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O Paralegal for 5 years

O Nationally Certified through NALA

O NM Paralegal Division Board
Member

O NM Paralegal Division Scholarship
Chair

O IPE Facility member for CLE’s




Calendar Management



Hard Deadlines and calendar
entries are the ones you don't
want to miss or are harder 1o

reschedule. Such as:
OCourt Deadlines
OHearings

Hearings can be rescheduled but
only with approval of the court



O Check the Court’'s Welbsite

O Carefully read Orders and
Nofices Thoroughly

O Know “trigger” Documents:
ODiscovery — Answers
OMotion — Response/ Reply

OPetition/Complaint -
Response



O Use all caps or bold

O Use a Bright or conftrasting color
O Set a "warning” date

O Use reminders

O Communicate the deadline with
others:

OEnsure they have access to
you calendar or the
deadline calendar

OPut it on at least one other
person’s calendar



Soft Deadlines and calendar
entries are deadlines that you can
easily request an extension on or
an appointment that you can
easily reschedule.

OClient Appointments
OSettlement Proposals
O"pre” deadlines



O Use lowercase

O Pick a mellow color
OYellow
OBlue
OGreen
OPink

O Use Reminders



O Outlook

O Clio

O Google

O Teams

O Legal Server

What other calendars do you
usee




utlook
Sample

[ United States holidays
[ Birthdays

[] Other Calendars

[1 Shared Calendars

~[] All Group Calendars
O Marketing

[ Engineering

\Q‘;as GB Free  Items: 24

[ Research And Development

M E B ot e

File Home Send / Receive View Help Adobe PDF Q Tell me what you want to do

5 |12 o FW: Meeting - Daily Standup; Co .  FW: Meeting - Daily Standup; Co o

7 1 10 Market Plan Review
Microsoft Teams Meeting
Lee Gu

8 2 11 10on 1 Adele; My Office

10 4 1 Daily Syng Teams; Miriam Graham gz

ﬁ MNew Appointment ﬁ'q MNew Meeting ~ $ New Teams Meeting Today Next 7 Days. E Day E Work Week Week Maonth E Schedule View + Add ~ ﬁ Share ~
] [ ~
<
. - . . Today ¢y Tomorrow Saturday | ‘ |
< April 2019 >4 Apnl 22 - 26,2019 Washingten, D.C. S b6 ™ GToE/STOF GB°F/ST°F Search Current Folder v | 0O
SU MO TU WE TH FR SA
31 1 2 3 4 5 6 MOMDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
7 8 9 10 n 12 13 22 23 24 25 26
14 15 16 17 18 19 20 Sales Training: Conf Room Baker: K...
Paris  East Co Seattle
21 22 23 24 26 27 E
28 29 30 1 2 3 4 3o| ga| g
5 6 7 8 9% 10N
4 10 7
~[m] My Calendars
5 M 8

FW: Meeting -- Daily Standup; Co .3 FW: Meeting -- Daily Standup; Co .

Leadership Team Prep

Conf Room Adams

‘Grady Archie
Planning Meeting
Conf Room Baker
Mestor Wilke
Team Meeting

= Conf Room Rainier
FW: Meet for launch planning ; M.z Joni Sherman

Engineering round table
Microsoft Teams Meeting
Lee Gu

FW: Meet for launch planning ; M o,

Project Review
Conf Room Adams
Miriam Graham

1 5 2
FW: Meet for launch planning ; Mq.
12" 6 3
- _
Conf Room
1 7 4 Adams Quick update on
Miriam Graham
=
2 8 5
3 9 6
4 |10 7

All folders are up to date. Connected to: Microsoft Exchange

] -—— 100%/‘
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O Go old school — Physical
Calendar

O Sync calendars

O Time block personal
appointments on your work
calendar

O Make Important items stand out




O Calendar in extra time between
entries

O If possible, add detall to the
description

O Don't overwhelm your calendar
O Confirm Appointments

O Batch calendaring tasks

O Double check the calendar

O Color Code

O Easy Access



How to be More Productive



O Ditch the Sticky notes

O 6 Item Rule

O Assign due dates

O Have more than 1 to-do list




O Daily Goals
OTask to get done within that day

O Weekly Goals
OTask to get done within that day

OGoal to have a weekly staff
meeting

O Long Term Goals
OQuarterly letters to clients
OMonthly case reviews

Keep your godadls realistic



OWhat needs done soonere
OWhat takes longer to do?

OWhat are you most likely to
procrastinate one

OHow long will appointments take<¢
OAre there any deadlines?
ODoes it require fravel?

OWhat does the attorney schedule loc
ike?



O Electronic Task Lists
OClio Tasks
OLegal Server
OQutlook tasks
OMonday.com
OThings App

O Stay Flexible

O Discuss/Communicate
time period




O Color Code
ORed- urgent
OOrange — Normal
OYellow- Low

O Review case status

O Know your productive time period




Time Block for both you and the
attorney’s

O Block off time for large tasks

O Block off work/Do Not disturbed times

O First thing in the morning
OCheck emaill
OReturn calls
OCheck calendar




Set your to-do list in groups:

ODraft all letters at the same time

ODraft Similar pleadings at the same
time

ODraft all Memo's at the same time

OReturn all calls at the same time




O Use the Flag function

O Be prompt

OReturn calls/ answer emails within
24 hours

O Know personalities




O Emaill

O Procrastination

O Your phone

O Coffee

O Run all errands at the same time







O Dropbox

O Adobe Acrobat Pro DC

O Create Templates

O Call-Em-all

O Google Voice




O Scan Genius

O iPad

O Note Apps
(ex: Goodnotes, OneNote, etc.)







Questions?



We have monthly FREE Brown Bag CLE’'s & you do not have
to be a member to attend!

Check out our Website or Facebook for upcoming events!
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