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411 FOR
YOUR 401 (k)

Contributed by
The ABA Retirement Funds

www.abaretirement.com

As consumers around the country prepare for the end of summer, many are getting
organized for back to school season. This is also an opportune time to make a
checklist to clean up your financial house and conduct an annual review of your

401(k) plan so that you are taking advantage of all the benefits it can offer.

If you are like most working Americans, your 401(k) plan is the cornerstone of your
retirement savings. Following the below tips can help you be ready to retire with the

dignity and financial security you expect and deserve.

Tip #1: Establish a Retirement Plan For Your Firm

If you're a small firm owner or partners, and don’t sponsor a retirement plan for
yourself and your employees, you should strongly consider it. Nine out of ten
lawyers (90%) work for firms that have fewer than ten attorneys. The preponderance
of small firms is a distinct characteristic of the legal community. Unfortunately, this
also means that an employee’s access to a retirement savings vehicle such as a
401(k) may be limited. A 2011 survey conducted by the Employee Benefit Research
Institute estimates that access to an employer-sponsored retirement plan is lower
with smaller employers. As a matter of fact, only 17.3% of Companies with fewer than
ten employees sponsor a retirement plan. The first step to meeting your retirement

needs is having access to a plan. It's also a great way to attract and retain talented

INVEST FOR THE LONG-TERM CONSIDER A FINANCIAL PROFESSIONAL

Discipline yourself to maintain
your allocation through down
markets as well as up markets.
Having a properly diversified
portfolio will help make any
market swing easier to digest.

Research suggests that those
who spend time with a financial
professional save more than their
peers who do not, with greater
investment knowledge and confidence
in their ability to enjoy retirement.
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employees. If you're not
sponsoring a plan today, think
about establishing one.

Tip #2: Enroll in your Plan
If you haven't yet enrolled in
your 401(k) plan, make it a
point to do so now. People are
living longer now than ever
before. According to a 2011
report by the U.S. Census
Bureau, the U.S. is projected
to have 9 million people above
the age of 90 by 2050—this is
up from 1.9 million in 2010...
and 720,000 in 1980. This
means our nation’s 90-and-
older population has nearly
tripled over the past three
decades...and is projected

to quadruple over the next
four decades. These longer
life spans, coupled with
spiraling healthcare costs,
the uncertain future of Social
Security and the decline

of public pensions means
individuals are increasingly
responsible for funding their
own retirement. Contributing
to a 401(k) plan can put you
on the right track to be able
to fund your retirement years.
The money you contribute is
tax-deferred from both federal
and state income taxes, which
means you don’t pay taxes

on the contributions until you
withdraw the funds, typically at
retirement age. For example, if
you are in the 28% tax bracket
and you invest $5,000 a year,
that's $5,000 of your salary

on which you are not paying
taxes. This reduces your
annual tax bill on that $5,000
by nearly one-third—$1,400
($5,000 x .28). Furthermore,
contributions to the plan are
deducted automatically from
your paycheck, making the
process seamless for you.

By contributing even a small
amount on a regular basis, you
can build substantial wealth
over the long-term. Even just
one or two percent can make a

big difference.

If you're unsure about how
much you should contribute,
take advantage of the

many helpful online tools

and resources available

to you, such as Voya's
MyOrangeMoney (Voya.com).
These tools offer an easy way
for you to determine how much
you need to save to reach your
retirement income goal, and
how different contribution rates
will impact your retirement
savings.

Tip #3: Leverage Both Pre-tax
and Post-tax Contributions
If your plan allows for both
traditional pre-tax and after-tax
(Roth) contributions, evaluate
which is a better option with
your individual situation. You
also have the option to split
the deferral types. While pre-
tax contributions allow you to
contribute to the plan on a pre-
tax basis, Roth contributions
allow you the opportunity to
grow these contributions tax-
free. This is a valuable feature
if you believe your taxes will
be higher when you retire,
since you will pay taxes on the
contributions now based on a
lower tax bracket and pay no
taxes on the earning when you
retire.

Tip #4: Take Advantage of
Matching Contributions

If your employer offers

a company match, take
advantage of it! This is a
valuable benefit where your
employer will match your
contributions—typically capped
at a percentage of your pay. For
example, a company may offer
a dollar-for-dollar match up to
3% of pay, or, a 50% match

up to 6% of pay. Find out what
your employer will match and,
at the very least, contribute
enough to take advantage of
the match.

