





FUNDAMENTALS OF ELECTRONIC DISCOVERY
AND TRIAL

Federal Rules of Civil Procedure and state laws mandate
e-discovery in many cases and encourage it in others.
Complying with the requirements involves mastering the
implementation of a records management program and
developing appropriate processes and procedures for collec-
tion, processing, review and production. Electronically
stored information (ESI) drives the development of these
new processes. This hands-on class explores all of these
components and provides a value added skill that will
differentiate any resume. This is a great class for paralegal
students as well as practicing paralegals interested in devel-
oping new skills.

Prerequisites: Fundamentals of Legal Assistantship, Legal
Research, Legal Writing and Civil Litigation I. Students should
be proficient on a personal computer and comfortable with
Microsoft software.

SOFTWARE APPLICATIONS FOR THE LEGAL
ENVIRONMENT

Most employers expect a working knowledge of MS Word,
Windows, Excel, Outlook and Power Point. Some also
expect paralegals to have an understanding of applications
such as Access. This hands-on course provides the training
support, reference materials, and instructor-led practice
needed for proficiency in these office applications.

TECHNOLOGY SOLUTIONS FOR LEGAL
PROFESSIONALS

Case management, discovery, time and billing, calendaring,
and many more law office functions are now facilitated
with the use of sophisticated software specifically designed
for legal professionals. This hands-on class provides the
opportunity to receive guided training and practice on
many of these software packages.

PARALEGAL INTERNSHIP
Gain a working knowledge of a paralegal’s role through

an internship position in a law firm, corporate unit,
government agency, courthouse, non-profit or other legal
setting. Explore a specialty area you choose.

Prerequisite: Official certificate candidates or graduates only
Following courses must have been completed: Fundamentals of
Legal Assistantship, Legal Research, Legal Writing, Contracts,
Ethics, and Civil Litigation I. Staff interview is required.
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ADVISORY COMMITTEE

UC Irvine Extension’s Paralegal Program advisory committee members assist in ongoing program evaluation
to ensure the curriculum is responsive to the emerging role of the paralegal and needs of employers.

Rafia Aleem,
paralegal manager, Green & Hall, APC; past
president, Orange County Paralegal Association

Georgina Brewer, B.A.,
paralegal, Orange County District Attorney’s office

Robert J. Cohen, J.D,,
executive director, Legal Aid Society of Orange
County

Christine Garber, B.A.,

senior paralegal, Allergan Inc.

Gary Gorczyca, ].D.,
Law Offices of Phillips, Whisnant, Gazin, Gorczyca
LLP

J. Denny Haythorn, J.D.,
associate dean of Library/Information Services,

Whittier Law School

Jayne Kacer, J.D,,
assistant dean of Student Affairs, Chapman
University School of Law

Jacqueline Yu Lee,
graduate, UC Irvine Extension paralegal program

Kim Long,

founder and managing principal, Echo Media Group

James W. Meeker, J.D., Ph.D.,
associate dean of Student Affairs, School of Social
Ecology, UCI

Kathleen Houts, Miller, M.A., ACP, CAS,
senior litigation paralegal, FedEx Express

Jon Montgomery, B.A., CLA,
senior paralegal, Paul Hastings, Janofsky & Walker

Steven Nataupsky, J.D.,
Knobbe, Martens, Olson & Bear LLP

Alicia Roane, CP,
District Attorney’s Office Orange County;
immediate past president, Orange County Paralegal
Association

Commissioner Richard Vogl,
O.C. Superior Court, Family Law Panel

Kai Williamson, B.A.,
vice president, operations manager, First American
Title Insurance Company; president, Orange County
Paralegal Association

Zachary Zaharek, J.D.,
senior corporate counsel, First American
Corporation

“I feel that the UC Irvine Extension Paralegal program,
with its strong array of course work and a superb and
supportive faculty, has given me a solid foundation from
which to begin my career as a paralegal.”

