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Dear Members,

It has been a busy year and con-
tinues to be challenging, yet very 
rewarding.  I hope that you have 
been able to enjoy some of the 
many educational opportunities 
our chapter has offered this year, 
as well as the National conference 
and Regional conference.  Robert 
Half Legal presented at our Career 
Summit and it was an informa-
tive and interactive presentation.  
The wonderful wine selection 
and drawings for gifts was a nice 
touch as well.  

As in my last letter, I am stressing 
how critical your participation is 
to the success of our chapter.  Our 
goal is to continue to grow and 
to offer educational opportunities 
and professional growth.  We are 
planning a statewide retreat with 
the Richmond, Western Virginia 
and Hampton Roads chapters 
in March.  It will be a great op-
portunity to attend seminars and 
meet other legal professionals to 
exchange ideas and build friend-
ships.

We are also beginning to plan for 
the 2011 year of the Legal Ad-
ministrator Section of the Fairfax 
Bar.  This is a great resource and 
opportunity for us to further our 

exposure in the legal community 
and assist others with profession-
al development.  We continue 
to welcome your participation 
with the many opportunities to 
help our chapter by serving on a 
committee.   A few of our com-
mittees are business partner rela-
tions, membership, community 
challenge, and education.  We 
especially need assistance with 
our newsletter and website com-
mittees. Personal involvement is 
very rewarding and benefits the 
entire chapter.  I know that it is 
challenging, but I encourage you 
to make the time to become more 
involved.  

Regards.
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Managing information used to be easier. 
Before the digital age, information lived 
primarily on paper, and it died either in 
storage or from shredding. 

Today, the rise of technology, regulation 
and litigation has made managing and 
discovering information much harder and 
riskier for the organization trying to do it 
all themselves.  For one, information exists 
in more places due to the proliferation of 
laptops, smartphones, iPads, thumbdrives 
and more – and if data growth weren’t 
enough of a headache, the  heightened 
regulatory climate has placed more rules on 
how we protect and handle our informa-
tion. The penalties for losing information, 
or even failing to find it fast enough, have 
increased and become stiffer. Additionally, 
information exists in multiple formats and 
is decentralized like never before across an 
organization and its employees. 

For these reasons, the need for an effec-
tive information management strategy has 
never been greater.  An effective plan in-
forms you on what to throw out and what 
to do with what you keep. When it comes 
to discovery requests, the right policies 
and processes ensure relevant data can be 
found, and fast corporate clients and their 
law firms with formalized records and in-
formation management policies are far bet-
ter positioned to respond to litigation and 
avoid the embarrassment and penalties 
that come with not being able to provide 
data in a timely manner. 

Despite these stakes, a remarkable 66 per-
cent of nearly 3,500 publicly traded, gov-
ernment, and non-profit organizations 
surveyed by Iron Mountain have no formal 
methods in place for accessing and man-
aging data for discovery.  Moreover, only 
13 percent of organizations manage elec-
tronic records in accordance with a reten-
tion schedule. An inability to account for 
information or understand what to keep 
and what to destroy are recipes for non-
compliance and the penalties that ensue, 
both in fines and potential loss of business.

In February and March 2010, Iron Moun-
tain met with customers from 58 law firms 
in New York, Boston, Philadelphia, Balti-
more, Washington DC, and Chicago.  Top-
ics ranged from coping strategies inside the 
firms to feedback on our service to them 
over the last year.  Participants were asked 
to cite three issues Iron Mountain could 
help them solve. What began as a lively 
exercise quickly became a roadmap for the 
direction of overdue improvements. The 
mandate from these firms was clear: Help 
us repurpose the traditional law firm expe-
rience for off-site storage and service into 
one that made more sense for the chang-
ing and more complex information man-
agement needs of its organization.   

Iron Mountain took this mandate to heart. 
Taking a step back from a product-focused 
strategy, we sat down with each of our cus-
tomers to gain a better understanding of 
the problems they are trying to solve. With 
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Editorial Policy
ALA NoVa Network Newsletter is pub-

lished quarterly for the members of the 
Northern Virginia Chapter of the Associa-
tion of Legal Administrators to provide 
information and education for legal ad-
ministrators, law office managers, law firm 
management, and others in law-related 
administration.  This newsletter is  not 
providing legal, financial, or tax advice.  
All articles, letters, and advertisements 
should not be considered endorsements 
by the Northern Virginia Chapter of the 
ALA.  All written submissions are subject to 
editing by the editorial staff and become 
property of the Northern Virginia Chapter 
of the ALA. 

