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Who We Are

We are an entrepreneurial law firm quickly becoming a value creation monopoly in the Southwest
Florida marketplace. This means that our clients are the benefactors of unique experiences that
they cannot find anywhere else at any price. Sheppard, Brett, Stewart, Hersch, Kinsey & Hill,
P.A. is recognized with the Martindale-Hubbell “AV” rating, the highest attainable from the
independent national attorney and law firm rating service.
As experts in protecting our clients and their loved ones through trademarked processes for estate
planning and settlement, we approach our clients’ needs from a unique perspective, actively
listening to assist our clients in accomplishing their goals.
When working with our experienced legal team, clients will never feel alone in navigating the
probate process, the tax laws and everything else that their financial advisor is asking them to do.
We will work with their CPA and financial advisor to lead them through the process and help
them make the hard decisions that will have a real impact on their family’s future.

3

4

Our Mission
We strive to provide our clients comfort and clarity as they plan
their estates and administer the estates of their loved ones. We
realize that the legal, tax, and financial issues that our clients
must wrestle with to complete these tasks are intellectually
difficult as well as emotionally draining. Therefore, our goal is
to make the process as easy and pleasant as possible. At the end
of the day our clients will feel confident that they have, with
our leadership, first considered and then implemented creative
strategies that will result in successful outcomes, while feeling
that they have forged a valuable, continuing relationship with
our team.

We Accomplish this by

1.

Treating each client as important;

2.

Taking ownership over our commitments and our clients’ concerns and questions;

3.

Being responsive;

4.

Guiding our clients through our Unique Processes;

5.

So doing using each Team Member’s Unique Abilities;

6.

Supporting one another as a team;

7.

Always improving our processes to provide increased leadership, relationship & creativity
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Yo u r A t t o r n e y s
Craig R. Hersch

Senior Partner, Florida Bar
Board Certified Wills, Trusts
& Estates Attorney, CPA
Kolbe: 6 2 9 3
ext. 226

Michael B. Hill

Partner, Florida Bar Board
Certified Wills,
Trusts & Estates Attorney
Kolbe: 8 3 4 4
ext. 231
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Hayley E. Donaldson

Partner, Wills, Trusts &
Estates Attorney, CPA
Kolbe: 8 8 2 3
ext. 217

Andrew H. Barnett

Associate Attorney
Kolbe: 6 2 9 3
ext. 226
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Yo u r Te a m
Gina Sadoksi

Aimee Balcer

Intake Coordinator

Lead Probate & Trust

sadoski@sheppardlawfirm.com
Kolbe: 8 7 2 3
ext. 232

Administration Assistant
balcer@sheppardlawfirm.com
Kolbe: 8 7 2 4
ext. 213

Caitlin Shoureck
Intake Coordinator / Document
Preparation Assisant
cshoureck@sheppardlawfirm.com
Kolbe: 5 9 2 4

Dorthy Berry
Drafting Assistant
berry@sheppardlawfirm.com
Kolbe: 4 7 3 7
ext. 229

ext. 220

Hayden Heidbreder
Marketing Technologist
heidbreder@sheppardlawfirm.com
Kolbe: 8 7 5 1
ext. 202

Maria Reimer
Funding Assistant & Strategic
Planning Coordinator
reimer@sheppardlawfirm.com
Kolbe: 6 7 3 4
ext. 211

Debbie Shannon

Bronwyn Merhige

Asset Alignment Assistant

Administrative Support Specialist

shannon@sheppardlawfirm.com
Kolbe: 8 7 3 2
ext. 236

Zack Rodger

merhige@sheppardlawfirm.com
Kolbe: 6 5 3 7
ext. 216

Amanda Duffy

Marketing Technologist

Document Drafting Assistant

rodger@sheppardlawfirm.com

duffy@sheppardlawfirm.com

Kolbe: 7 7 3 3
ext. 225

Kolbe: 8 5 2 4
ext. 229
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R e l a t e d Te a m M e m b e r s
D. Hugh Kinsey Jr.
Partner
kinsey@sheppardlawfirm.com
ext. 218

Michelle Goble
Accounting & HR Support
(Firmwide)
balcer@sheppardlawfirm.com
Kolbe: 7 8 3 2
ext. 215

Maureen Phillips
Network Admin & Assistant to
DHK
mphillips@sheppardlawfirm.com

Kristen Foell
Assistant to DHK
kfoell@sheppardlawfirm.com
ext. 230

Kolbe: 8 7 3 3
ext. 221

Mikayela Berrones
Assistant to DHK

Sarah Darnall
Receptionist (Firmwide)

mberrones@sheppardlawfirm.com receptionist@sheppardlawfirm.com
ext. 222

Kolbe: 7 7 3 3
ext. 210
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Contact
Sheppard Law Firm
9100 College Pointe Court
Fort Myers, FL 33919