GILLIAN FINLEY
PROGRAM GRADUATE
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Rafia Aleem, paralegal manager, Green & Hall, APC;
past president Orange County Paralegal Association

Jeffrey Allsteadt, assistant deputy in charge at United
States Federal Court Central District Southern
Division

Maureen Barlow, B.A., CLA, legal assistant, Fremont
Reorganizing Corporation f/k/a Fremont Investment
& Loan; developed CLA Review Course for Orange
County Paralegal Association

Lisa Battaglia, J.D., Law Offices of Robert Wheatley

Michael R. Fischer, J.D., McKasson & Klein LLP; wide
range of litigation and transactional experience in
U.S. and international business law; author of legal
publications

Carlos Fisher, J.D., Stout, Uxa, Buyan & Mullins LLP;
specializing in patent preparation and procurement,
licensing and technology-related transactions

Albert A. Friske, J.D., Law Offices of Friske Hilliard;

extensive state and federal courtroom experience

Christine Garber, B.A., senior paralegal, Allergan, Inc,;
past president, Orange County Paralegal Association

Kathleen Houts Miller, M.A., ACP, CAS, senior litigation
paralegal, FedEx Express; past president, Orange
County Paralegal Association and Commission for
Advanced California Specialization

Renato Izquieta, ].D., Legal Aid Society of Orange
County; litigation unit and supervising attorney for
tax; experience in family law, landlord/tenant and
other civil matters

Curtis Kaiser, J.D., private practice focused on contract
law, estate planning, trust administration and trust
litigation

Todd King, M.B.A., eighteen years experience as
management and services consultant specializing in
E-discovery and IP technology solutions

Rhonda Kreger, J.D., in-house corporate attorney, Edison
Capital

Theresa Brennan Marji, ].D., experience in litigation and
transactional cases in the areas of estate planning,
elder law, business law, real property and family law

C.Thomas McDonald, J.D., C. Thomas McDonald,
A Law Corporation

June McLaughlin-Cheng, J.D., LLM in tax, arbitration
and mediation; specializing in securities and
commercial disputes

Jon Montgomery, B.A., CLA, senior paralegal and real
estate specialist, Paul Hastings, Janofsky & Walker
LLP; past president of California Alliance of
Paralegal Associations and Orange County Paralegal

Association

Dennis Nakata, B.S., paralegal, Rutan & Tucker, LLP




Steven Nataupsky, J.D., managing partner, Knobbe,
Martens, Olson & Bear, LLP specializing in all
aspects of intellectual property protection and
enforcement including patent and trademark
prosecution and litigation

Jonathan Navarro, J.D., Navarro and Associates and
in-house counsel, American MedTrust, Inc.

Guy N. Ormes, J.D.,, practiced criminal law over 20 years
with the Orange County District Attorneys Office
and six years with the Department of Child Support
Services; currently in private practice

John O’'Donnell, MLL.S,, ].D., specializes in Legal

Research
Natalie Ortiz, J.D., paralegal, Anderson & Associates

Timothy Pickart, J.D., specializes in the areas of estate and
business planning, probate, and trust administration

David M. Rients, J.D., Rients & Lonner; member of
national and regional advisory boards for paralegal
education

Gabrielle Roudabush, B.A., CP, over ten years of paralegal
experience; has spent considerable time dealing with
the collection, production, use, and presentation of
electronically stored information

Laura St. Charles, ]J.D., focus on SEC and

corporate issues

Majid Safaie, J.D., project manager and law practice
Rudy Salo, ].D., Nixon Peabody LLP
Ron Scott, J.D., CPA, Internal Revenue Service

Zara Sette, ].D., adjunct professor at various universities;
teaches and designs courses in business and law
related areas

Nilam Singh, J.D., Nextpoint, Inc.; member Board of

Directors, South Asian Bar Association

Stanley Steinberg, J.D., trial attorney and family law

practitioner

Rouz Tabaddor, J.D., chief intellectual property counsel,
First American; former patent examiner with U.S.

