September 21-22 in Boone, NC.  Mid-
Year is still in the planning stages and more information will be 
forthcoming.

If you are traveling this summer, please stay safe and enjoy your 
vacation.  I hope to see all of you at a NCPA event during this 
membership year. u
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Laura C. Braswell, NCCP

Editor’s
Court

As paralegals we are continuously challenged 
with ethical issues. They may be “minor” ethical 
issues, but we are wise to deal with them in the 
same manner we would deal with a more serious 
ethical issue. In our profession, we tend to de-
velop closer professional relationships with our 
clients than other employees in our firms. It is im-

portant for us to clearly explain our role to the firm’s clients. Most 
importantly, we need to make sure that the clients understand 
that we are not able to provide legal advice. The North Carolina 
State Bar Board of Paralegal Certification currently requires all 
North Carolina Certified Paralegals to complete six hours of con-
tinuing paralegal education (CPE). One of the six hours of CPE 
must be in ethics/professional responsibility. The State Bar clearly 
recognizes the need for paralegals to be regularly educated on 
the ethical responsibilities that our profession must uphold.
	 In this issue of the FORUM, the article What a Paralegal Can 
Do discusses various ethical dilemmas that attorneys and their 
paralegals may face on a regular basis. The article provides appro-
priate ways to handle these various ethical dilemmas. This issue 
of the FORUM also includes several North Carolina State Bar eth-
ics opinions that directly affect paralegals and other nonlawyers. 
	 In the article No, A Paralegal Is Not A Lawyer, R. Thomas 
Howell, Jr., Esq. and Eric G. Orlinsky, Esq. describe numerous du-
ties and responsibilities that can be accomplished by paralegals 
in different areas of business law. This is a wonderful article to 
share with your attorney.
	 Please make sure to read this year’s student scholarship win-
ning essays. They may remind you of the reason you chose the 
paralegal profession and inspire you to continue learning and 
developing your paralegal skills.  
	 Don’t miss the wonderful pictures from NCPA’s 27th Annual 
Seminar and Meeting held in New Bern. We sincerely appreci-
ate the support of all our exhibitors.  A great way to express our 
gratitude for their continued support is to maintain the list of this 
year’s exhibitors handy so that we may use their services. 

Enjoy! u

http://www.saccourt.com/geninfo/legal_glossaries/legal_glossaries.asp

Provides links to various legal glossaries in Arabic, 

Armenian, Hmong, Mien, Mong, Punjabi, 

Romanian, Russian, Spanish, Urdo, 

and Vietnamese.

Website of the 
Quarter
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Calling All 
Members!

“People who ask our advice almost never 
take it.  Yet we should never refuse to give it, 
upon request, for it often helps us to see our 

own way more clearly.”  --Brendan Francis
Please consider contributing to the next edition of the 

NCPA Forum.  Not only do we want our association’s 

publication to be informative and innovative for each 

and every member, we also want it to include help-

ful hints and sound advice from our main resources, 

our members.  We are looking for all types of articles 

that relate to the paralegal community.  Anything of 

interest to you will most likely be of interest to other 

paralegals across the state.  Let your voice be heard 

in the NCPA Forum. Please submit all articles in Word 

format to selliott-park@gastonlegal.com. You may also 

e-mail your comments, suggestions and possible ar-

ticle contributors to us as well.

First Vice President’s 

Patricia F. Clapper, ACP, NCCP

	 The MidYear Seminar and CLA Review Course Committee 
has begun the task of pulling together the exhibitors and speak-
ers. There’s no rest for the weary! This committee consists of
Michele Tuttle, who will be handling the exhibitors, and Vickie 
Barley, who will be handling the speakers. If you have any sug-
gestions for topics or speakers, please contact Vickie. Regina
Newsome will be taking the reigns on putting together the CLA 
Review Course. I have contacted the Broyhill Inn to set up a site 
visit at the end of June.
	 The evaluations from Annual have not been compiled yet, 
but, based on comments overheard and emails received after the 
event, it was again a success. Look for pictures from the seminar 
in the next issue of the Carolina Paralegal News (published by 
Lawyers Weekly) and online on our website.
	 I have not been able to find anyone to serve with Michele 
as Annual Seminar Co-Chair. If you know of anyone or if you are 
interested, please email me at lglduck@aol.com. It’s a great way 
to get involved with NCPA and work with some wonderful, fun 
people. u

North Carolina 
Paralegal

Association, Inc.
Mid-Year Seminar and CLA/CP 

Review Course
September 21-22, 2007
Broyhill Inn, Boone, NC

Look for more information soon on our
website, www.ncparalegal.org.
Make plans to also attend our 

Annual Seminar March 27 – 29, 2008 
in Concord, NC.

Report - Education
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The current membership breakdown as of April 22, 2007 is as follows:

General members:				    343
Associate members:				      30
Student members:				      64
Sustaining Members:				        2
Affiliate members:					        3
Educational Program members:		     1

Total 							       443

	 Please remember that our Sustaining Members support NCPA in many ways.  They provide financial and material assistance, sponsor 
our seminars and events, and contribute to NCPA’s networking.  We are very fortunate to have their backing, and hope that you use their 
services whenever possible.  Be sure to let them know that you are an NCPA member, so they will be aware that their sponsorship is being 
seen and appreciated.  Check out the NCPA home page for hot links to our Sustaining Members’ sites – Document Technologies, Inc., and 
4NCRecords.com.
	 We are also glad for the involvement in NCPA of our Affiliate members, Alamance County Paralegal Association, Guilford Paralegal 
Association, and Research Triangle Paralegal Association; as well as our Educational Program Member, Caldwell Community College 
and Technical Institute. They help to spread the word about NCPA, educate our future paralegals and make available to non-members 
news about NCPA and our events, paralegal regulation, education, and much more. Lastly, we would like to acknowledge our newest  
(G)eneral, (A)ssociate, and (S)tudent members joining from February 1 - April 22, 2007:

Second Vice President’s Report
Membership 

Brenda Mareski, CP

Maria Christina Abelquist, Concord, NC (S)
Leigh C. Agnew, Burlington, NC (A)
Sandra K. Atkinson, NCSB/CP, Manteo, NC (G)
Heather D. Baldwin, Bear Creek, NC (S)
Beverly Batton, Hempstead, NC (G)
Cheryl A. Brossette, Jacksonville, NC (S)
Lonnie E. Christopher, NCCP, Raleigh, NC (G)
Dominca C. Cobb, Asheville, NC (G)
Carissa S. Collins, Siloam, NC (S)
Jacqueline Drakeford, Charlotte, NC (G)
Esther Ehizuelen, Raleigh, NC (G)
Deborah F. Epps, Research Triangle Park, NC (S)
Virginia Fry, Raleigh, NC (G)
Christine M. Garner, Holly Ridge, NC (S)
LC Gilliken, Beaufort, NC (A)
Halli B. Gomez, Charlotte, NC (S)
Anna M. Hamby, Granite Falls, NC (S)
Deneen R. Harriatte, Jacksonville, NC (S)
Mara M. Heer-Busby, Cary, NC (G)
Lisa V. Hemric, Yadkinville, NC (S)
Chastity F. Hocutt, Raleigh, NC (G)
James M. Hudspeth, Rhodhiss, NC (S)
Vickie H. Hughes, Charlotte, NC (G)
Rhonda M. Hughes, NCCP, Mooresville, NC (G)
Erin E. Hughey, Jacksonville, NC (S)
Buffy L. Johnson, NCCP, Farmville, NC (G)
Tara N. Jones, Mount Airy, NC (S)
Wendy Kimbel, Mebane, NC (G)

Sylvia J. Lawrence, NCCP, Fayetteville, NC (G)
Claudette A. Mathis, Camp Lejeune, NC (S)
Tanya L. Minton, Harrisburg, NC (A)
Ha C. Nguyen, NCCP, Raleigh, NC (G)
Sharon M. O’Brien, NCSB/CP, Greensboro, NC (G)
Michael Parsnip, Jacksonville, NC (S)
Alexis C. Phillips, Jacksonville, NC (S)
LaJeanna Porter, Jacksonville, NC (S)
Emily Potts, Sanford, NC (S)
Elizabeth Remaily, Charlotte, NC (G)
Dorothy Roberts, Mount Airy, NC (S)
Ashley M. Robinette, Sneads Ferry, NC (S)
Amy Rodriguez, Jacksonville, NC (S)
Kelly R. Rubio, Hudson, NC (S)
Brandon L. Ruth, Kinston, NC (S)
Victoria L. Scally, NCSB/CP, Garner, NC (G)
Michele D. Shaw, Marion, NC (S)
Mary B. Soots, Lenoir, NC (S)
Virginia Speiser, Hubert, NC (S)
Judy M. Stancil, NCCP, Durham, NC (G)
Maggie S. Swaim, Hamptonville, NC (S)
Sandra R. Taylor, Elkin, NC (S)
Lisa M. Thompson, Charlotte, NC (G)
Nancy L. Trivette, Hudson, NC (S)
Ute Woodall, NCCP, Selma, NC (G)
Stephanie Woods, NCSB/CP, Raleigh, NC (G)
Robin G. Zier, CLA, Raleigh, NC (G)

Feel free to contact me at any time if you have questions about membership in NCPA.