P: (239) 334.1141
F: (239) 334.3965
E: info@shepparlawfirm.com

Greenwire Support

Runner

P: (239) 673.9055
E: help@greenwireit.com

Deanna Lorton (239) 895.2311
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Our Processes
The Family Estate Legacy Program (FELP) & The Estate Settlement Program (ESP) are unique
processes we use to best serve our clients.
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The Family Estate & Legacy Program® is our seven-step Unique Process designed to
provide comfort and clarity resulting in a coordinated, understandable estate plan.
We accomplish this through a “Front Stage” client experience supported by “Back Stage”
processes completed by our highly skilled and qualified Team Members:

Organizer
Client Care
Program

1

7

2

Goals &
Responsibility
Conversation

THE

6
Asset
Alignment

FAMILY
ESTATE & LEGACY
PROGRAM

3

Expertise. Confidence. Clarity.

5

Advisor
Coordinator

4

Document
Builder

Design
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Organizer
It all starts with your Client Organizer that you complete, and which gives us a starting point to analyze your
current situation. It also provides us the facts that we need to ask you the right questions pertinent to you.
The Client Organizer should be completed as thoroughly as possible. The information that you provide is
confidential and is important for us to provide the best legal advice during our initial conference.

Goals & Responsibility Conversation
As we begin our initial conference, we will ask you what goals are most important to you and what concerns
or obstacles may currently stand in the way of achieving those goals. This will form the basis of your estate
planning strategies and provide us valuable insight into your mindset. We will also review who should make
decisions for you if you could no longer do so for yourself, which is an often neglected but vital element to
your estate plan. Finally, well discuss who might be the best party to handle all of the responsibilities necessary
to carry out your final wishes and directions.

Design
We will work together to design a will or trust package that meets your needs, given your family and financial
situation, and your goals and concerns. There is no such thing as a “one-size-fits-all” estate plan. The design
element will consider the types of assets that you own, how you own them, and the relative tax consequences
of your holdings, among other things, in fashioning your individualized plan. We will provide you a fixed fee
quote so that you know the price for us to complete your planning.

Document Builder
We will build your documents based upon the Design phase specifications, providing you easy to read and
understand flowcharts and summaries. You will have as much time as you need to ask questions and consider
revisions to the first draft. It is important to know that we want to answer any and all questions that you may
have about the process.

Advisor Coordinator
You may have a trusted attorney, CPA, or financial advisor that you would like involved in this process. We’re
happy to do so. Just let us know and we will either invite the, to your meetings or conference call them in if
they are not local.

Asset Alignment
Unlike other firms who hand you a sheet of instructions how to transfer (or “fund”) your assets into your
revocable trust, we do it for you. This is another way that our unique processes provide you confidence,
comfort and clarity. You’ll rest assured knowing that your legal team includes well-trained professionals who
work with financial firms, banks and advisors to ensure that everything is titles correctly.

Client Care Program
Your estate plan includes on free year in our Maintenance Program, which is a cost-effective way to ensure that
your documents do not fall out of date with the ever changing legal, tax and financial world. The Maintenance
Program also works to keep your plan up to date with your family and financial situation. When you open a
new account or acquire a new asset, out team will work with you to make sure that it’s titled
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The Estate Settlement Program® is our seven-step Unique Process designed to provide
comfort and clarity to our clients’ families when administering the estate/trust following
the client’s passing.
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Snapshot
The Estate Settlement Program® Snapshot is an overview of the legal, tax and financial road that
we will travel together following the loss of your loved one. This module will assist you in getting
familiar with your role and responsibilities when completing the estate settlement. To begin, we will
meet to:
•
Review The Estate Settlement Program® Guide seven module process
•
Complete the “Your Goals and Concerns” Worksheet
•
Review your duties and responsibilities as personal representative/trustee
•
Review The Getting Started Checklist™
•
Confirm this firm’s engagement as your attorney
•
Meet your Team

Goals & Responsibility Conversation
As we begin our initial conference, we will ask you what goals are most important to you and what concerns
or obstacles may currently stand in the way of achieving those goals. This will form the basis of your estate
planning strategies and provide us valuable insight into your mindset. We will also review who should make
decisions for you if you could no longer do so for yourself, which is an often neglected but vital element to
your estate plan. Finally, well discuss who might be the best party to handle all of the responsibilities necessary
to carry out your final wishes and directions.

Design
We will work together to design a will or trust package that meets your needs, given your family and financial
situation, and your goals and concerns. There is no such thing as a “one-size-fits-all” estate plan. The design
element will consider the types of assets that you own, how you own them, and the relative tax consequences
of your holdings, among other things, in fashioning your individualized plan. We will provide you a fixed fee
quote so that you know the price for us to complete your planning.