Advertising is assigned on an annual ba-
sis based upon chapter sponsorship.  For 
sponsorship information, please contact 
(Ben Sotelo at 703-506-1850).

ALA NOVA mission Statement
The Northern Virginia Chapter serves 

its members by providing a forum for 
improving the quality of their profession 
and that of their law firms through the 
exchange of information and by providing 
educational opportunities to administra-
tors and members of their firms.

The Northern Virginia Chapter was 
chartered in June 1980, and today has 
about 60 (NEW) active members, repre-
senting law firms, corporate legal depart-
ments, and government agencies.  The 
Association of Legal Administrators (ALA) 
today has (NEW) over 10,000 members 
throughout the world.  There are four 
ALA chapters in Virginia:  Hampton Roads, 
Richmond, Western Virginia, and Northern 
Virginia.

Copyright ©2010 
Northern Virginia Chapter, 

Association of Legal Administrators 
All Rights Reserved.
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that knowledge in hand, we introduced 
packaged pricing models that focused on 
delivering solutions to problems, not just 
products, and provided them with a wealth 
of shared expertise from our team of con-
sultants (some of whom are former litiga-
tors themselves). This approach enabled 
our customers to make better decisions on, 
and investments in, the solution they need-
ed, while also creating a clearer path to effi-
ciency and optimal performance. A solution 
could be adopted that would deliver both 
value (cost and performance) and flexibility 
to adapt with changing needs.  As noted by 
Stephanie Angelides, Office Administrator, 
at the firm Venable LLP, “I value Iron Moun-
tain’s service.  The quality of the service; 
both responsiveness and personal atten-
tion, is critical for us to be able to manage 
files efficiently.”

Iron Mountain’s objective is to help organi-
zations like law firms manage client infor-
mation with greater compliance, less cost 

and in a way that gives them a competitive 
advantage.  Achieving outstanding results 
doesn’t happen by chance.  Organizations 
that adopt best practices and work with a 
provider to conduct a risk assessment, sur-
vey and audit records, and build physical 
and digital systems to streamline and au-
tomate processes are poised for far greater 
success.  “Today’s records management 
environment is increasingly complex and 
challenging,” says Bob Brennan, president 
and CEO of Iron Mountain.  “But with the 
right solutions in place, it’s possible to 
transform processes, reduce risk and man-
age costs.” 

Reid Palmieri and Laura Rogers are account man-

agers at Iron Mountain, responsible for provid-

ing Total Customer Satisfaction through custom 

solutions, contract management and service ex-

cellence for many of the Mid-Atlantic area’s most 

prominent law firms. 

The Challenge of 
Information Management
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ILLUSTRATIONS BY PETER VINCENT VON ELLING

In June of this year, I found my-
self in a desert filled with lights. 
Las Vegas was the location and the Chapter Lead-
ership Institute had the apropos theme of Op-
portunity Calls. These words could not be more 
fitting. I received a few of those calls over the last 
year. Almost exactly one year ago I received an 
Opportunity in a phone call from a fellow mem-
ber across a country.

CLI and 
the Calls
Talmar Anderson
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Two months after that I had relocated to 
the Northern Virginia area.  Two months 
after that I received the Call to step in and 
help the local chapter by acting as their Vice 
President in addition to Membership chair.  
I have learned that by taking the call of one 
opportunity, more are sure to follow.

The institute was a great opportunity to 
meet others involved in, or considering, the 
facilitating of our professional organization.  
The conferences, classes and discussions al-
lowed us to become not just better Chap-
ter leaders but better professionals overall.   
The ideas that were shared spanned grow-
ing membership, marketing campaigns 
and ways to continue in the professional as-
sociation by volunteering for regional and 
national positions. It was intriguing to rec-
ognize that these volunteer positions will 
continue to open doors for us throughout 
our careers.