Brenda Mareski, CP, Second Vice President, Membership, 704.387.7605, bmareski@carolina.rr.com  u



�

North Carolina Paralegal Association, Inc. • Summer 2007

2006 Formal Ethics Opinion 13

October 20, 2006
Nonlawyer Signing a Lawyer’s Name to a Pleading 
Opinion rules that if warranted by exigent circumstances, a law-
yer may allow a paralegal to sign his name to court documents so 
long as it does not violate any law and the lawyer provides the 
appropriate level of supervision.
 
Inquiry:
 Paralegal works in Law Firm. Supervising Attorney A would like 
Paralegal to sign Attorney A’s name to pleadings in the event At-
torney A is unavailable to do so. Paralegal would put her initials 
after the lawyer’s signature so it is clear she is signing on the 
lawyer’s behalf. Assume for purposes of this inquiry that Attorney 
A has either drafted the pleading herself or has closely supervised 
the form and substance of the pleading drafted by Paralegal.
 
May Attorney A delegate the signing of the pleadings to nonlaw-
yer staff under these circumstances?
 
Opinion:
 As a general matter, a lawyer should always sign court docu-
ments and pleadings and should only delegate the signing of her 
name to a nonlawyer when the lawyer is unavailable and no other 
lawyer in the firm is able to do so. Nonetheless, if exigent circum-
stances require the signing of a pleading in the lawyer’s absence, 
a lawyer may delegate this task to a paralegal or other nonlawyer 
staff only if 1) the signing of a lawyer’s signature by an agent of 
the lawyer does not violate any law, court order, local rule, or 
rule of civil procedure, 2) the responsible lawyer has provided 
the appropriate level of supervision under the circumstances, 
and 3) the signature clearly discloses that another has signed on 
the lawyer’s behalf.1 The following two rules are relevant to a 
lawyer’s responsibilities under the circumstances.
 
Rule 5.3 Responsibilities Regarding Nonlawyer Assistants
 
With respect to a nonlawyer employed or retained by or associ-
ated with a lawyer:
 
(b) a lawyer having direct supervisory authority over the non-
lawyer shall make reasonable efforts to ensure that the person’s 
conduct is compatible with the professional obligations of the 
lawyer;
 
Rule 5.5 Unauthorized Practice of Law
 
(d) A lawyer shall not assist another in the unauthorized practice 
of law.
 
Before permitting a paralegal or other nonlawyer staff member to 
sign the lawyer’s name to any court document, the lawyer must 
carefully review pertinent case law, local rules, or rules of civil 
procedure to determine whether such delegation is permissible 

Are you aware of these North Carolina State Bar 
Ethics Opinions Affecting Paralegals?

and therefore, compatible with the lawyer’s professional obliga-
tions. Rule 5.3 (see above). If, for example, a pleading signed by 
the paralegal on the lawyer’s behalf would be legally insufficient, 
then the lawyer cannot condone this practice. Nothing herein is 
intended to opine as to the legal sufficiency of a pleading signed 
on behalf of a lawyer.
 
In addition, the lawyer must exercise the appropriate level of su-
pervision to avoid aiding in the unauthorized practice of law. Rule 
5.5(d). The preparation of a pleading is the practice of law. G.S. 
A7 84-2.1 (2004). Nevertheless, a paralegal may prepare such a 
document under the close supervision of a lawyer. A lawyer must 
carefully and thoroughly review both the substance and form of a 
pleading prepared by a paralegal before filing the document with 
the court. Likewise, a lawyer may not permit her paralegal to sign 
the lawyer’s name to a pleading, even in exigent circumstances, 
if the lawyer has not afforded the appropriate level of review and 
supervision.
 
Finally, the signature must evidence, on its face, that it is by an-
other’s hand to avoid misleading the court. 
 
Endnote
 1. A paralegal or paraprofessional may never sign and file court 
documents in her own name. To do so violates the statutes pro-
hibiting the unauthorized practice of law.

2005 Formal Ethics Opinion 6

October 21, 2005
Compensation of Nonlawyer Employee Who Represents So-
cial Security Claimants
Opinion rules that the compensation of a nonlawyer law firm 
employee who represents Social Security disability claimants be-
fore the Social Security Administration may be based upon the 
income generated by such representation.

Inquiry #1:
Law Firm employs Legal Assistant, a nonlawyer, to assist Attorney 
with the representation of disability claimants before the Social 
Security Administration (SSA). Because nonlawyer representation 
of claimants before the SSA is allowed by the Social Security Act, 
see 42 U.S.C. A7406, and Attorney believes that Legal Assistant is 
competent, Legal Assistant frequently represents the claimant in 
the hearing before the SSA Administrative Law Judge (ALJ) with-
out the involvement of Attorney. Prospective clients are advised 
of this arrangement as required by 05 FEO 2 and Attorney rep-
resents any claimant who files an appeal to federal district court. 
Legal Assistant is currently paid a salary and bonuses. 

Legal Assistant has informed Attorney that she is leaving the firm 

continued on next page...
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to become an independent claimant’s representative on Social 
Security disability claims. After Legal Assistant establishes her 
separate business, may Attorney refer disability claimants to her, 
including claimants that he was representing when Legal Assis-
tant was still employed by the firm?

Opinion #1:
Yes. If Attorney believes that Legal Assistant is competent to rep-
resent claimants before the SSA and that it is in the best interest 
of a client to be represented before the SSA by Legal Assistant, he 
may refer clients to her. See Rule 1.1.

Inquiry #2:
Attorney and Legal Assistant work on a client’s disability claim 
before Legal Assistant leaves the firm to establish her own prac-
tice. After she leaves the firm, Attorney refers the client to Legal 
Assistant for representation before the SSA. Disability benefits are 
awarded to the client and the ALJ also awards a fee for the rep-
resentation to Legal Assistant. From that fee, may Legal Assistant 
reimburse Law Firm for the work performed by Legal Assistant 
and/or Attorney while the matter was still with Law Firm?

Opinion #2:
Yes. There is nothing in the Rules of Professional Conduct that 
prohibits a lawyer or a law firm from accepting such compensa-
tion provided it is otherwise lawful. Cf. 03 FEO 10 (Social Se-
curity lawyer may agree to compensate a non-lawyer/claimant’s 
representative for the prior representation of a claimant). 

Inquiry #3:
Legal Assistant wants to remain an employee of Law Firm but she 
would like her salary to be based upon the fees that she gener-
ates from the representation of claimants before the SSA. May 
the compensation a law firm pays to a nonlawyer employee who 
represents claimants before the SSA take into consideration the 
income generated from the representations?

Opinion #3:
Yes. 

Rule 5.4(a) specifically prohibits a lawyer or a law firm from shar-
ing “legal fees” with a nonlawyer except in certain specific situa-
tions that are not relevant to this inquiry. As noted in comment 
[1] to the rule, “The provisions of this Rule express traditional 
limitations on sharing fees. These limitations are to protect the 
lawyer’s professional independence of judgment.” In reliance 
upon this prohibition, RPC 147 holds that a lawyer may pay a 
paralegal a bonus for productivity but the bonus may not be a 
percentage of the income the firm derives from legal matters 
upon which the paralegal has worked. 

The present inquiry is distinguishable. Rule 5.4(a) regulates 
the distribution of fees that, because of the prohibition on the 
unauthorized practice of law, may only be earned by a lawyer. 
However, nonlawyers are legally permitted to represent dis-
ability claimants before the SSA and to be awarded fees for such 
representation. When generated by a nonlawyer as authorized 
by law, such a fee cannot be designated a “legal fee” subject to 
the limitations of Rule 5.4(a). See e.g., 03 FEO 10. Moreover, the 
nonlawyer’s participation in the fee does not impair a lawyer’s 

Ethics Options continued...
independent professional judgment when the nonlawyer may, by 
law, represent the claimant without the supervision or participa-
tion of the lawyer. 

Inquiry #4:
May Legal Assistant and Law Firm enter into an agreement clarify-
ing how fees from Legal Assistant’s representation of Social Secu-
rity disability claimants will be distributed between Legal Assis-
tant and Law Firm in the event Legal Assistant leaves the firm?

Opinion #4:
Yes. 