Tip #5: Make Catch Up
Contributions

If you are age 50 or older

(or will be by the end of the
calendar year) and your plan
allows, take advantage of the
“catch-up” provision. Legislation
has made it easier for you to
save more for your retirement
with the permanence of the
“catch-up” provision outlined in
the Pension Protection Act of
2006. In addition to the general
deferral limit of $17,500 for
2014, you can contribute an
additional $5,500 for a total

of $23,000. This means if you
are 50 years old this year

and haven't started saving for
retirement, you can contribute
as much as $225,000 over the
next ten years—tax-deferred—
to your 401(k) plan. When

you consider the potential of
compound earnings, this can
add up to significant savings.

Tip #6: Keep your Savings
Working for You

Even if the plan allows you

to borrow from your plan,

think twice before doing so.
While it may sound appealing,
borrowing from your 401 (k)
reduces the benefit of tax-free
compounding that is the key to
building up savings. Although
sometimes unavoidable, before
you make the decision to take a
loan, there a few considerations
to take into account:

* You will pay interest on the
loan with after-tax dollars,
thereby losing the tax
advantage.

* You will pay taxes a second
time when you eventually
withdraw the money in
retirement.

* Interest on the loan is not
tax-deductible, even if funds are
used for a home purchase.

» Most loans must be paid back
within five years, but if you leave
your job, the loan must be paid
back in full immediately or the
amount becomes a taxable
withdrawal.

Tip #7: Invest for the Long-
Term

Once you set your investment
allocations, be patient. Predicting
the market is not like predicting
the weather. There are no high-
tech gadgets or radar systems

to predict the highs and lows
that may lie ahead. It’s critical to
remember that what is important
is time in the market, not timing
the market. Discipline yourself

to maintain your allocation
through down markets as well as
up markets. Having a properly
diversified portfolio will help make

any market swing easier to digest.

Conduct an annual review of your
plan to confirm your allocations

still align with your life stage and
economic circumstances.

Tip #8: Consider Spending Time
with a Financial Professional
Research suggests that those
who spend time with a financial
professional are saving more
than their peers who do not, with
greater investment knowledge
and confidence in their ability

to enjoy retirement. If you have
never received help from a
financial professional before,
this is something to consider
pursuing.

Information is power—knowing
how to take advantage of these

simple —but important —tips, can

positively impact your ability to
live comfortably in retirement.

About the ABA Retirement Funds
The ABA Retirement Funds, an

affiliate of the ABA, is dedicated to
helping lawyers with their retirement
by providing fully bundled retirement
solutions for law firms of all sizes.
Established in 1963, the organization
has nearly 3,700 law firm retirement
plans, 37,000 participants, and more
than $5 billion in assets in the ABA
Retirement Funds Program (www.

abaretirement.com).

The information in this article is
believed to be reliable. However,

this newsletter is distributed with the
understanding that the ABA Retirement
Funds Program is not engaged herein
in rendering legal, tax, accounting,
investment management or other
professional advice.

Press inquiries:

Bradley Blewett

Associate Executive Director
ABA Retirement Funds

Office: 312.988.5854
Bradley.blewett@americanbar.org
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BUSINESS PARTNERS

THANK YOU TO OUR 2015 BUSINESS PARTNERS
FOR THEIR CONTINUED SUPPORT

Book Review: Decide: Work

Smarter, Reduce Your Stress

and Lead By Example

Steve McClatchy

John Wiley & Sons, Inc,
Hoboken, New Jersey.
ISBN 978-1-118-55438-8
2014

Reviewed by:

Vicki L. Smith-Bilt,
SPHR, CLM

Greenberg Traurig

Twenty years from
now you will be more
disappointed by the
things you didn’t do
than by the ones you
did do. So throw off
the bowlines. Sail away
from the safe harbor.
Catch the trade winds
in your sails. Explore.
Dream. Discover.
—Mark Twain

Greenberg Traurig chose
Decide for its most recent
book club reading and
discussion. It was a terrific
choice! In fact, | would
challenge you: If you
make time to read only
one business book this
year, make it this one.

As the author states in
the preface, “Decide
aims to help readers lead
toward improvement in

their business and their
life by teaching them how
to make better decisions
based on the real results
they want to experience.
Decide explores what
drives us to do the things
we do each day.” (xv)

McClatchy begins his
exploration of this topic by
discussing the two forms
of human motivation, Gain
and Prevent Pain. Every
time we feel compelled

to take an action—go to
work, make a phone call,
spend money—we are
motivated by either moving
toward something we want
(Gain), or preventing the
loss of something we have
(Prevent Pain). In some
cases, both motivations
exist: Gain (get healthier
and lose weight) and
Prevent Pain (prevent
illness and weight gain).
Once we realize this,

we can categorize and
prioritize everything we do.