The chapter needs and challenges that 
were able to be addressed by all of us com-
ing together were numerous.  While recon-
necting with leadership from the Valley of 
the Sun, I was able to address organization-
al issues that I was experiencing on the east 
coast.  Getting to meet leaders from the 
chapters surrounding the Northern Virginia 
area helped to grow my network of refer-
ral sources on vendor needs and employ-
ment contacts. The open discussion with 
chapters of similar membership size helped 
me recognize the challenges we face as we 
consider growing.

And the opportunity that brought a “face” 
to the whole conference was getting to 
meet the Association of Legal Administra-
tors team.  Those people whose job it is to 
support the chapters and our needs.  The 

resources and friendly smiles were sincere 
and encouraged me when I found myself 
at home wanting someone to lean on.  Op-
portunity calls whenever we allow ourselves 
to be open to the unexpected.  While I did 
not expect to be the Vice President of the 
Northern Virginia Chapter in my first year 
out on the east coast, the opportunity to 
meet all these great people and help grow 
the Chapter is well worth taking the call!

© 2010  All rights reserved.  Further duplication 

without permission is prohibited.



SAGE OnSight improves IT service and provides 
peace of mind so you can focus on being a lawyer. 

Network downtime, virus infections, and poor 

network performance cost your firm productivity. 

OnSight remotely monitors and manages your IT 

network 24/7, and provides fast response should 

something go wrong, meaning cost savings from 

less downtime and more productivity.

OnSight provides flexible and agile IT support, 

augmenting your current IT staff with help desk, 

site visits from expert SAGE engineers, and quarterly 

www.sagesol.com

technology reviews to align IT with your business 

goals.

Learn more about how OnSight can reduce 

downtime and improve your IT infrastructure. 

Please visit www.sagesol.com/alanova/ or to sign-

up for a free one-hour webinar. To discuss how 

OnSight can benefit your firm, please contact 

Karin Magness at 202-478-7604 or e-mail kmag-

ness@sagesol.com

S A G E

...we’ll watch the network.

Be a lawyer...

Insightful Solutions in Technology Management

Remote Network Management : : 24/7 Monitoring Site Visits : : Reporting and Technology Planning 



John Remsen, Jr. 
The Remsen Group

ILLUSTRATIONS BY PETER VINCENT VON ELLING
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Isn’t It tIme that your law fIrm develops a strategIc plan?

In corporate America, virtually ev-
ery successful company has a stra-
tegic plan guiding its future.  Banks 
won’t lend money without one.  
Shareholders and venture capital-
ists demand them.  It gives an orga-
nization a competitive advantage.

Ask just about any managing part-
ner or firm administrator whether 
his/her law firm should have a stra-

tegic plan and almost all of them 
would say, “yes.”  After all, with-
out institutional direction, the law 
firm is little more than a collection 
of sole practitioners sharing office 
space…or a “hotel for lawyers,” as 
our friend Bill Flannery likes to say.  
Yet, according to a recent survey, 
fewer than 5% of the law firms in 
the United States have such a plan 
in place.

Why then, do so few law firms have 
a strategic plan?  And what does it 
take for a law firm to develop and 
implement one?

What is a Strategic Plan?

In short, strategic planning is a process, the 
result of which is a written document that 
sets forth where an organization wants to 
go and how it will get there.  Many expe-
rienced law firm marketers suggest that a 

Today’s Law Firm Can Either Take Charge of its Future or 
Sit on the Sidelines Watching the Marketplace Change 
Around It
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law firm’s strategic plan should consider 
a five (5) year horizon.  It should, among 
other things, state how big the firm will be, 
where it will have office locations, what its 
major practice areas will be, and what its 
client base will look like.

Once the firm’s partners reach consensus 
on these big-picture issues, the firm can 
develop its three-year goals and objectives 
and then determine the strategies and tac-
tics to achieve them.  Strategies and tac-
tics are more short-term in nature.  They 
should be specific, measurable and achiev-
able within a year.

So Why, Then, Do So Few Law 
Firms Have One?
If strategic planning is so important, why 
do so few law firms have one?  The reasons 
vary, but the following obstacles are most 
common.