2000 Formal Ethics Opinion 10

July 27, 2001
Appearance of Non-Lawyer at Calendar Call
Opinion rules that a lawyer may have a non-lawyer employee 
deliver a message to a court holding calendar call, if the lawyer 
is unable to attend due to a scheduling conflict with another 
court or other legitimate reason.

Inquiry:
Attorney A is a criminal defense lawyer in a solo practice. He 
frequently has cases on the calendar simultaneously in juvenile 
court, district court, superior court, and administrative court. 
When a client’s case is in court for a routine calendar call or an 
administrative status calendar call, Attorney A would like to send 
a non-lawyer member of his staff to the hearing to report to the 
court on his whereabouts and scheduling conflict. May Attorney 
A do so without violating the prohibition on assisting the unau-
thorized practice of law? 

Opinion:
Yes, provided the nonlawyer employee is merely providing the 
court with information and does not request or argue for a par-
ticular action by the court. 

Rule 5.5(b) prohibits a lawyer from assisting a person who is not 
a member of the bar in the performance of any activity that consti-
tutes the unauthorized practice of law. G.S. § 1-11 provides that, 
“A party may appear either in person or by attorney in actions or 
proceedings in which he is interested.” G.S. §84-4 permits only 
licensed North Carolina lawyers “to appear as attorney or coun-
selor at law in any action or proceeding before any judicial body.” 
See also  G.S. §§84-2.1, 84-4, and 84-36. Nevertheless, when a 
lawyer has a conflicting commitment to appear in another court 
or when another legitimate conflict prohibits a lawyer’s appear-
ance in court for a client, the lawyer may send a nonlawyer em-
ployee to the court to inform the court of the situation. This is 
not assisting in the unauthorized practice of law. 1  In response 
to information about a lawyer’s availability, the court may, on its 
own motion, determine that a continuance or other action is ap-
propriate.

A lawyer should rely on a nonlawyer to notify the court of a sched-
uling conflict only when necessary. Moreover, Rule 5.3 requires a 
lawyer who supervises a non-lawyer assistant to make reasonable 
efforts to ensure that the non-lawyer’s conduct is compatible 

continued on next page...
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with the professional obligations of the lawyer. If a nonlawyer is 
present in court to provide information about the lawyer’s sched-
uling conflict, the duty of supervision includes insuring that the 
assistant complies with court rules on decorum and attire. 

Endnote
1. See People v. Alexander, 202 N.E. 2d 841 (Appellate Court of 
IL. 1964): “We agree with the trial judge that clerks should not be 
permitted to make motions or participate in other proceedings 

Ethics Options continued...

which can be considered as ‘managing’ the litigation. However, 
if apprising the court of an employer’s engagement or inability 
to be present constitutes the making of a motion, we must hold 
that clerks may make such motions...without being guilty of the 
unauthorized practice of law.”

This material is the property of the North Carolina State Bar. Additional North 
Carolina State Bar ethics opinions can be found on the State Bar’s website – 
http://www.ncbar.com/ethics. u

July 11-14, 200
NALA’s 32nd Annual 
Convention in New Orleans

July 20-21, 2007
CLA/CP Exam

September 20-22, 2007
NCPA’s Mid-Year Seminar in 
Boone

October 1, 2007
Deadline for submitting 
application to take July 
CLA/CP Exam

November 30 -
December 1, 2007 
 CLA/CP Exam

March 27-30, 2008 
NCPA’s 28th Annual Meeting 
and Seminar in Concord

NCPA wishes the following 
members a very Happy Birthday!  

June 
Gretta L. Brown, NCCP

Wendy L. Bryant
Paige Garriques

Tanya A. Morand, NCCP
Diane N. Morgan, NCCP
Ujeana A. Pearson, NCCP

Debra M. Rich, NCCP
Mary M. Strawn

July
Leslee N. Black, CLA

Donna L. Cooper
Joan Brinson Dressler, CLA

Karen F. England
Kimberly Roberts Eshleman

Anna M. Hamby
Regina H. Newsome, CLA/NCCP

Judy  Weeks, NCCP

August
Darlene C. Foster, NCCP

Erin B. Galloway, CP/NCCP
LC Gilliken

Nancy  Glasgow, NCCP
Mara M. Heer-Busby
Saundra D. Johnson

Wendy Kimbel
Brenda J. Mareski, CP/NCCP

Lou Ann Phelps
Teresa A. Stacey, NCCP

Ann Marie Wiertel, NCCP
Stephanie Woods, NCSB/CP

Not listed?  Want to appear on the next Birthday list?  Log in to 
your Profile at www.ncparalegal.org to make sure your Month 

of Birth (and other profile information) is up-to-date.
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Memories from NCPA’s 27th Annual Seminar 
and Meeting in New Bern, NC

2007-2008 NCPA Officers (Left to Right: NALA Liaison Cindy Frye, ACP, NCCP, President Kaye H. Summers, CLA, 
NCCP, Second Vice President Patricia F. Clapper, ACP, NCCP, Parliamentarian April V. Sansom, CP, NCCP, Treasurer 

Nancy Glasgow, NCCP, Secretary Elizabeth R. Vance, CP, NCCP. 
Not shown: First Vice President Brenda J. Mareski, CP)

District I Director, Morag A. Polaski, CP, NCCP, 
District VIII Director Amy D. Moore, CP, NCCP, 
District III Director, Trudy Rutherford, NCCP, 

Chairman and District IX Director Beverly G. King, NCCP

Past NCPA President Erin B. Galloway, CP, NCCP 
handing over the gavel to NCPA President 

Kaye H. Summers, CLA, NCCP
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Lee Lloyd of  4NCRecords with seminar attendees NCPA Coordinator Mary Haggerty at the 
NCPA evening dinner

Gorgeous sunset over the marina in New Bern (Photograph courtesy of Alison E. Foster, NCCP)
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Sure, you have some business paralegals on staff. But have you 
really considered the universe of ways they can help you out?

Business lawyers, when asked, have dramatically divergent ap-
proaches to paralegal use. There is some evidence that lawyers 
may misuse or under use them, and, on the other hand, evi-
dence that others are making far better, more cost-effective use 
of them. 

To ascertain “best practices,” to educate business lawyers about 
paralegals, and to improve the satisfaction and quality of life of 
the paralegals who work with us, the Section formed an ad hoc 
committee in 2004 to learn how business lawyers use paralegals 
and to point out better, more efficient and effective ways to use 
business paralegals. 

Among the first items of business the committee undertook was 
to engage the Section membership in a comprehensive survey of 
a variety of issues relating to business paralegals. Respondents 
included many firms, large and small, urban and rural, and nearly 
a third of them practiced in-house. The purpose of this article is 
to detail the many responses to that survey.

According to the Business Law Section survey, one thing that 
is clear is that paralegals spend a considerable amount of their 
time interacting with our clients. Of the respondents surveyed, 
95 percent reported that their paralegals had written or e-mail 
correspondence with clients at least weekly, and of those, 77 per-
cent reported daily e-mail or written client communications. At 
least weekly client telephone communications were reported by 
93 percent of those surveyed, and 70 percent reported at least 
weekly face-to-face client contact. Similarly, respondents report-
ed that 76 percent had at least weekly contact with government 
agencies.

We suspect, based on these results, that in many cases, the para-
legals have more frequent contact with firm clients than the law-
yers for whom they work. Being able to communicate effectively, 
both orally and in writing, is a critical skill for a paralegal. Law-
yers and paralegal managers should place significant emphasis 
on this skill when hiring new paralegals. 

Paralegals also continue to do a significant amount of clerical-
type work, with 83 percent performing “clerical” work weekly, 88 
percent performing filing and administrative work weekly, and 
83 percent photocopying weekly. Among the other fairly com-
mon tasks performed by business paralegals on a weekly basis 
were entity formation, due diligence, factual investigation, legal 
research and transactional document drafting. Each of these gen-
eral categories will be addressed with more specificity below.

Perhaps the one item identified by the survey that paralegals 
were reported not to be doing was setting the fees to be charged 

What Paralegals Can Do 
And the list goes on

By R. Thomas Howell Jr. and Eric G. Orlinsky
for legal work. Fee setting is recognized in many states as such a 
core function of being a lawyer, that paralegals would be engaged 
in the unauthorized practice of law if they did it. This issue is 
discussed in more detail elsewhere in this issue of Business Law 
Today — see Frances Kao’s article just before this one.

In the Section survey, we asked members to identify those sub-
stantive areas of law in which the paralegals in their firms most 
frequently practiced.

More respondents indicated that the paralegals in their firms 
practiced more frequently in litigation than in any other substan-
tive practice area. We suspect that since most firms surveyed also 
have litigators (where paralegals are generally used much more 
frequently and effectively), most respondents forgot that we were 
only asking about business paralegals. Another reason may be 
that all paralegals in some firms are managed centrally. As a re-
sult, we have disregarded litigation as a substantive area.