16

Document Builder
We will build your documents based upon the Design phase specifications, providing you easy to read and
understand flowcharts and summaries. You will have as much time as you need to ask questions and consider
revisions to the first draft. It is important to know that we want to answer any and all questions that you may
have about the process.

Advisor Coordinator
You may have a trusted attorney, CPA, or financial advisor that you would like involved in this process. We’re
happy to do so. Just let us know and we will either invite the, to your meetings or conference call them in if
they are not local.

Asset Alignment
Unlike other firms who hand you a sheet of instructions how to transfer (or “fund”) your assets into your
revocable trust, we do it for you. This is another way that our unique processes provide you confidence,
comfort and clarity. You’ll rest assured knowing that your legal team includes well-trained professionals who
work with financial firms, banks and advisors to ensure that everything is titles correctly.

Wrap Up
Review family’s ongoing planning opportunities. Complete any remaining open points and answer final
questions. We’ve made it through this Estate Settlement Program™ and have successfully completed what
has probably been for you an emotional and arduous process. Congratulations! You may have open points or
questions going forward, and there may be estate, tax and financial opportunities available to take advantage
of. This module serves to organize your thinking and clarify outstanding points.
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Tr e l l o G u i d e

How to make Trello work for you

This guide will inform you on how to set up and use, both, Trello and Microsoft Teams. A step
by step guide on how each program works, what certain buttons do and why this is something
that should be implemented and used by everyone at the firm.
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Trello How To
Anatomy of Trello

Trello has various parths that all have unique names. It is often easy to confuse the parts of
the Trello structure. Therefore we’ve assembled a bref breakdown of Trello’s anatomy for
your reference and so that the rest of the manul makes sense

Home Screen

The Trello Home Screen is a collective dashboard of all of your teams, boards, as well as a
feed of upcoming due dates and recent activity (see below). This is the main screen you see
when you log into Trello.

When you navigate away from the Home Screen, you can either hit the back feature on
your browser or clock the trello logo in the top of your screen.
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Workspaces

A Team on Trello is just as it sounds. It is a collection of members that have common work
or goals to accomplish. Usually all of your teams are visible on the Home Screen to the
left. Clicking on the team of your choice will display the feed for just that team.

Boards

A Board is a way of organizing and managing a project. Similar to other project management programs, Trello’s Boards gather all the steps and details of a project or process. Each
board can be customized to fi t your needs, which we will go into more later. All of your
boards are displayed both on the Dashboard, as seen above, and in the Boards dropdown
menu located to the top right of your screen:
Clicking on the Boards dropdown menu will open a categorized menu of all of your
boards, organized by team: You can also click the Boards button on the left panel of the
Home Screen
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Lists

Each Board is composed of a series of Lists and Cards (see below). When you click on a
Board, all of the Lists and Cards on that Board become visible. Lists can be created by
scrolling all the way to the right of the Board and clicking into Add a list...
Or you can double-click between two existing Lists to add a new List in that position:
Lists can also be dragged and dropped into a new position on the Board.

Cards

Each List is composed of Cards. Cards are a highly customizable medium for taking notes,
adding attachments, checking off lists, making comments, and a variety of other tasks. A
List can have as many Cards as you need. As with Lists, cards can be dragged and dropped
to change position. Cards can also be dragged and dropped between Lists.
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List Features

When you click “•••” you can access various features for arranging, organizing and
moving whole Lists:

Members

Add pertinent Members to a Card by clicking this feature. The menu that opens allows
you to search for members of your team that should be on this Card and kept aware of its
happenings at all times.
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Labels

Labels assist by color coding a Card. Labels can be edited and created to fi t certain needs:

Checklist

Checklists create to-do lists that can be checked off as items are completed. These are
handy for keeping track of tasks that must be completed before a Card can move along in
the process:
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Due Date

To keep you on your toes or to ensure something is done in a timely fashion, Due Dates
can be added to cards.

Attachment

Add documents, images, and various fi les to a card so everyone can stay in the know by
using the Attachment feature:

24

Move

Easy move a Card to another Board by using the Move feature. Just pick your Board, List
and Position to migrate the Card to its new location:

Copy

If instead you want to keep the Card in its current location, but also want it on another
Board, you can Copy it:
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Watch

By pressing the watch button you will be updated when things change on whatever you
have decided to watch

Email-to-Board

Trello allows you the capability to forward emails (even from Outlook) to a board. You can
pick a specifi c list on that board, and Trello will add the subject as the title of the card, add
the text as the description, and add any attachments in the email. Each board has its own
email identifi er. See below to learn how to fi nd your board’s email address.
1. Click on the board that you wish to access via email addition.
2. Find the menu on the top left side of the board and click ••• Show Menu:
3. When the menu expands, click ••• More:
4. When the menu expands, you’ll see Email-to-board Settings. Click on that:
5. The menu that expands below shows the email address for the board and on which list
(and position) an emailed item will appear:
6. When you receive an email you wish to add to a specifi c board, forward that email to
the board’s email address.
I suggest adding each board you may potentially wish to forward emails to as a saved contact in Outlook (labeled for the name of the board to which it will be directed).
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Email-to-Card