Denial that it’s no Longer 
Business As Usual
Despite everything one reads in The Na-
tional Law Journal, The American Lawyer and 
just about every other publication on the 
legal industry, there is a continuing denial 
among many attorneys that the business 
of lawyering has fundamentally changed.  
Times are good right now and, generally, 
firms are doing quite well.  However, it 
is the firms that long ago recognized the 
value of planning that are emerging as the 
new leaders in the global marketplace for 
legal services.

Focus on the Short Term
Strategic planning looks at the future, while 
most law firms have a very short-term view 
of the world.  Compensation systems of-
ten reward today’s billable hour, with little 
reward for non-billable time invested in 

the firm’s future.  That’s very dangerous – 
shortsighted, to say the least.

Law firms need to measure and reward 
those activities – firm governance, associ-
ate mentoring and training, and business 
development – that are necessary to insure 
the firm’s long-term prosperity.

Difficulty Establishing 
Consensus among Partners
No doubt, lawyers like their autonomy and 
tend to resist institutionalization.  Many 
firms like to refer to themselves (with pride) 
as very democratic institutions.  They oper-
ate very much like a collection of sole prac-
titioners sharing office space.  They want to 
be left alone.  

On top of that, there are often very differ-
ent philosophies among the firm’s owners 
about the future of the firm.  So it’s easier 
not to talk about it.

Certainly, getting everyone to buy-in to 
a specific plan is challenging.  There is a 
tendency among lawyers and law firms to 
want to be “all things to all people.”  In 
this type of culture, lawyers often resist any 
plan to move in a particular strategic direc-
tion and toward a more institutional way 
of thinking. 

Lack of Leadership
Inevitably, the strategic planning process 
leads to change.  And change requires lead-
ership. Often, firm leadership is simply not 
willing to make the tough (and not always 
popular) decisions necessary to make the 
firm a stronger, more profitable institution 
in the long run.  Managing Partners and Ex-
ecutive Committees must realize that they 
can’t please everybody.

Failure to Implement
There are many firms that have made a 
half-hearted attempt at strategy planning 
and, for one reason or another, it has failed.  
The reasons are many and varied.  Nobody 
seems to have the time to get things done.  
The plan exists, but it collects dust on a 
corner shelf.  Inadequate resources were al-
located to achieve the goals set forth in the 
plan.  Or there was a lack of leadership.  Or 
the plan was too ambitious.  Or there was 
no accountability.  And so on and so on.

The common refrain is, “We tried that, 
but it didn’t work here.”   Chances are, 
the firm went through the motions, but 
there was never a genuine commitment to 
make implementation a priority.  Without 
implementation, the planning process can 
be a frustrating waste of time, effort and 
money.

Keys to Successful Strategic 
Planning
Now that we’ve discussed why so many 
firms have not gotten around to develop-
ing a real strategic plan, let’s examine the 
keys to making it happen.   

Establish a Sense of Urgency
A sufficient number of lawyers in the firm 
must believe that it is no longer business 
as usual and that strategic direction is nec-
essary if the firm is to survive and prosper 
in the years ahead.  They must instill and 
constantly reinforce a sense of urgency that 
change is necessary. 

Commitment from Firm 
Leadership
Firm leadership (or at least a critical major-
ity) must have a genuine commitment to 
develop and implement a strategic plan.  
Without strong leadership and passionate 

There is a continuing denial among many 
attorneys that the business of lawyering 
has fundamentally changed.  

9



11JUL • DEC 2010

commitment, it is still “business as usual,” 
despite the rhetoric.   Under these circum-
stances, the firm’s efforts are doomed to 
failure.  

Involve all Partners in the 
Process
At the end of the day, the owners of the 
firm must buy-in to and support the plan.  
By involving each of them in the process 
through a series of one-on-one meetings 
and/or in a group brainstorming session, 
each partner will feel a part of the planning 
process.  The likelihood of success jumps 
dramatically.

Associates and staff must also buy in to the 
future of the firm.  Special programs that 
enlist their support will add to the plan’s 
successful implementation.