Of the remaining areas surveyed, members indicated that their 
paralegals practiced most frequently in corporate/formations, 
corporate/acquisitions, real estate, intellectual property and se-
curities. Using a recent Legal Assistant Management Association 
(LAMA) survey, we can then identify which specific tasks were 
performed most frequently by paralegals in those areas. These 
tasks provide fertile ground for identifying new ways in which 
you might be able to put your business paralegal to better use.

Corporate/formations and corporate/acquisitions. In the area of 
corporate law relating to both formations and acquisitions, busi-
ness paralegals frequently: 
•	 draft, prepare and file corporate charter documents, including 

amendments and merger documents, as well as partnership and 
limited liability company certificates; 

•	 develop checklists for the proper formation and operation of each 
of the different forms of entities; 

•	 prepare minute books, stock certificates and stock ledgers and pro-
cure corporate seals; 

•	 prepare and file all documentation necessary to register or qualify 
an entity in one or more foreign jurisdictions; 

•	 prepare documentation for transfers of stock ownership; 
•	 draft minutes; 
•	 draft board resolutions; 
•	 draft and prepare the many documents required for shareholders’ 

meetings; and 
•	 draft resolutions and other documents required to implement divi-

dends and distributions as well as stock splits. 
Business paralegals are also frequently called on to draft and 
prepare documents for corporate and partnership dissolutions, 
noncompete agreements, loan documents and UCC filings, in ad-
dition to ordering and administering UCC, lien and judgment 
searches on various businesses. Of course, in the acquisition or 
loan context, business paralegals are also often called on to assist 
with due diligence and to administer transaction closings.

continued on next page...
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Real estate. In real estate practices, paralegals are asked to: 
•	 draft deeds; 
•	 order title searches; 
•	 draft leases and lease assignments, amendments and exclusions; 
•	 prepare legal descriptions; 
•	 review plats and surveys; 
•	 coordinate escrow arrangements and prepare escrow instructions; 
•	 arrange for title insurance; 
•	 prepare mortgage releases; 
•	 calculate amortization tables; 
•	 prepare title abstracts; and 
•	 prepare, distribute and administer landlord consents and estoppel 

letters. 
Intellectual property. In intellectual property practices, business 
paralegals: 
•	 correspond with the U.S. Patent and Trademark Office; 
•	 manage foreign patent and trademark applications and registra-

tions; 
•	 docket IP deadlines; 
•	 perform trademark searches; 
•	 perform prior art patent searches; 
•	 assist with opposition and cancellation matters; 
•	 draft, prepare and file copyright filings and notices; 
•	 draft intellectual property licenses and assignments; 
•	 proofread technical documents; and 
•	 assist with IP due diligence for business transactions. 
Securities. The securities areas saw some of the most sophisti-
cated opportunities for business paralegals. Securities paralegals 
were frequently delegated the responsibility to: 
•	 manage the EDGAR filing process, including the EDGARization of 

documents; 
•	 review filings for EDGAR coding and filing requirements; 
•	 draft and prepare SEC Forms 3, 4, 5, 8-K, 10-Q and 10-K; 
•	 less frequently, aid in the drafting of prospectuses and registration 

statements or assist in the preparation of proxy statements; 
•	 obtain SEC ID numbers and CUSIP numbers; 
•	 assist with the printing and finalization of prospectuses and related 

documents at the financial printer; 
•	 prepare and administer securities compliance calendars; 
•	 draft form ADVs, Form U-4s, Form Ds; and 
•	 prepare and file other federal and state securities filings. 
Our committee was interested in the effect of the increasing use 
of technology in law firms and the effect it might have on busi-
ness paralegals. We asked Section members whether or not they 
believed that the growing use of technology was decreasing the 
use of paralegals. Only 11 percent of respondents thought that 
it was. It has been our experience that business paralegals are 
among the first to adapt to the use of new technologies and, as 
a result, are often among the best-trained staff when it comes to 
technology.

In many firms, the adaptability of the business paralegals in this 
regard actually may provide them with greater responsibility for 
new projects that require the use of technology. So it does, in-
deed, appear that the increasing use of technology, the automa-
tion of certain legal processes and the concomitant desire to le-
verage on that technology and to push workflow down to lower 
and more cost-efficient levels (not to mention the increasing 
commoditization of legal services) may be increasing the use of 
business paralegals.

The LAMA survey seems to bear this out. According to LAMA, 
paralegals frequently used and were facile with Microsoft Word; 
document management programs such as PC Docs, DocsOpen 
and iManage; spreadsheets such as Lotus and Excel; data bases 
such as Access, Paradox and dBase III; document assembly pro-
grams such as HotDocs; presentation software such as Power-
Point; Lexis/Nexis and Westlaw; Dun & Bradstreet; LiveEdgar; 
EDGAR; PACER; and, more generally, the Internet.

More great ideas were found in some of the anecdotal responses 
from some of the firms that responded to the Section’s survey.

One lawyer explained how he frequently used his business de-
partment paralegal to assist him with client development and 
marketing. As a value-added service to his technology clients, this 
lawyer helped circulate their business plans to potential funding 
sources such as venture capital firms. The paralegal assisted with 
preparing a matrix of all of the venture capital firms with whom 
the law firm had contact, the size and stage of deal the venture 
capital firm was interested in and the industries in which the ven-
ture capital firm would consider investing. 

Then, every time a client or prospective client of the firm was 
seeking capital, the paralegal matched the client with all of the 
venture capital firms that might be interested in investing and 
could send the client’s business plan, along with a specifically tai-
lored e-mail, to the law firm’s contact at the venture capital firm. 
In this way, the lawyer could provide a true value-added service 
to the client or prospective client without spending too much 
time on implementation.

A lawyer at another firm described to us how her firm was care-
fully refining all of their audit responses and opinion letters into 
highly standardized forms and using the HotDocs document-as-
sembly program to allow their business paralegal to assemble 
drafts of audit response letters and third-party opinion letters 
(together with back-up certificates) for transactions in ever-in-
creasing numbers with ever-increasing speed, efficiency and ac-
curacy.

Several other firms have established subsidiaries that act as reg-
istered agents for their incorporated clients. These registered 
agent operations are profit generators for their firms and are run 
by the business paralegals.

Great ideas for more effectively filling the plates of our business 
paralegals are all around us. We hope that some of these ideas, 
and many others in the other articles in this mini-theme issue, 
will help you to rethink how you or your firm uses your business 
paralegals. Effectively using them will lead to greater personal 
and professional satisfaction for you (the business lawyer) and 
greater professional responsibility and satisfaction for your busi-
ness paralegal. 

And we assure you: It can be a profitable experience! 

Howell is of counsel with Seyfarth Shaw LLP in Chicago. His e-mail is 
rhowell@seyfarth.com. Orlinsky is a partner in the Baltimore office of 
Saul Ewing LLP. His e-mail is eorlinsky@saul.com.  u

What Paralegals Can Do continued...
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Let’s face it: A paralegal can definitely represent added value for 
your legal practice. But beware the possibility of bumps in the 
road.

Many recent articles, books and seminars have used economic 
analyses to demonstrate the financial benefits that paralegals can 
bring to a law practice. Less frequently discussed are the ethical 
boundaries that lawyers working with paralegals must observe. 
These ethical rules are ignored at a lawyer’s peril since violat-
ing them can bring significant financial and reputational harm to 
both the lawyer as well as the firm. 

Potential pitfalls can arise starting from the hiring decision and 
throughout the duration of the lawyer-paralegal relationship. 
However, a lawyer’s ethical obligations when working with para-
legals are relatively straightforward and, with some care, need 
never be the cause of an unpleasant discussion between the law-
yer and his governing bar disciplinary committee. 

So you’re gonna hire a paralegal.
Jane Hendrick, a lawyer with a five-person firm, has just hired Bob Worth, a 
paralegal, to assist with the firm’s general nonlitigation work. Bob Worth is cur-
rently employed by Smith & Smith, another small firm in the same city. Prior 
to being hired by Jane Hendrick, Bob Worth had been supporting the lawyers 
at Smith & Smith in a small asset-purchase transaction on behalf of Atkins 
Co. The seller, Baily Ltd., is represented by none other than Jane Hendrick. At 
the time she hired Bob, Jane did not know that Bob had been working on the 
Atkins/Baily deal from the Smith & Smith side. 

