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- Using “Reply AN
% Replving 10 A1) should he used only when you feel confident that =AW naed 1o KNOW
your response or they need Lo he aware of the vontents of your response. You should not

_ Include Signature Bloek
% Be sure 10 include your contact informalion in vour sisature block. T the reeipient

It is o good practice to not torward jokes, virus hoaxes, chain fmail or apy other merofessioml
types of amail to coworkers, Pe sure 1o also leave animated emoticons (danging smiley faces,
) out of all pro‘r‘r:-.ssinnal emails.

ete

uss “Reply All” if you do not know “AIL” [f vou are WSHe whether 1o use “Reply Al
simply r2ply 1o only the sendet.

From the sender’s perspective, 10 help circumvent ummecessary “Reply AIl” messages,
list vour recipients i the BOC: field instead of the TO: or €C; fields. By vsing this
method, if someons USEs “Reply All", you will be the only one who receives the
response.

chooses contact by meuns other than Tcsp(mdiﬂg Lo wour email, your jnformation 18
readily available. ‘Also, MAny COmpanics. cspecially law firms, muke it mundatory 10 use
some Lype ol email disclaimer ! confidentiality statement al the bottom of the signature
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At the 2011 ALA Annual Conference
in Orlando, Florida,
BARB FOLEY was named
Outstanding Association Volunteer.

Barb is the Chief Operating Officer at Ratner-

Prestia in Berwyn. Barb joined ALA in 1990
and was the Independence Chapter President
from 1996-1998 and is currently on various

Chapter committees. Barb served as the Region 1
Education Officer for two years and as Chair of
the Intellectual Property Retreat in 2002 and 2003.
Barb also held the office of Region 1 Director
in  2007-2009 and currently serves on the
International Relations Committee. Barb has spoken
at ALA Annual and Regional Conferences and has
co-facilitated Roundtables at the Association’s
Annual Conferences. Barb earned her CLM designa-
tion in April 2006.

Also, the Independence Chapter wishes to
congratulate JOHN KIRK, who was awarded

The Spirit of ALA Award, for his commitment
to professionalism, dedication to the
advancement of law firm administration
and record of long-term service to the
Association of Legal Administrators.

John is the Director of Administration
at Manko, Gold, Katcher & Fox LLP.

CONGRATULATIONS BARB AND JOHN!

—

- - .

:G‘?ld Level Cha . -
THE INDEPENDENCE CHAPTER received
Gold Level Chapter Recognition in the

President’s Award of Excellence at the
2011 Annual Conference held in Orland, FL.

We also received
Honorable Mention in the categories of
Business Partner Relations and
Visibility — Community Challenge.

THANKS TO ALL OUR MEMBERS

FOR THEIR HARD WORK IN 2011!
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s H 0 R THANKS AND SUPPORTS: hapter;,:.__.%
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A Chapter of the Association of Legal Administrators
ASSOCIATES

We believe the success of our firm is a direct
result of the strong relationships that we have

the privilege to experience. Yes, we see this as

e e e e e e m Design = Communication

dedication and hard work have grown into a
network we have the honor to call our clients. ] Adver“sn]g [ Mﬂrkglmg

Our clients’ success is our success.

240 Philadelphia Pike, Wilmington, DE 19809 | www.shorandassociates.com | Call Today: 302-764-1701

Performing
Proactive Carpet We are a proud

Maintenance

Programs partner & sponsor of the
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Law firms in the

Philadelphia area

Independence chapter

milliCare-

Textile and Carpet Care

CONTACT: %@ZO
o

Keith Hughes
302-275-0383

Solutions for your: IMAGE, BUDGET, AND ENVIRONMENTAL INITIATIVES

WWW.EBCUSA.COM Baltimore + Norfolk + Philadelphia » Richmond * Virginia Beach + Washington D.C. * Wilmington
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Liability

Independence Chapter

Association of Legal Administrators
¢/0 Linda Andrews, Editor
Lentz Cantor and Massey Ltd.
460 E.King Road

Malvern, PA 19355

Medical

Dental

We offer comprehensive
insurance programs at
competitive prices.

We have more than 50 years of experience
in administering professional insurance
solutions to members of bar associations.
USI Affinity’s reputation and market position
provide leverage to ensure competitively

priced, quality product offerings built for
your firms needs.

Find out why USI Affinity is the
right choice for your practice.

For a FREE quote call

or visit
AFFINITY www.usiaffinity.com
Vision : Life & Disability