Keep the Plan Simple and 
Focused
If the firm is developing its first strategic 
plan, it should keep the plan simple and fo-
cused.  Most firms try to take on too much, 
too fast and wind up accomplishing little.  
With a realistic plan and by starting slowly, 
the firm is able to maintain its focus on the 
most important projects.  The firm can al-
ways add to the plan later.   A law firm is 
wise to start slow, publicize success and 
grow from there.

Create a Plan that Lives and 
Breathes
Once a strategic plan is adopted, it does no 
good to set it aside, never to be looked at 
until the following year, if at all.  The plan 
should a flexible and dynamic instrument.  
Its principles should be incorporated into 
the firm’s day-to-day operations.  Firm lead-
ership should communicate the goals and 
objectives of the plan often and in a variety 
of ways throughout the firm.  Make sure 

everybody has a copy.  Review it at internal 
meetings.  Update it often.  All important 
decisions should be considered in the con-
text of the plan.  If the firm makes decisions 
contrary to what is contained in the plan, it 
needs a new plan.

Establish Accountability
Nothing happens without accountability.  
For most firms, this is best accomplished 
at monthly meetings of small groups (5-6 
individuals) of attorneys, often organized 
by practice group.  There must be a strong 
group leader and meetings should have an 
agenda and meeting notes.   Assignments 
must be made and progress must be moni-
tored.

Measure and Reward Desired 
Behavior
Simply stated, the firm needs to measure 
and reward desired behavior.  If the firm 
wants its partners to spend time train-
ing younger associates, the investment of 
non-billable time in the firm’s future must 
be measured and rewarded.  If the firm 
determines that business development is 
important, it should reward it through rec-
ognition, origination credit, and/or by mea-
suring and rewarding effort.  Otherwise, 
behavior changes will not occur.  Without 
incentives (or disincentives), it’s business as 
usual and there is little change. 

Does Everybody Have A Role 
to Play?
There is no right or wrong answer here, but 
the firm must determine up front if all of its 
attorneys have a role to play when it comes 
to investing in the firm’s future.  If so, what 
is the role of each attorney?  What about 
associates?  Is it the same for everybody or 
do we ask different attorneys to take on dif-
ferent responsibilities? 

Making it Happen
The strategic plan is not an end, in and of 
itself.  It is a process through which a law 
firm contemplates its future and deter-
mines how it will allocate resources to take 
it where it wants to go.  

Without implementation, a strategic plan is 
worthless.  Planning should never replace 
and distract from the doing part of the 
equation.   Implementation must be given 
the highest priority.

Conclusion
Many sole practitioners and attorneys at 
smaller firms seem to think that strategic 
planning is for larger firms.  However, any 
firm with an eye toward the future can ben-
efit from the process. Planning can help a 
firm develop consensus on key big-picture 
issues, promote internal communication 
within the firm, inspire attorneys to get 
out and do things they wouldn’t otherwise 
do, and help the firm allocate its resources 
more effectively.  

With leadership, commitment and a good 
strategic plan, any firm can develop a prof-
itable practice working with clients it en-
joys and in the areas of law if finds most 
appealing.

John Remsen, Jr. is the principal of The Remsen 

Group, a marketing consulting firm that works 

exclusively with law firms.  He is the Past Presi-

dent of the Southeastern chapter of the Legal 

Marketing Association and served on its na-

tional Board of Directors.  He can be reached 

at 404.885.9100 or jremsen@theremsengroup.

com.

©  2006, The Remsen Group

At the end of the day, the owners of the 
firm must buy-in to and support the plan.  
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Event Calendar
JANUArY 2011
14-15

ALA Board of Directors meeting 
Loews Ventana Canyon 
resort, tucson, AZ

FEBrUArY 2011
4-5 

ALA regional team Orientation 
Hyatt Deerfield 
Deerfield, IL

mArCH 2011
18-19 

3rd Statewide Educational 
Conference & retreat 
the Boar’s Head Inn 
Charlottesville, VA 

For details on meeting locations/times, go 
to www.alanet.org and click on Chapter 
News for the Northern VA Chapter.

mAY 2011
22-25 

ALA Annual Conference and 
Exposition 
Orlando World Center marriott 
resort and Convention Center 
Orlando, FL



WHY IS THIS LAWYER

SO HAPPY?
Because

he found a way to 
lower e-discovery and 

computer forensic costs.