On Bob’s first day, he hears that Jane is representing Baily and he tells her that 
he was the one that had been assisting the lawyers doing due diligence and had 
taken notes at several meetings between Atkins and the lawyers from the Smith 
law firm. Jane likes it that Bob already knows something about the transaction 
and tells him he can work on the deal with her. Having a general understand-
ing of the rules on ethical conflicts, Jane purposely assigns Bob to the task of 
finalizing and preparing the closing documents because this does not require 
that Bob make use of or otherwise disclose any privileged information that he 
received while working at Smith & Smith. How’s Jane doing so far?

Guideline 1 of the ABA Model Guidelines for the Utilization of 
Paralegal Services (Utilization Guidelines) provides that “a lawyer 
is responsible for all of the professional activities of a paralegal 
performing services at the lawyer’s direction and should take 
reasonable measures to ensure that the paralegal’s conduct is 
consistent with the lawyer’s obligations under the rule of pro-
fessional conduct . . . .” In turn, Rules 1.7 through 1.10 of the 
ABA Model Rules of Professional Conduct (Model Rules) impose 
specific obligations on lawyers with respect to conflicts and im-
putations of conflicts. 

No, A Paralegal Is Not A Lawyer
A few things to keep in mind 

By Frances P. Kao

Given that conflicts rules would prohibit a lawyer from working 
on the opposite side of a continuing matter, it is clear that a para-
legal likewise may not do so. The paralegal also cannot work on a 
matter adverse to a former client for whom he previously worked 
if the two matters are substantially related and confidentiality 
may be jeopardized. 

Most law firms would never take the risk of hiring a new law-
yer without screening those lawyers for conflicts because the 
principle of vicarious disqualification imputes the potential new 
lawyer’s conflicts to everyone in the firm — thereby, disqualifying 
the entire firm from a particular transaction or representation. 
However, many lawyers and law firms do not screen paralegals or 
other nonlawyers for conflicts even though the same principles 
of vicarious disqualification apply. 

As a matter of good ethical practice, all potential new hires should 
be screened for conflicts at the time the firm makes an offer of 
employment and that offer should be contingent on the results 
of that conflict check. The paralegal should be asked to provide 
written detail of every individual or entity for whom the paralegal 
provided services. This disclosure would then allow the hiring 
firm to determine whether there are conflicts between the hiring 
firm’s business and the paralegal’s prior work. 

Moreover, irrespective of size, all firms should have, and should 
rigorously enforce, written policies regarding avoidance of ethi-
cal conflicts, how to check for conflicts and, in the event of a 
potential conflict, the importance of setting up ethical walls to 
prevent the disclosure of confidential information.

Discovering potential conflicts early is critical because it gives the 
hiring firm several options. First, the firm can decide if it wishes 
to obtain consents or conflict waivers from the affected clients. 
Second, the firm can erect an ethical wall to protect against the 
communication of confidential information from the new em-
ployee to others in the firm. Third, the firm can just decide not to 
hire the paralegal with the conflict. 

If no conflicts checks are ever made and the paralegal is hired, 
the lawyer or law firm runs the risk of being entirely disqualified 
from representing the client on the particular transaction. In this 
era of increasingly competitive law practice, this is certainly an 
unsettling prospect.

All in a day’s work.
Jane wants to make good use of Bob’s experience in drafting company bylaws, 
articles of incorporation, board minutes and the ministerial aspects of incor-
porating a company. She thinks that by giving Bob substantial responsibility 
and treating him as a full member of the legal team, she can increase Bob’s job 
satisfaction. Bob appreciates Jane’s trust in him and always does his best for all 
of Jane’s clients. 

continued on next page...
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Jack Jameson, the founder of Conrad Inc. and a potential new client, calls Jane’s 
office to ask about forming a new corporate entity as a Conrad Inc. subsidiary. 
Jane is out of town but Bob invites Jack to talk things over. During the first 
in-person meeting between Jack and Bob, Bob is asked whether the corporation 
should be formed in Delaware or New York; Jack also tells Bob that speed is of 
the essence. 

Bob tells Jack that the entity could be most quickly and efficiently formed in 
Delaware. Jack, impressed with Bob’s professionalism, says “great, let’s get it 
done.” Bob tells Jack that he has to sign the form retention agreement for all 
new clients and Jack does so. 

Once Jack leaves the office, Bob drafts standard articles of incorporation and 
also fills in the form-book company bylaws and sends them directly to Jack 
for his approval. A day later, after Jack gives the nod to these documents, Bob 
electronically completes the necessary filings to incorporate the new entity. Bob’s 
provided terrific client service and Jane should be very pleased, right?

Not exactly. All states prohibit the unauthorized practice of law 
and have an ethics rule like Rule 5.5 of the ABA Model Rules, 
which prohibits lawyers from aiding another person in the unau-
thorized practice of law. Although what constitutes the unauthor-
ized practice of law differs in specifics from state to state, there 
are generally three things that every state — as well as Guideline 
3 of the Utilization Guidelines — prohibits a paralegal or other 
nonlawyer from doing. 

First, a paralegal may not establish the attorney-client relation-
ship. Second, a paralegal may not give legal advice. Third, a para-
legal may not appear in court on behalf of a client — and this 
prohibition covers the taking and defending of depositions and 
the signing of pleadings or other papers to be filed in court. 

Limited exceptions to this third prohibition exist; for example, 
certain federal and state agencies, certain tribal courts and cer-
tain state courts under local rules permit nonlawyers to make 
appearance on behalf of clients. 

In addition to these three hard and fast rules, it is incumbent on 
the lawyer, not the paralegal, to determine what constitutes the 
practice of law in her jurisdiction. Lawyers should keep in mind 
that, in some jurisdictions, any exercise of independent legal 
judgment constitutes the practice of law.

A lawyer avoids running afoul of the prohibition against aiding in 
the unauthorized practice of law through proper delegation and 
supervision of paralegals. Supervision is key because the lawyer 
is responsible for the actions of any paralegal that she employs 
and proper supervision gives both the lawyer and the client con-
fidence that the paralegal is taking substantively and ethically 
proper actions. 

Proper delegation and supervision begins when selecting quali-
fied persons as paralegals. A paralegal can be qualified either by 
education (there are some several hundred paralegal education 
programs that are approved by the American Bar Association) or 
by experience or a combination of both. 

Second, proper delegation and supervision means that a lawyer 
should match the paralegal’s skill set with the task that needs 
to be done. For example, one should not delegate real estate 
closing tasks to a litigation paralegal unfamiliar with real estate 

No, A Paralegal Is Not a Lawyer,  continued...

continued on next page...

transactions or assign inexperienced paralegals to tasks without 
appropriate instruction. A lawyer can both ensure having quali-
fied paralegals and provide proper supervision by providing ori-
entation and continuing training programs, either formal or on-
the-job, for the paralegal.

Third, a lawyer should properly guide the paralegals’ work. This 
means that adequate instructions should be given when assign-
ing a new project to a paralegal. Moreover, the lawyer should 
also monitor the progress of each assignment to ensure that the 
paralegal is proceeding on the right track.

Most important, proper supervision requires that the lawyer re-
view the paralegal’s work product. It is not enough that the para-
legal has performed a particular task dozens of times and will 
likely again perform the task properly. The lawyer must review 
the substantive work and be available to the paralegal to provide 
guidance in even routine assignments. Permitting a paralegal to 
issue work product on a substantive assignment without a law-
yer’s review can constitute aiding in the paralegal’s unauthorized 
practice of law.

As a general matter, lawyers should implement policies to avoid 
putting their paralegals into difficult positions relative to client 
demands. For example, lawyers should implement a policy re-
quiring their paralegals to identify themselves to new callers or 
visitors as paralegals who are not licensed to practice law. For 
small firms, the firm may want to use the standard engagement 
letter to clearly identify the lawyers and the paralegals. 

Paralegals should also be periodically reminded to defer all le-
gal issues to the lawyers. These procedures would comport with 
Guideline 4 of the Utilization Guidelines that requires lawyers 
to take “reasonable measures” to ensure that clients, courts and 
other lawyers are aware that an individual working with the law-
yer is a paralegal and not licensed to practice law.

For both the lawyer and the paralegal, there are practical ramifi-
cations to engaging in and aiding in the unauthorized practice of 
law. In most states, unauthorized practice of law is a misdemean-
or offense. Accordingly, the paralegal can be charged with a viola-
tion of law. That means that the paralegal can be subject to an 
injunction against future conduct and, possibly, civil penalties. 

For the lawyer, if the governing disciplinary organization deter-
mines that the lawyer failed to properly supervise or otherwise 
aided the paralegal in the unauthorized practice of law, the law-
yer may be subject to penalties such as public censure, injunc-
tion, civil penalties, disgorgement of fees and even suspension 
and disbarment. Also, because a paralegal’s work merges into 
and becomes the lawyer’s work, a lawyer will be held liable for 
the malpractice of the paralegal working under his supervision. 
Being charged with malpractice is one of the most severe reputa-
tion blows that a lawyer can experience. 