A simple way to categorize
Prevent Pain tasks are
simply those things that
you must do: repair,
maintain, clean, feed,

keep up with, pay for, or

care for. Prevent Pain
tasks go on and on—
they never actually go

away; they just repeat.

Gain tasks, on the
other hand, make us
feel accomplished
rather than just busy.
A quick reference
list for Gain tasks:

¢ A Gain task is
never urgent

¢ You don’t have to
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complete a Gain task

* You can't delegate a

Gain task to anyone else
- Delegation is where the
time comes from for us to
move Gain tasks forward

He then gives comprehensive
coverage of this concept

with many easily-identifiable
examples. He notes “Tasks
that you are driven toward

by Gain produce more
significant positive results in
your life and your business
than tasks that you are driven
toward by Prevent Pain.” (8)

From this discussion logically
comes a discussion of time
management and task
prioritizing. We're all familiar
with the A, B, C method

of prioritizing tasks, which
quickly morphs into all A tasks,
because if it's a C, you don’t
really need to do it. McClatchy
redefines prioritizing as:

A = Gain tasks
B = Recorded Prevent
Pain tasks

C = Prevent Pain tasks
Results Produced:

A = Goals, leadership,
improvement

B = Important maintenance
responsibilities

C = Maintenance

Another way to understand
the differences between the
two motivators of fear and
desire: We fear the pain of
consequences of not doing
something we “have to”

do. We desire the results
brought on by Gain and
movement in our lives. (61)

The final section of Desire
focuses on effective time
management techniques,

based on the Gain/Prevent Pain
task viewpoint. I'm always on
the lookout for new, exciting
information and techniques for
effective time management, and |
was pleased to experience a few
“aha” moments while reading his.

As McClatchy notes, we need
both consumption and creation
goals in our lives to feel balanced
and to battle burnout. (52) It's
helpful to keep this in mind as
you plan and manage your time.
You say you have no time to
plan? McClatchy recommends
spending 5 minutes each day
making a daily plan, making it a
habit, and reaping these benefits:

1. You Don't Forget Things

2. You Get More Done

in Less Time

3. You Are Proactive,

Not Reactive

4. You Make Better Decisions
5. You Can better Recover
from Interruptions

Finally, he discusses the impact
of these habits on leadership.
This is the shortest section

of the book, but one of the
most powerful. | will end this
review with two paragraphs
from McClatchy’s discussion

of leadership. | hope it will
inspire you to read the book
and put its tenets into action!

Do You Make Leadership
Decisions?

Your decisions and their
consequences determine who
you are—and whether or not you
are a leader. Whether they result
in leadership, management, or
mismanagement, they are what

define you. If your decisions
move things forward and
improve the situations around
you, then you are a leader. If
your decisions lack the courage,
ingenuity, vision, or effort to
make any sort of improvements,
then perhaps you have been a
good manager; that is, you have
been adept at keeping things the
way they are and maintaining the
status quo but not necessarily

at enhancing anything. If

you've made your decisions
based on ego or emotions

such as resentment, envy,

or selfishness, then perhaps

you have mismanaged your
responsibilities and left things
worse off than they were before.

Business leadership is about
forging new paths and moving
an organization forward from
where it is today, rather than
keeping things the way they are.
Similarly, personal leadership is
about leading your own life in the
direction you want it to go, rather
than following other people’s
ideas of what your life should be.
In business and in life, Gain does
that for you. It's hard to identify
what makes you unique if all you
do every day is fulfill Prevent
Pain tasks like everyone else—
showing up for work, taking out
the trash, and paying the bills.
What do you do that's unique
from anyone else? What have
you improved? What have you
created? What have you done
that you didn’t have to do? Your
Gain tasks are what distinguish
you from other people. Pursuing
Gain and making improvements
is leading—yourself and others.
These are the activities that

will prevent burnout, make

your efforts worthwhile, bring
satisfaction and balance, and
generate the momentum to

keep you going. (152-153) é‘

Thank You to Our Exclusive Business Partners
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TIME MANAGEMENT

HOW TO LOSE WEIGHT,
MAKE MORE MONEY
AND RETIRE RICH!

This article may not help you lose
weight, but if you adopt the time
management practice outlined
below you should become much
more efficient and effective, thereby
making yourself more valuable and
so you should earn more money.
This should, in turn, result in your
having much more money when
you retire. How'’s that for logic?