He found Sensei Enterprises.

Since 1997, Sensei Enterprises, Inc. has provided 
computer forensics and electronic discovery services to law 
fi rms and businesses throughout the country. Sensei is a small, 
boutique fi rm with a national reputation for integrity, service 
and professionalism. We give the same careful attention to each 
client and each case, no matter how large or small. 

Our certifi ed experts have a proven track record of 
excellence in data harvesting, analysis, production and expert 
testimony. 

Why are our costs so reasonable? Because big fi rms 
spend millions of dollars on advertising and overhead 
expenses and have to recoup those expenditures. At Sensei, 
you’ll get an estimate right up front for the work you identify – 
and you’ll be notifi ed of any signifi cant deviation and asked 
for approval before additional charges are incurred. 

Sensei’s founders, Sharon D. Nelson, Esq. and John 
Simek, are renowned experts in the fi eld. Th ey are oft en on 
the road educating lawyers across the country on computer 
forensics and e-discovery issues. Th ese are the folks who 
“wrote the book” on e-discovery: Th e Electronic Evidence 
and Discovery Handbook (ABA).  

It was Sensei that defense counsel 
turned to when they needed help in the 
Washington Sniper case and the Duke 
Lacrosse rape case. Even the FBI, the 
DOJ and the U.S. Senate have called 
us in on cases. When you need help 
with computer forensics and electronic 
discovery, call Sensei. We’ll be with you 
every step of the way, with pricing you – 
and your clients – will love.

For more information about how Sensei can help you 
lower your EDD costs, call us at 703-359-0700, e-mail us at 
sensei@senseient.com, or visit us at http://www.senseient.com.

SENSEI ENTERPRISES, INC.
COMPUTER FORENSICS | INFORMATION TECHNOLOGY
3975 university drive, suite 225, fairfax, virginia 22030

phone: 703.359.0700 | fax: 703-359-8434 | www.senseient.com
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Thank You Sponsors!

PLAtINUm SPONSOrS

Iron mountain
8200 Preston Court 
Jessup, MD 20974

Contact: Reid Palmieri 
reid.palmieri@ironmountain.com 
Telephone: 401-792-2371 ext. 129

Web Site: www.ironmountain.com 
Industry: File management/Storage

GOLD SPONSOrS

Sensei Enterprises, Inc.
3975 University Drive,, Suite 225 
Fairfax, VA 22030

Contact: Sharon Nelson 
snelson@senseient.com 
Telephone: 703-359-0700

Web Site: www.senseient.com 
Industry: Computer Forensics/Legal IT

SILVEr SPONSOrS

SAGE Solutions Group
1020 19th Street, N.W., Suite 800 
Washington, DC 20036

Contact: Karin Magness 
(kmagness@sagesol.com) 
Phone:  202-478-7600

Web: www.sagesol.com 
Industry: Legal Technology Consulting and 
Managed IT Services

BrONZE SPONSOrS

Aflac
152 Rollins Avenue 
Rockville, MD 20852

Contact: Anne Bahr 
(Anne_bahr@us.aflac.com) 
Phone: 410-924-8364

Web Site: www.aflacforbusiness.net 
Industry: Benefits/Insurance

Legal Placements, Inc.
7700 Leesburg Pike, Suite 310 
Falls Church, VA 22043

Contact: Lori DiCesare 
(lori@legalplacements.com) 
Phone: 703-917-1829

Web Site: www.legalplacements.com 
Industry: Staffing Agency

retrievex
8485 Euclid Ave 
Manassas Park, VA 20152

Contact: Bob Fisher 
(bfisher@retrievex.com) 
Phone: 703-330-1010

Web site: www.retrievex.com 
Industry:  Records Management

Washington Express
12240 Indian Creek Court, #100 
Beltsville, MD 20705

Contact: Gil Carpel 
(gil.carpel@washingtonexpress.net) 
Phone:  301-210-3500

Web Site: www.washingtonexpress.net 
Industry: Courier Service

DocsCorp
66 Clarence Street 
Sydney NSW 2000

Contact: Ted Kukorowski 
(Ted.kukorowski@docscorp.com) 
Phone:  877-236-2726

Web Site: www.docscorp.com 
Industry: Software Development

FrIENDSHIP SPONSOrS

Davis, Carter, Scott Ltd.
1676 International Drive, Suite 500 
McLean, VA  22102

Contact: Marcia Calhoun 
(mcalhoun@dcsdesign.com) 
Phone: 703-556-9275

Web site: www.dcsdesign.com 
Industry: Architecture/Interior Arch.