Silence is golden.
Bob is married and his wife, Carol, is also a paralegal. Carol has brought work 
home and has told Bob about a particularly tricky research project she has been 
assigned. Bob has done this type of research before in working with one of Jane 
Hendrick’s clients and knows that the result is highly fact dependent. He tells 
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Carol the important underlying facts of the matter that he worked on and also 
reveals the name of the client for whom he undertook the assignment. 

He and Carol then share details of both his previous assignment and the areas of 
similarities with her current assignment. Bob thinks nothing of telling his wife 
the details that the client shared with him — he is confident that his wife will 
not share these discussions with anybody else.

The attorney-client privilege and the ethical obligation of client 
confidentiality extend to the paralegal and all nonlawyers work-
ing with the lawyer. Rule 5.3 of the Model Rules provides that 
lawyers who are partners in a firm, who have comparable mana-
gerial authority or who have supervisory authority over nonlaw-
yers “shall make reasonable efforts to ensure that the person’s 
conduct is compatible with the professional obligations of the 
lawyer.” An analogous provision exists in Guideline 6 of the Uti-
lization Guidelines. 

The effect of Model Rule 5.3 is that lawyers are responsible for 
nonlawyers’ violations of the ethical rules if they order or ratify 
the act, or are partners or supervisors of the nonlawyer and fail 
to take timely remedial action on the conduct.

As a practical matter, lawyers must implement policies to protect 
client information and to train their paralegals about the impor-
tance of client confidentiality. This obligation of confidentiality 
extends to all types of client information including documents, 
files and computer security. As an initial step in implementing 
confidentiality policies, the lawyer may want to ask that each 
paralegal sign a confidentiality agreement that prohibits the para-
legal from revealing any client information and that sets forth 
penalties for breach of that commitment, including termination 
of employment.

Lawyers should also highlight issues arising from new technology 
including placing restrictions on sending electronic materials di-
rectly to opposing counsel and the implementation of measures 
to ensure that previous drafts of documents cannot be accessed. 
Key to this effort is the routine use of built-in software features 
or custom programs that eliminate meta-data or lawyer notations 
from electronic copies of documents. 

Lawyers should further consider training paralegals on limiting 
the number of recipients of e-mail communications sent to cli-
ents and others to avoid wide dissemination and inadvertent dis-
closure of client information. 

Further, it is important to inform paralegals and other nonlaw-
yers that client confidentiality should be a pervasive concept. For 
example, client matters should not be discussed on the elevator. 
After all, who else is in the elevator and might be listening in? 
Information from or about the client should not be discussed 
at home with a spouse or a significant other even if the person 
is confident to a moral certainty that the information will go no 
further. 

Lawyers also need to stress that, in the event of inadvertent dis-
closure, be it through erroneously sent e-mail, mislaid docu-
ments or otherwise, the paralegal needs to immediately inform 
the lawyer of the inadvertent disclosure rather than ignoring the 
disclosure and hoping that no ill results follow. The earlier the 

lawyer learns of the inadvertent disclosure, the earlier that steps 
can be taken to remedy the problem including informing the 
receiving party of the inadvertent disclosure and requesting the 
return of the disclosed materials. 

Finally, on termination of employment, lawyers should remind 
the departing paralegal of her continuing obligation to maintain 
the client confidences learned during the course of the parale-
gal’s employment.

Time is money.
Bob Worth is a terrific paralegal but is not a particularly organized record 
keeper. He often forgets to keep a detailed record of the matters he worked on 
and the amount of time that he spent on specific matters. He routinely turns in 
a month’s worth of time entries on the last day of the month and “estimates” the 
amount of time he thinks was spent on each client’s matter. 

He believes he tends to underestimate the time for each client and when he 
cannot exactly recall what task he performed, he writes in as a time description 
“attention to corporate transaction.” Since Bob’s estimates are fair, there is no 
concern for Jane, right?

Paralegals and lawyers should follow the same rules when it 
comes to time keeping and billing. Just like all professionals in 
the firm, a paralegal must follow careful procedures in keeping 
track of work time including making accurate daily time entries 
with a detailed description of the task undertaken. 

Keeping track of working time is important for both the law firm 
and for the client. The law firm should be fairly compensated for 
work performed on behalf of the client. Conversely, the client 
should only have to pay for work actually performed and time 
actually expended — clients should never be billed for duplicate 
time, excessive time or “guesstimated” time.

Accurate time keeping and proper task description are particu-
larly important for those lawyers who routinely file fee petitions. 
With respect to such petitions, courts mandate accurate and de-
tailed time records and, in case lawyers think appropriate delega-
tion is unimportant, courts will often disallow fees requested for 
paralegals for functions that are considered clerical or secretarial 
in nature. Also, some courts will lower the rate of compensation 
if a lawyer performs work that should have been delegated to a 
paralegal.

More rules about money.
At the end of the year, Bob approaches Jane and tells her he needs to be com-
pensated more than his agreed-on salary because he has worked a lot more 
hours than he originally anticipated when he came to the firm. Also, during 
the course of the year, Bob had referred several new clients to Jane. He asks Jane 
to give him either a referral fee a share of the fees earned from the clients he 
referred to Jane.

Jane tells him she will think about it and indicates that she is in favor of such 
an arrangement. After all, Jane gives referral fees to other lawyers who refer 
clients to her — what is different about doing the same for Bob?

The fact that Bob is not a lawyer is critical to Jane’s analysis. A 
lawyer may not split fees with nonlawyers. Moreover, referral fees 
are strictly prohibited. What can be done, however, is for law-
yers to implement a compensation plan that includes bonuses or 
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other amounts based on the individual nonlawyer’s productivity 
or based on the firm’s profitability. 

There is little doubt that a paralegal is a critical member of the le-
gal team and helps to make a lawyer’s practice more efficient and 
profitable. To enjoy these benefits, however, lawyers must focus 
on proper supervision. Supervision can result in early problem 
spotting, enhance the proper training of nonlawyers, and give 
comfort to clients that proper attention is being paid to their sub-
stantive work. Supervision is also central to avoiding malpractice 
and violating state law and ethics rules. 

After all, it is the lawyer’s obligation to ensure that the paralegal 
is properly screened, adequately trained, performs appropriate 
tasks, maintains high ethical standards and produces a compe-
tent work product. 

Resources
For more information about working with paralegals, visit the 
Web site of the American Bar Association’s Standing Committee 
on Paralegals (www.abaparalegals.org). 

Or, consult the very informative book, Concise Guide to Paralegal Eth-
ics, by Therese A. Cannon (Aspen Publishers, 2006). 

Also, virtually all state and local bar associations have programs 
or sections relating to the use of paralegals. 

Kao is a partner in the Chicago office of Skadden Arps Slate Meagher & Flom LLP. Her 
e-mail is fkao@skadden.com. She was the chair of the ABA Standing Committee on 
Paralegals from 2004 to 2006. u

2007 Meredith R. Pollette, Clas
Scholarship Award

THINKING ABOUT TAKING THE CLA/CP OR APC EXAM . . .
WORRIED ABOUT THE EXAM FEE? THIS IS FOR YOU . . .

Two Award Scholarships Are Now Available!
One for the CLA/CP exam fee AND one for the APC exam fee!!

CLA/CP EXAM FEE AWARD
Submit an essay on one of the following two topics:

“Discuss the Advantages and Disadvantages of Certification and  Licensure for the Legal Assistant Profession”
or

“What the CLA/CP Designation and the CLA/CP Program Mean to Me”
APC EXAM FEE AWARD 

Submit an essay on:

“I am pursuing the APC designation because …”
All essays must be 1,000 to 1,500 words in length, typewritten and

postmarked on or before August 15, 2007

Participants do not need to be NALA members, but must be NCPA members in good standing and meet the eligibility criteria for sitting for the CLA/CP or 
APC Exam. Finalists will be notified by September 15, 2007. Scholarship fees will be paid directly to NALA and the finalists will have one year from the date 

of the awards to sit for the exams. The fees will be refunded to NCPA if the finalists do not sit for the exam within the one-year time requirement.