Just as with above, you can add the content of an email to an already-created Card as a
comment. As each Board has its own email address, each card does too. You can forward
emails to a Card by fi nding the email address when the Card is open. Click “Share and
more...” on an open Card to copy and paste the email address:

Converting Spreadsheet Columns to Cards

Entire, singular columns in an Excel spreadsheet can be added to a Trello card all at
once and then automatically delineated as separate cards on a list. Simply copy the list
directly from Excel and paste onto a blank card. For a visual explanation, visit http://bit.
ly/2sU7Bo2.

Converting Spreadsheet Columns to Checklists

As with above, easily create Checklists from a list or spreadsheet by copying and pasting
the line separated items into a new Checklist item and clicking “Add”. For a visual
explanation, visit http://bit.ly/2s9LTPJ.
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Filter Cards

You can fi lter your Cards based on a variety of options. Pressing the “f” key while on a
Trello Board will open the Filter Cards feature.

Assign a Card to Yourself

While your cursor is over a Card, press the spacebar to assign yourself to that card.

Filter Your Assigned Cards

View only Cards assigned to you by pressing the “q” key while on an active Trello Board.

Open Search Feature

Automatically open the search feature without having to manually navigate to it by
pressing the “/” while on an active Trello Board.
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Archive Cards

Send Cards to the Archive by mousing over it and pressing the “c” key. This can be undone
by navigating to the Board’s Menu and viewing your recent activity. Click on the Card
you archived and press ““ Send to Board”.

Add Labels to New Cards

When adding a new Card, you can type “#” plus the label’s color or title and get a list
of matching labels. This is just a few of the shortcuts available on Trello. For a full list of
shortcuts, visit https://trello.com/shortcuts/.

Drag & Drop Multiple Attachments

Bulk attach files to a Card by selecting multiple files and dropping them onto a Card.
Bonus: There is no limit to the number of files you can attach to a card.

View All of Your Assigned Cards from All Boards

View all cards assigned to you across all boards by visiting https://trello.com/your/cards.

The Great Brand Story

M i c r o s o f t Te a m s
Guide

How to make Teams work for you

This guide will inform you on how Microsoft Teams works and ways to utilize Teams to have
a better working experience.
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Social Media

Teams How To
Anatomy of Trello

Trello has various parths that all have unique names. It is often easy to confuse the parts of
the Trello structure. Therefore we’ve assembled a bref breakdown of Trello’s anatomy for
your reference and so that the rest of the manul makes sense

Teams Screen

When you open Microsoft teams you will see a screen similar to the one below. You will
have a bar with Activity ,Chat, Teams, Callendar, Calls, Files, and a More button as well.

MANDALA|Brand Guidelines

Activity

The activity panel is where you will get notifications on the things you are involed in
throughout teams.

Boards

The teams option allows you to message a specific set of people all at once instead of
sending each person on their own. When you create a team, you will first have the option
to either build it from scratch, or create it from an existing Office 365 group or team. This
second option is for any business that already has an Office 365 group. Groups are great as
a quick way to create a team with members already attached. The easiest way to add team
members is to send them an email link, which will go ahead and enroll them when it is
clicked on. You can also simply add their email address directly into Teams.
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Chat

The chat function allows you to converse with anyone that is part of the business’ teams
account. You can send direct messages to one person or group messages to multiple people.
The feature chat saves converstaions, allows you to react to messages, send files and even
post GIFs. The chat feature is one of the biggest elements of Teams.

Calls

Microsoft Teams allow you to make calls to your co-workers, both voice and video calls.
Options like Mute and Hide microphone, as well as gives you the ablilty to share the
screen during a video call. You can even do a multiple person call!
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Features

Microsoft Teams offers an array of great features that can help you in your day to day
work life.
•

In chat you have the ability to format your messages to allow things to be Bolded,
Italicized, Underlined & More.

•

Pressing the “!” will let you choose how the Delievery Option, if you would like it be
sent as an important message, an urgent message which notifies every 2 minutes for
20 minute, and standard, the way messages are normally sent.

•

Clicking the calendar button will allow you to schedule a meeting within Teams

•

You can even send an approval request by just pressing the approvals button on the
bottom of the chat.

Trello & Teams

Teams has a trello app that can be added that links Trello cards to Microsoft Teams. This
can be done by pressing the apps button, searching Trello, then adding it to your Teams.
After that you will need to login to Trello. The Trello app can be found in the more apps
button once installed.
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