Patent & Trademark Office

William Tanner, ].D., Legal Aid Society of Orange
County

Kai Williamson, B.A., vice president, operations manager,
First American Title Insurance Company; president,

Orange County Paralegal Association

Zachary Zaharek, J.D., senior corporate counsel, First
American Corporation; immediate past president,
Association of Corporate Counsel Southern

California Chapter
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ACADEMIC ADVISEMENT

For course planning assistance or for more information
about the program, call (949) 824-7774 or email
paralegal@unx.uci.edu.

STUDENT LOAN PROGRAMS

UC Irvine Extension students are eligible to apply for
one of several loans available. Please see our Web site at
http://unex.uci.edu/services/financial/loans/ or contact

Sandy Kingsley at (949) 824-5191.

LIBRARY

The University of California, Irvine library may be used
by any person enrolled in a UC Irvine Extension course.
Request the library card application in person at the
UC Irvine Extension Student Services Office. Paralegal
students are also welcome to use the Whittier Law

School library.

PROGRAM

WOMEN'S OPPORTUNITIES CENTER (WOC)

As a certificate candidate, you are entitled to FREE career
planning services offered by UC Irvine Extension Women’s
Opportunities Center, which include:

B Two 1-hour meetings with a career counselor

B Two 2-hour career workshops (workshop topics
include resume development, networking/inter-
viewing skills, negotiating skills, and change
management)

B Job listings, computer/Internet access, and a
reference library tailored for job seekers

For more information call (949) 824-7128.

UCI ALUMNI ASSOCIATION

UC Irvine Extension students are eligible to join the UCI
Alumni Association (UCIAA). Membership privileges
include discounts on Extension courses and other benefits.
For eligibility requirements, call (949) 824-2586.

JOB POSTINGS

For the benefit of our paralegal candidates and program
graduates, job announcements are emailed on a regular
basis and are also kept on file in the Paralegal Program
Office. To be added to the job postings distribution, email
paralegal@unx.uci.edu.

“l enjoy having variety in my job - there are always
exciting new issues to research and react to. But
most of all, | enjoy helping people by giving them
the solutions they are looking for and resolving

problems.”

SHENIECE SMITH
PROGRAM GRADUATE




PROFESSIONAL ASSOCIATIONS - Association of Corporate Counsel, Southern California

B Carcer Resources and Networking Chapter . www.acc.com . (213) 443-1105

- Orange County Paralegal Association - Orange County Bar Association (OCBA)
www.ocparalegal.org . (714) 744-7747 www.ocbar.org . (949) 440-6700

- Inland Counties Association of Paralegals B Programs of Related Interest
www.icaponline.org . (951) 750-1071 - Management of Business Contracts Certificate

- National Paralegal Association Program . www.extension.uci.edu . (949) 824-4598

www.nationalparalegal.org . (215) 297-8333 - Human Resources Management Certificate Program

B Certifications www.extension.uci.edu . (949) 824-5528

- National Association of Legal Assistants - Business Administration Certificate Program
www.nala.org . (918) 587-6828 www.extension.uci.edu . (949) 824-4661

- Commission for Advanced California Paralegal - Business Communication Specialized Studies Program
Specialization, Inc. . www.cla-cas.org www.extension.uci.edu . (949) 824-5528

- National Federation of Paralegal Associations, Inc. - UC Irvine’s Master’s Degree in Criminology,
www.paralegals.org . (425) 967-0045 Law and Society

B Other Associations of Interest www.seweb.uci.edu/distance/mas-cls . (949) 824-5575

- Southern California Mediation Association
www.scmediation.org . (877) 963-3428

- American Arbitration Association
www.adr.org . (619) 239-3051
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HOW TO ENROLL IN CLASSES
Online: www.extension.uci.edu
Phone:  (949) 824-5414

Fax: (949) 824-2090; the enrollment form can be
downloaded at: www.extension.uci.edu

Mail: Student Services Office, UC Irvine Extension,
PO Box 6050, Irvine, CA 92616-6050

In Person: Monday through Friday, 9am-5pm; Student
Services Office, Pereira Drive, west of East
Peltason on the UC Irvine campus

DISCOUNTS

Corporate, UCI Alumni Association, UCI retirees and
Emeriti Association member discounts are available if
requested at time of enrollment. Contact the Student

Services Office at (949) 824-1010 for details.