Send your typewritten essay by August 15, 2007 to:
North Carolina Paralegal Association, Inc.

c/o Chairman of the Board
P.O. Box 36264 • Charlotte, NC 28236-6264

For additional information, please e-mail:
NALA Liaison, Cindy Frye, ACP, NCCP, ctfrye@novanthealth.org



17

North Carolina Paralegal Association, Inc. • Summer 2007

COMPANY/NAME                                      CONTRIBUTION

Sustaining Member
Friday Night Dinner 

Co-Sponsor
Exhibitor

Door Prize
Hospitality Bag Items

NCPA would like to extend its sincere thanks to the following companies, 
without whose support our Annual Seminar would not have been possible:

Document Technologies, Inc.
Contact:  David Kellogg

201 South Tryon St.
Suite LL175

Charlotte, NC 28202
(704) 248-6230

 dkellogg@dtiglobal.com

Sustaining Member
Welcome Reception 

Co-Sponsor
Exhibitor

Door Prize
Hospitality Bag Items

4NCRECORDS.COM
Contact:  Lee Lloyd

P.O. Box 1589
Fuquay Varina, NC  27526

(800) 792-4339; Fax (800) 792-2945
lee@4ncrecords.com

Friday Morning 
Breakfast Sponsor

Exhibitor
Hospitality Bag Items

Fidelity National Title
Contact:  Shannon Wright

P.O. Box 36386
Charlotte, NC  28236-6386

(704) 340-3310; Fax:  (704) 375-6425
Shannon.Wright@fnf.com

Afternoon Break 
Sponsor
Exhibitor

Door Prize

Softpro
Contact:  Erin Pascuzzi
333 E. Six Forks Road
Raleigh, NC  27609

(800) 848-0143; Fax:  (919) 755-8350
erin.pascuzzi@softprocorp.com

Friday Lunch 
Co-Sponsor

Exhibitor
Door Prize

Hospitality Bag Items

CaseWorks
Contact:  Denna Holland

1550 Westbrook Plaza Drive
Winston-Salem, NC  27103

(336) 768-7554; Fax: (336) 768-7651
Denna@caseworksonline.com

Exhibitor
Door Prize

Hospitality Bag Items

Chaplin & Associates, Inc.
Contact:  Cathy Chaplin

P.O. Box 407
Kernersville, NC  27285

(336) 992-1954; Fax:  (336) 992-1957
depousa@triad.rr.com

www.chaplinandassociates.com

Courtsearch.com
Contact:  Christine Fealy

P.O. Box 1699
Wilmington, NC  28402

(919) 815-3880; Fax:  (910) 815-3881
christineL@castlebranch.com

Lawyers Mutual Liability Insurance 
Contact:  Sharon Sparrow

8000 Weston Parkway, Suite 340
Cary, NC  27513

(919) 447-3358; Fax: (919) 677-9641
ssparrow@lmlnc.com

Exhibitor
Door Prize

Hospitality Bag Items

Fluent Language Solutions
Contact:  Jim Pfeiffer

P.O. Box 563308
Charlotte, NC  28256

(704) 926-5015; Fax:  (704) 532-7429
marketing@fluentls.com

Exhibitor
Door Prize

Hospitality Bag Items

COMPANY/NAME                                      CONTRIBUTION

Exhibitor
Door Prize

Hospitality Bag Items

Capitol City Consulting
Contact:  Giovanni Masucci

127 W. Hargett Street, Suite 402
Raleigh, NC  27601

(919) 754-8644; Fax: (919) 754-8334
gmasucci@capitolcityconsulting.com

Exhibitor
Door Prize

National Association 
of Legal Assistants
Contact:  Krista Lower

1516 S. Boston, Suite 200
Tulsa, OK  74119

(918) 587-6828; Fax:  918-582-6772
klower@nala.org

Exhibitor
Door Prize

North Carolina Lawyers Weekly
Contact:  Bob Dixon

P. O. Box 27566  (27611)
107 Fayetteville Street Mall

Raleigh, NC  27601
(919) 829-9333; Fax: (919) 829-8088
robert.dixon@nc.lawyersweekly.com

Exhibitor
Hospitality Bag Items

ParaSec
Contact:  Lexie May

40 E. Division St., Ste. A
Dover DE 19901

(888) 372-7273; Fax:  (888) 272-5439
Offices in CA, DE and NV

lmay@parasec.com

Exhibitor
Hospitality Bag Items

Door Prize

Special Counsel, Inc.
Contact:  Kevin M. Profit, Esquire

831 East Morehead Street, Suite 540
Charlotte, North Carolina 28202

(704) 338-9200; Fax:  (704) 338-1109
 kevin.profit@specialcounsel.com

www.specialcounsel.com

Hospitality Bag Items

North Carolina Electric 
Membership Corp.

PO. Box 27306
Raleigh, NC 27611

Door Prize

Adams & Holt Court Reporters
Contact:  Romelia Adams
401 Rensselaer Avenue
Charlotte, NC  28203

(704) 334-4602; Fax:  (704) 334-0616
office@adamsandholt.com

Hospitality Bag Items
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COMPANY/NAME                                      CONTRIBUTION COMPANY/NAME                                      CONTRIBUTION
TASA Marketing

Contact:  Pat Pinciotti
(800) 523-2319 Ext. 316
ppinciotti@tasanet.com

Hospitality Bag Items

Mariposa Publishing
Contact:  Paula Lessard

1805 Buerkle Road
St. Paul, MN  55110

(651) 773-5230; Fax:  (651) 773-5233
paula@mariposapublishing.com

Hospitality Bag Items

MJM Investigations
Contact:  Emily H. Russell

910 Paverstone Drive
Raleigh, NC  27615

(919) 334-9307; Fax:  (800) 927-2239
erussell@mjminc.com

Hospitality Bag Items

Westlaw
Contact:  Michael Maloney

(919) 844-7015; Fax:  (919) 844-7098
Michael.d.maloney@thomson.com

Hospitality Bag Items

Legal Assistant Today
Contact:  Patrick Vuong

Fax:  (714) 751-5508
pvuong@jamespublishing.com

Hospitality Bag Items

National Corporate Research
Contact:  Jeanne  Carnahan

(800) 483-1140
jeanne@nationalcorp.com

Door Prize

Guilford Paralegal Association
Contact:  Elizabeth Vance, President

P.O. Box 29183, Greensboro, NC  27429
(336) 884-4444

information@guilfordparalegalassociation.org

Door Prize

Deadlines on Demand
Contact:  Charles J. Peck

(714) 360-0545; Fax:  (310) 557-5522
cpeck@deadlines.com
www.deadlines.com

Hospitality Bag Items

Institute for Paralegal Education
Contact:  Ryan Bartholomew

P.O. Box 3187
Eau Claire, WI  54702
www.nbi-sems.com

Door Prize

Maverick Advertising Specialties
Contacts:  Jillian Maverick & 

Paul Thornton
10682 Eiffel Ct

Las Vegas NV 89141-3915
(800) 578-5196; (Fax) 702-407-0979

mavadv@aol.com
www.promomart.com

Hospitality Bags

The speakers are noted experts in their fields. Check out the session details and descriptions at http://www.nala.org.

Very Special Session Announced . . . In recent years, members have asked for more in-depth leadership sessions for their personal growth as
well as for the benefit of their affiliated associations . . . in 2007, we have merged these ideas into a very special Membership Forum Session.

Thanks to the sponsorship of Thomson/Delmar Learning, nationally recognized speaker Mark Levin
is going to make a presentation on Thursday, July 12, from 1:15-4:30 p.m. Mr. Levin’s presentation
stresses that effective leaders have the ability to do things AND to get things done. His interactive
presentation will help bring out the leader in you. For more details and a biography of Mr. Levin,
please see the NALA web site or visit http://www.baileadership.com.

The Venue. The meeting will be held at the Sheraton New Orleans Hotel, 500 Canal Street, New
Orleans, Louisiana. Guest room arrangements for the 2007 convention may be made on the web at
http://www.starwoodmeeting.com/Book/nala.