royal Cup Coffee
9242 Hampton Overlook 
Capital Heights, MD 20743

Contact: Jim Holland 
(jholland@royalcupcoffee.com)

Phone: 703-934-4566

Web: www.royalcupcoffee.com 
Industry: Beverage Services

Elite Document Solutions, LLC
3900 University Drive, Suite 130 
Fairfax, VA 22030

Contact: Keith Burke 
(keith@elitedocsllc.com) 
Telephone: 703-475-2557

Web Site: www.elitedocsllc.com 
Industry: Legal Document Services
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total Document Solutions
19440 Golf Vista Plaza, Suite 220 
Leesburg, VA  20176

Contact: Jennifer Graham 
(grahamj@totaldocuments.com) 
Phone: 703-771-6307

Web site: www.totaldocuments.com 
Industry: Records Management

Washington Workplace
2300 S. 9th Street, #505 
Arlington, VA  22204

Contact: Karen Taylor 
(ktaylor@washingtonworkplace.com) 
Phone: 703-979-7835 x129

Web site: www.washingtonworkplace.com 
Industry: Contract Office Furniture

Dogtail Solutions
3900 Jermantown Rd, Suite 300 
Fairfax, VA  22030

Contact: Matthew Dillard 
(matt@dogtailsolutions.com) 
Phone: 703-934-4566

Web site: www.dogtailsolutions.com 
Industry: Technology Services

trAK Legal
8200 Greensboro Drive, Suite 275 
McLean, VA 22102

Contact;  Kelly Falconi 
(Kelly.Falconi@traklegal.com) 
Phone: 703-917-8770

Website: www.trakcompanies.com

Industry: Legal Support and Records/Li-
brary Staffing Solutions



ALA Management ConnectionsSM is an 
online job bank that connects law firms, 
corporations, governmental agencies and 
similar professional service organizations 
with prospective candidates for nonlawyer 
positions. The job bank service offers two 
convenient ways to link employers to po-
tential employees:

Employers can advertise position open-• 
ings and search through online résu-
més to find qualified candidates.

Legal administrators and legal support • 
staff can post their résumés online in 
either a public or confidential man-
ner. Job Seekers also have the ability 
to search through job advertisements 
placed by employers.
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Job postings are accepted from ALA mem-
bers for non-attorney positions. The ad is 
active for 60 days (default) from the date 
of the posting. I will try to post within 24 
hours of receiving your request. My contact 
information is below. If you wish to expire 
it earlier or if the job has been filled, just let 
me know.  

There is no charge to post a position. 

The Job Bank is located on the left menu of 
the ALA Home Page at www.alanova.org

For a free posting, please 
send me data for the 
following fields:
JOB TITLE:

LOCATION:

SALARY: 

RESPONSIBILITIES:

QUALIFICATIONS:

CONTACT PERSON:

CONTACT EMAIL: (If you don’t specify I will 
use your email)

To See the Ad:
Go to www.alanova.org and click on “Job 
Bank” on left menu;

Actually  there is no need to sign in, to see 
the ad – just click on this link: http://www.
alanova.org/mod-phPro.htm

Contact:
Carolyn Odio

Email: carolyn@odiolaw.com 
Telephone:  703.934.8844

ALA NoVa Job 
Bank Posting 
Available For 
You!