SCHOLARSHIPS

Scholarships for paralegal education are available from
local and national professional organizations, including

OCPA and NALS.

INFORMATION

REFUNDS AND LATE FEES

See our quarterly catalog for complete information or visit
the Web site at www.extension.uci.edu.

SOCIAL SECURITY NUMBER

We request your social security number in order to verify
your identity and for accurate record keeping. Providing
the number is voluntary.

PARKING

A parking permit is required at all times in order to park
on the UCI Campus. You may purchase a UCI Campus
permit when you enroll.

CANCELLED CLASSES/SCHEDULE CHANGES

Every effort has been made to ensure the accuracy of the
information presented in this catalog. However, all course
information described herein is subject to change or
deletion without notice. New courses will be posted on
our Web site.




UNIVERSITY BOOKSTORE

Required and recommended books for Extension courses

may be purchased from the UCI Bookstore, located in the
UCI Student Center (across from the parking structure —

SCPS on the campus map).

Hours:  Monday - Thursday 8am-7pm,
Friday 8am-5pm, Saturday 10am-4pm

MasterCard, Visa, American Express, Discover and
personal checks with proper I.D. are accepted.

Phone:  (949) 824-BOOK
Fax: (949) 824-8545
E-Mail: text@uci.edu

Web: www.book.uci.edu

Please refer to your confirmation notice for information
on textbooks and course packets.

ACADEMIC INTEGRITY AND DISHONESTY

Underlying UC Irvine Extension’s educational goals are
basic values that everyone at the university must respect if
the goals are to be accomplished, and UC Irvine Extension
is to function as a community of learners. These goals
include intellectual honesty, mutual respect regarding

an individual’s right to freedom of thought, belief and
expression, and freedom of inquiry. In keeping with these
educational goals, UC Irvine Extension students are subject
to disciplinary action for academic dishonesty, such as
cheating, plagiarism, multiple submission, fabrication or
knowingly furnishing false information to the university.

HOW TO CONTACT US

Paralegal Program Office
Phone:  (949) 824-7774
Fax: (949) 824-1547
Email:  paralegal@unx.uci.edu

Student Services Office
Phone:  (949) 824-5414
Fax: (949) 824-2090

Records Office
Phone:  (949) 824-5418
Fax: (949) 824-2090

UC IRVINE EXTENSION GENERAL
INFORMATION

Visit http://unex.uci.edu/services/ or call Student Services
at (949) 824-5414.
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ADMISSION REQUIREMENTS
To qualify for admission, you need:
1. a bachelor’s degree

OR

If you do not have a bachelor’s degree, you need 40 semes-
ter (or 60 quarter) units of general college education AND
at least two years of law-related work experience. General
college education units must satisfy a three subject matter
breadth requirement including:

6 units of English

6 units of History, American Government, or Political
Science

3 units of Science, Mathematics, Philosophy, or Foreign
Language

General college education units cannot include remedial
or vocational courses. Qualified CLEP scores may be
accepted.

2. to initiate your interest in candidacy by mailing an
Application for Candidacy and nonrefundable $125
application fee to the UC Irvine Extension Student
Services Office prior to completing your third course
in the program. The application and mailing address
is located on page 19 in this catalog. You may also
download an application at

http://unex.uci.edu/pdfs/forms/paralegal_afc.pdf.

Important Note: Your Application for Candidacy should
be submitted before or simultaneously with your tran-
scripts or your professional letters of reference.

PROGRAM

3. to submit official college or CLEP transcripts verifying

you meet the educational requirements in #1. Send to:

Paralegal Certificate Program Office
UC Irvine Extension

P.O. Box 6050

Irvine, CA 92616-6050

Transcripts from a college or university outside of the
U.S. must be translated and evaluated. Please contact the
Paralegal Program Office for assistance.