32nd Annual Convention & Exhibition – July 11-14, 2007
The 2007 Annual Convention Educational programs offer a wide array of educational opportunities for all paralegals. 
The program features 3 Institutes and 3 Educational Tracks, as follows: 

Institutes:
• Appellate Procedure
• Electronic Data Discovery
• Human Resources

Tracks:
A la Carte
• Disaster Recovery: 

Lessons from Katrina
• Fundamentals of Elder Law
• Vulnerable Immigrant 

Populations - How to 
Recognize Them

Advanced Essential Skills
• Alternative Dispute 

Resolution
• Real Estate - Multi-use 

Development
• Personal Injury - Damages

Essential Skills
• Written Communications
• American Legal System
• Judgment & Legal Analysis
• Legal Research

Nala3 AANwsltrs HalfPageAd-07  2/19/07  3:01 PM  Page 1
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Shelia Alexander
Robyne Hill Arrington
Sandra Atkinson
Taiesha Lashaune Ballentine
Annette B. Barefoot
Vickie H. Barley
Kathy I Barley
Ellen M. Barney
Beverly Everette Batton
Carol J. Bauknecht
Elizabeth M. Baumann
Jolene Beaty
Helen R. Bell
Blanche S. Berkowitz
Christine J. Berrier
Leslee N. Black
Patsy Anne Blackburn
Carolyn Virginia Blanchard
Diane L. Bobal
Debbie Boggess
Christine Garvin Bolyard
Patty Lucas Bondurant
Barabar A. Booker
Jennifer A. Boucher
Tracy L. Bowling
Kathryn L. Boyd
Laura C. Braswell
Kimberly C. Braswell
Caroline Anne Brock
Gretta L. Brown
Virginia M. Burrows
Ann M. Cantrell
Lisa E. Carmichael
Joyce E. Carpenter
Heather M. Carpenter
Sandra G. Carter
Michelle L. Ceely
Jennifer L. Chilton
Lonnie E. Christopher
Patricia F. Clapper
Tiffany D. Clark
Rachel M. Clarke
Louann A. Clarke
Dominca C. Cobb
Nesha L. Coleman
Adell M. Collier
Karen E. Cook
Deborah P. Cornatzer
Camilla B. Cover
Ellen Y. Cranford
Elizabeth T. Crittenden
Rachel Dawn Debty
Michelle D. Digsby
Eileen S. Dunlap
Jean Durham
Glynis R. Edmonds
Rhonda W. Edwards
Camille F. Edwards

NCPA would like to congratulate the following members who have been certified by the 
North Carolina Board of Paralegal Certification as of March 31, 2007:

Angela S. Elliott
Stephanie Elliott-Park
Dennis Gerard Embo
Cindy Shay Emswiler
Karen Ferguson England
Kimberly Roberts Eshleman
Tara G. Eudy
William O. Everhart
Kelly M. Fesperman
Susan S. Floyd
Francis X. Forde
Alison E. Foster
Darlene Carol Foster
Sara J. Franklin
Virginia D. Fry
Cynthia Frye
Erin Burris Galloway
Cheryl W. Garcia
Wanda K. Gatlin
Bethanie Holland Gauntt
Lisa M. Gay
Julie A. Gelnaw
Carla F. Gibson
LC Gillikin
Kristal L. Glasco
Nancy L. Glasgow
Sarah L. Goddard-Swanson
Robin L. Goins
Margaret F. Goldston
Leigh M. Goodin
Ruth H. Goodman
Gayle D. Green
Nancy J. Hardin
Mary B. Hardy
Martha A. Harmon
Jane A. Harris
Jane L. Harrison
Georgie A. Hartman
Laneisha C. Hayes
Susan Rowland Hayes
Mara M. Heer-Busby
Selene C. Hendricks
Allyson Lee Hendrix-Sylvia
Cynthia N. Herring
Melinda R. Hess
Susan Shumake Heusinger
Angela C. Hill
Melissa C. Hooker
Myra P. Howell
Cheryl N. Hughes
Laura C. Hughes
Rhonda M. Hughes
Sarah C. Hutchins
Nichole Dawn Hutchins
Jennifer L. Iaquinto
Theresa A. Irvin
Stephanie Ivans
Jo Ella Johnson

Patricia A. Johnson
Buffy L. Johnson
Mary N. R. Johnson
Tracy Johnson
Beverly H. Johnston
Melissa Stockley Jones
Pamela Anne Jones
Helen B. Jordan
Kathy Justice
Susan Kasek
Victoria Bowen Kern
Nancy Lee Kerr
Wendy Kimbel
Beverly G. King
Heather D. Kinrade
Cynthia S. Klenke
Celeste Konicky
Christina Korman
Sylvia Lawrence
Tami Cashwell Lewis
Karen P. Lewis
Zhumei (Judy) Li
Sherian A. Liles
Paula Lovitt
Jann G. Lund
Brenda S. Lynam
Carren D. Mackiewicz
Sarah A. Maha
Sharon B. Malburg
Nancy R. Mallett
Stacy Louann Mangum 
Brenda J. Mareski
Linda L. Marion
Ann C. Marshall
Frances A. Martti
Amy L. Maruschock
Angela B. Maynard
Tamica Michelle McFadden
Martha E. McMillan
Janet McPherson
Christine N. Mead
Donna Parker Meadows
Stephanie W. Medlin
Vickey Susong Merlin
Tracy D. Millsaps
Tricia A. Millward
Martha W. Moore
Amy D. Moore
Tanya A. Morand
Diane Norris Morgan
Therese A. Morin
Frances S. Morris
Elizabeth Macklen Narron
Annie Elizabeth Nelson
Regina H. Newsome
Ha Cam Nguyen
Karin Angelo Norman
Vickie C. Norris

Sharon Margaret O’Brien
Kaye L. Orander
Katrina R. Owen
Michelle M. Parker
Tony Parker
Anne H. Patterson
Darlene M. Patz
Jane Walker Payne
Ujeana A. Pearson
Kimberly C. Pellicone
Kathy C. Pilkington
Loretta M. Plitnick
Morag A. Polaski
Allison Prendergast
Caroll P. Prevette
Linda C. Price
Sharon Elizabeth Price
Jan L. Proctor
Mara E. Purcell
Sharon Queen
Wayne Quick
Christine R. Reeves
Richard H. Reich
Debra M. Rich
Elizabeth H. Richardson
April N. Ritter
Sharon G. Robertson
Ann C. Rogers
Betty-Lou Rosser
Constance M. Rowe
Angela E. Roy
Joy D. Rubenstein
Bonnie T. Ruffin
Trudy Rutherford
Melissa A. Rutledge
Kathryn M. Samuelson
April V. Sansom
Melissa F. Sauls
Victoria L. Scally
Rita J. Scott
Vickie L. Setzer
Vicki Lynn Sgro
Keith Smith Shannon
Susan M. Shaw
Valerie R. Shaw
Christine Shedrow
Patricia M. Siler
Shelli L. Simontacchi
Marcia L. Siuda
Kathy J. Smith
Yolanda N. Smith
Teresa N. Smith
Belinda M. Smith
Donna Hicks Spencer
Teresa A. Stacey
Elizabeth A. Stallings
Judy M. Stancil
Lynn F. Stevens

Catherine L. Stewart
Helen B. Stewart
June O. Stewart-Sansom
Jennifer G. Story
Jo Ann Cruse Summerlin
Kaye H. Summers
Gina Y. Surratt
Dawn Hall Sutton
Mariann Swoyer
Diane L. Tally
Rebekah D. Taylor
L. Murchison Taylor
Denise Price Tedescucci
Belinda A. Thomas
Abbie H. Thomas
Dianne Tillis
Kelly Collins Troy
Sandra E. Turner
Amy L. Turner
Michele A. Tuttle
Susan D. Umberger
Jennifer L. Vaden
Elizabeth R. Vance
Alison R. VanDyke
Elizabeth E. Vasques
Sherry G. Vaughan
Caroline A. Vogel
Mary P. Wachob
Cara V. Wagoner
Sharon L. Wall
Tammy L. Wallace
Franciska Brand Walter
Carrie Johnson Walters
Simone Carolyn Walton-Cato
Grace C. Ward
Joyce A. Ward
Marguerite J. Watson
Sherry L. Watson
Peggy Jackson Watson
Judith E. Weeks
Ann Marie T. Wiertel
Vickie A. Wiggins
Mary Elizabeth Willard
Elizabeth B. Wilson
Betty P. Wood
Ute Woodall
L. Dianne C. Woods
Stephanie B. Woods
Margaret J. Wooten
Kelly N. Yarbrough
Elizabeth D. Young
Lisa M. Young
Annette T. Younger
Mark Alan Zuboff
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Paralegal Positions

Are you looking for a new position?  

Does your firm or company have open 

paralegal positions?

NCPA is working to make the Job Bank a 

valuable tool to those looking for 

new positions.

Visit us at  

www.ncparalegal.org and select 

“Career Center” on the menu.

Please be sure to let us know so we can keep you 
informed of what’s happening in our profession.

Send your old and new email addresses to:  

info@ncparalegal.org
OR you may update this and other personal 
information on your own by logging onto the 
NCPA website and modifying your profile.

address changed? 

Has your 

NCPA FORUM - SUBSCRIPTION ORDER
Annual Subscription - 4 issues / $30.00

Please begin my subscription to the NCPA FORUM today.  My check # _________ for $30 is enclosed.

Name: _______________________________________________________________________________________________

Address: _____________________________________________________________________________________________

City/State/Zip: ________________________________________________________________________________________

Please allow 30-60 days for delivery of your first issue.

Would you like to receive:				    Yes	 No

NCPA Membership Information?			   	 			 

Certified Legal Assistant Program Information		  	 	
	

Contributions or gifts to NCPA are not deductible as charitable contributions for federal income tax 
purposes, however payments may qualify or ordinary and necessary business expenses.

Mail To:  NCPA,  P.O. Box 36264, Charlotte, NC 28236-6264