How, you ask? By using the
“Pomodoro Technique” to increase
your productivity and efficiency.
Those of you with an Italian
background or who, like me just like
to eat Italian are asking yourselves
-"“What does a tomato have to

do with being more productive?”

(Pomodoro is tomato in Italian).
Well, it turns out quite a lot. Not
the tomato but the technique. |
have no idea why it's named after a
tomato.

Google “Pomodoro Technique”and
you will find a lot of information
regarding this time management
method. I'm not going to go into
the history or science in this article.
| can see your eyes glazing over
already. What | am going to do

is share what | discovered when
reading the book, “A Mind for
Numbers” by Barbara Oakley and
taking an online course “Learning
How to Learn” through Coursera
which was taught by the author.

You can read the book if you

want the science and an excellent
explanation as to why this works, or
if you just want to read an excellent
book on how the brain functions
and how to grasp new and difficult
concepts. Those of you with kids in
school should definitely read this
book. | wish I had this book when |
was in school and also when my son
was learning math, (never my strong
subject).

As most of you know, the multi-
tasking that was in vogue years ago
is terrible when it comes to actually
working efficiently. It also turns
out that my grade school teachers
knew what they were doing when

they limited classes to 25 minutes
and a 5 minute break to walk to

our next class. Science has proven
that 25 minutes is all the time the
brain can focus effectively. The
Pomodoro Technique, in a nutshell,
is committing to 25 uninterrupted
minutes of focusing on whatever
task you prioritize. No interruptions
or distractions. There’s even a

free Pomodoro app that will time
your session for you that you can
download to your phone. After

you complete your Pomodoro,

take a break. Walk to the kitchen
for coffee, check on the staff, take

a little walk around the office but
stop what you are doing for 5 - 10
minutes and clear your mind. Then,

start another Pomodoro - either
completing the task you were doing
if it's unfinished, or moving on to
the next task. That'sit. It's very
simple but incredibly effective.

Try it for yourself. I've found it to
be incredibly useful, especially
when working on spreadsheets

or accounting. I'm using it while
writing this article. Train your staff
not to interrupt you while you are
doing a Pomodoro. They may look
at you a little strangely but that’s
probably nothing new. Share it with
your firm. Time flies by using this
method and you get much more
done. Not bad for a technique

named after a tomato. 5



MEMBER SPOTLIGHT ALASOFLA

CONGRATULATIONS
to the 2015 South Florida Chapter
ALA Scholarship Recipients
Title:  Office Manager and Director of Benefits Administration
Firm: Weiss Serota Helfman Cole & Bierman, P. L.
Firm Size: 61 attorneys — 102 total employees
Years in Field: 17 years- 3 firms

What do you enjoy most about your
job: New employee onboarding!

What do you dislike most about your job:
Dealing with staff discipline issues

What impact has ALA had in your job performance?: The

ALA has been a gold mine for me. The resources on the Omar Paz Nathia Paz Michael Garcia
local chapter as well as national website are phenomenal.

The opportunities to network with other legal office managers

has enhanced my career as well as my personal life.

Answers are always a click or a phone call away. | am truly grateful for the ALA.

The most difficult situation | have had to deal with was: A
substance abuse issue with an employee.

In my role, | never thought I'd have to: Play such a major
role in the daily administration of attorneys.

In the office I try to set an example by: Complying with all office policies and procedures

as expected by the staff and “getting my hands dirty” by spending one day a week actively
participating in a job function; this week, | spent Monday with Office Services. | made coffee,
set up conference rooms, copied, scanned, mailed, etc. | think it is important for staff to truly
believe you understand exactly what they do and how they contribute to the success of the firm.

If | weren’t in my current position, | would like to be: A
nurse practitioner. That still may happen one day.

Favorite Musical Artist: Matisyahu
Favorite TV Program: Sons of Anarchy

Last Book Read: [ have started several and have not completed any of them lately. One
of my all time favorites is a little book called Don’t Sweat the Small Stuff at Work.

Hobbies: Ice skating, painting, decorating, planting new flowers in spring
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CONGRATULATIONS TO PAST-PRESIDENT
VICKI SMITH-BILT AND THE CHAPTER
BOARD ON RECEIVING THE 2015
PRESIDENTS' AWARD OF EXCELLENCE

The Presidents’ Award of
Excellence, named in honor
of ALA’s Past Presidents,
recognizes chapters for
their efforts in effective

chapter leadership.

ALANET.ORG

Business of Law
eLearning Center

Your anytime, anywhere, business of law eLearning solution.