4. to submit two professional letters of reference on letter-

head to the Paralegal Program Office.

If you do not have a bachelor’s degree, these letters must
verify your education and/or law-related work experience.

5.to attend a Paralegal Education Planning Session and
pass a writing test on campus or online. Sessions are
held each quarter. Please visit our Web site at exten-
sion.uci.edu, check the quarterly UC Irvine Extension
catalog for dates, or call the Paralegal Program Office
at (949) 824-7774.

PROGRAM ACCEPTANCE

You will be notified by mail of your acceptance into the
program after completing all of the steps in the application
process and meeting all of the requirements.

TO RECEIVE YOUR CERTIFICATE

Submit a Request for Certificate Form to the Paralegal
Program Office during your last class. Download a form
at http://extension.uci.edu/certificates/business_mgmt/
paralegal. You may also call (949) 824-7774 or email

paralegal@unx.uci.edu, and we will send a form to you.
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APPLICATION FOR CANDIDACY

FIRST NAME: MI: LAST NAME:
HOME ADDRESS:

CITY: STATE: ZIP:

DAY PHONE: EVENING PHONE:

SOCIAL SECURITY NUMBER: (optional) E-MAIL ADDRESS:

1. EDUCATION Please submit an official copy of your transcript records to the Paralegal Program Office.
INSTITUTION DATES MAJOR DEGREES OR # OF UNITS COMPLETED

2. WORK EXPERIENCE
POSITIONS HELD EMPLOYER DATES

3. PLEASE SUBMIT TWO LETTERS of professional reference on letterhead to the Paralegal Program Office from persons not related

to you. If you do not have a bachelor’s degree, the letters must verify your education and/or law related work experience.

I:, CHECK ENCLOSED FOR $125 (PAYABLE TO THE REGENTS OF THE UNIVERSITY OF CALIFORNIA). THE APPLICATION FEE IS NONREFUNDABLE.
OR D CREDIT CARD ONLY BY FAX: ~ CHARGE TO: D VISA D MASTERCARD I:, AMERICAN EXPRESS

CARD #: EXP: AUTHORIZING SIGNATURE:

4. IN ORDER TO MEET ABA REQUIREMENTS, we request the following information.

It is requested for statistical purposes only.
[ Asian (1 Black/African-American (1 Caucasian (1 Hispanic/Latino [ American Indian/Alaskan Native

(1 Native Hawaiian/other Pacific Islander (1 Other (1 Decline to state
Mail or fax Application for Candidacy and Fee to: Mail Reference Letters and Transcripts to:
Cashier’s Office, Student Services Paralegal Certificate Program Office
UC Irvine Extension UC Irvine Extension
P.0. Box 6050 P.0. Box 6050
Irvine, CA 92616-6050 Irvine, CA 92616-6050

Fax: (949) 824-2090
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PROGRAM _GOALS AND OBJECTIVES

GOALS

B To provide an educational foundation that assists paralegals in becoming ethical, profession-
al, and effective members of a legal services delivery team.

B To prepare students for a career as a paralegal working under the supervision of an attorney
in law firms, corporations, and public sector organizations.

OBJECTIVES

B To actively involve members of the legal community to ensure the program content is
current, job relevant, and responsive to the changing needs of the industry.

B To include opportunities for students to develop analytical skills, oral and written
communication skills, technology solution understanding and exposure to various areas
of law practice.

B To convey knowledge of the Federal and California State legal systems.
B To provide litigation and transactional practical skills.

B To impart an understanding of the role and responsibilities of paralegals and the rules of
professional conduct and their application to paralegals.

B To instill in students the necessity to continually update the educational foundation obtained
through this program so they can successfully adapt to, as well as anticipate, changes in the
use of technology and in the legal profession throughout their paralegal career.

B To encourage participation in local and national paralegal association activities in order
to comply with continuing education requirements under California Bus. & Prof. §6450,
achieve advanced professional designations, develop leadership and organizational skills,
network, and advance the profession.
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