Expert Instruction - Skill Building - Networking

B 6-week instructor-led online courses.
B Classes meet live each week for an hour.

B Classes are available on-demand later

at your convenience.
wWALA
Association of Legal
Administrators

The Financial Management 1 and Legal Industry Courses start July 6.

REGISTER TODAY: alanet.org/elearning
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Title: HR Manager

Firm: SHD Legal Group, PA.
Firm Size: 87

Years in Field: 30

What do you enjoy most about your job: The variety
of things to do to keep the office running smoothly

What do you dislike most about your job: Layoffs and Cliques

What impact has ALA had in your job performance? : When |

first started in legal as a Firm Administrator the ALA was amazing. |

learned a lot about the legal industry from going to the monthly

meeting, education seminars and other Administrators. The ALA is still amazing
and when | need a vendor or have a question, | turn to my long time peers.

The most difficult situation | have had to deal with was: Bullying

In my role, I never thought I'd have to: Babysit on take your child to work day
In the office | try to set an example by: Treating staff the way I like to be treated.
If | weren’t in my current position, | would like to be: An architect

Favorite Musical Artist: Steve Perry - Journey

Favorite TV Program: Law and Order, The Good Wife, Empire

Last Book Read: Changing Places: A Journey with my Parents into
Their Old Age Paperback — August 1, 2001 by Judy Kramer

Hobbies: Jewelry Making, Sewing, Art and Crafts, Reading, Cats

Printing g Lounge Area Office Supplies .uebssan Engraving
Gffece Swctea Y O”em'{?ilm: Fechralogy SolaTead Coffee d'_) K-Cups
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(954) 846-9399 | customerservice@otsflorida.com | (800) 899-9399
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SOUTH FLORIDA CHAPTER

SOUTH FLORIDA CHAPTER, ALA
2015-2016 BOARD OF DIRECTORS:

PRESIDENT
Judi Pawloski, CLM, Peterson Bernard.........ococeeeeveeveecvveecnvennnnns 954-763-3200

PRESIDENT-ELECT
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VICE PRESIDENT - MEMBERSHIP

Kristine Blanco, Gordon & REes, LLP .......c.eveereieeerereerenieereeenenens 305-428-5300
SECRETARY

Michelle Casares, Litcher Law Firm .......coeeeeeieceeeieereeerenne 305-933-9970
TREASURER

Carole Sheets, Murray, Morin & Herman, PA. ......ccocoeveveverenecnnenee. 305-441-1180
DIRECTORS

Paula J. Lawson, CLM, Genovese, Joblove & Battista, PA. ............ 305-349-2300
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BUSINESS PARTNER RELATIONS
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Paula J. Lawson, CLM
Genovese, Joblove & Battista, P.A.

Lisa Dasher, CPA, CLM
Wicker, Smith, O'Hara, McCoy & Ford

CHARITY
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Rumberger Kirk & Caldwell SALARY SURVEY
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CERTIFIED LEGAL MANAGER (CLM)  ~duire Sanders

Lisa Dasher, CPA, CLM
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Arlene Drexler
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Sarah Lyons
Holland & Knight, LLP

Bernadette Peters, CLM
Horr, Novak & Skipp, P.A.

PUBLIC RELATIONS

Adilen Montes

Levine Kellogg Lehman Schnei-
der & Grossman, LLP

WEBSITE
Victoria Allen, CLM
Rogers, Morris & Ziegler, LLP

11:45 - 1:30 PM

Hyatt Regency Downtown
Topic: Project Management
Presented by OTS Legal

3:00- 4:00 PM

Broward, Miami-Dade
and South Miami

3:00 - 6:00 PM
Tropical Park

5:30-7:30 PM
Barley An American Brasserie

Sponsored by UPS

9:00 - 11:00 AM

Genovese Joblove,
Ft. Lauderdale

9:00 - 11:00 AM

Genovese Joblove,
Ft. Lauderdale

3:00- 4:00 PM

Broward, Miami-Dade
and South Miami

1ISolved ‘ Human Capital Management

iSolved makes managing your practice
easier than ever with all of your important,
commonly needed, mission-critical
employee data in one place.

Be‘-\eﬁts Administrat.
/o,
n

This cutting-edge Saas technology truly
integrates time and attendance, payroll,
HR and benefits into a single platform.

For more information about iSolved and
our special offers for ALA Members,

please call us at 480-710-6818

or go to
Visit.Infinisource.com/ALA

INFINISOURCE JALAVIP

www.infinisource.com

Value in Partnership

ALANET.ORG
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