ALA Management 
Connections: 
ALA National Job Bank

Employers
For more details on posting an ad or 
searching the résumé database follow the 
link below:

http://www.alanet.org/jobs/aboutjobbank.
asp?action=employers

Job Seeker
For more details on posting a résumé or 
searching employer ads follow the link be-
low:

http://www.alanet.org/jobs/aboutjobbank.
asp?action=jobseekers





Leadership
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BOArD OF DIrECtOrS

President
Stephanie Angelides
Venable LLP 
8010 Towers Crescent Drive 
Suite 300 
Vienna, VA 22182

Telephone: 703-760-1694 
Fax: 703-821-8949

President Elect/ treasurer
Ben Sotelo
Firm Administrator 
Vaughan, Fincher & Sotelo, P.C. 
8619 Westwood Center Drive 
Vienna, VA  22182

Email: bsotelo@vfspc.com 
Telephone: 703-506-1810 
Fax: 703-506-1850

Immediate Past President
Jennifer Kubal
Firm Administrator 
Hottell Malinowski Group 
10486 Armstrong Street 
Fairfax, Virginia 22030

Email: kubal@hottell.com 
Telephone: (703) 352-5666 
Fax: (703) 352-5669

Secretary
Lorri M. Holland
Director of Administrator 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, Virginia 22102

Email: lholland@pattonboggs.com 
Telephone: (703) 744-8106 
Fax: (703) 744-8001

COmmIttEE CHAIrS

Education & Hospitality 
Committee
Leslie P. Vereide
Office Administrator 
Gammon & Grange, P.C. 
Seventh Floor 
8280 Greensboro Drive 
McLean, VA  22102

Email: LPV@GG-Law.com 
Telephone: 703-761-5000 (ext. 114)

Jennifer Kubal
Firm Administrator 
Hottell Malinowski Group 
10486 Armstrong Street 
Fairfax, Virginia 22030

Email: kubal@hottell.com 
Telephone: (703) 352-5666 
Fax: (703) 352-5669

membership Committee
Anna Maria Stanfield
Director of Administration 
Pillsbury Winthrop Shaw Pittman LLP 
1650 Tysons Blvd, 14th Floor 
McLean, VA  22102

Email: maria.stanfield@pillsburylaw.com 
Telephone: 703-770-7878 
Fax: 703-770-7901

Talmar Anderson
Office Administrator 
Bean Kinney & Korman, P.C. 
2300 Wilson Blvd. 7th Floor 
Arlington, VA  22201

Newsletter Committee
Astrid P. Wyckoff
Executive Director 
Muncy, Geissler, Olds & Lowe, PLLC 
4000 Legato Rd, Suite 310 
Fairfax, VA 22033

Telephone: 703-621-7140 x201 
Fax: 703-621-7155

Business Partner Committee
Jennifer Kubal
Firm Administrator 
Hottell Malinowski Group 
10486 Armstrong Street 
Fairfax, Virginia 22030

Email: kubal@hottell.com 
Telephone: (703) 352-5666 
Fax: (703) 352-5669

Stephanie Angelides
Venable LLP 
8010 Towers Crescent Drive 
Suite 300 
Vienna, VA 22182

Telephone: 703-760-1694 
Fax: 703-821-8949

Website Committee
Carolyn Odio
Law Firm Manager 
William A. Odio, P.C. 
4085 Chain Bridge Road, #501 
Fairfax, VA   22030-4106

Email: carolyn@odiolaw.com 
Telephone:  703.934.8844 
Fax: 703.591.5252
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Community Challenge
Tempie Tavenner
Office Manager 
Katz & Stone, LLP 
8230 Leesburg Pike, Suite 600 
Vienna, VA  22182

Email: ttavenner@katzandstone.com 
Telephone: 703-761-3000 
Fax: 703-761-6179

Aurora Quasebarth
Odin, Feldman & Pittleman, P.C. 
9302 Lee Highway, Suite 1100. 
Fairfax, Virginia 22031

Email: Aurora.Quasebarth@ofplaw.com 
Telephone: (703) 218-2100 
Fax: (703) 218-2160

Pamela Lynn Walker
Office Adminstrator 
Hunton & Williams LLP 
1751 Pinnacle Drive, Suite 1700 
McLean VA 22102

Email: pwalker@hunton.com 
Telephone: (703) 714-7484 
Fax: (703) 714-7410

Small Law Firm Group Committe
Nancy Duff 
The Duff Law Firm 
Fair Oaks Commerce Center 
11320 Random Hills Road, Suite 525 
Fairfax, Virginia 22030

Email: nduff@dufflawfirm.com 
E-mail: adecker@dufflawfirm.com   
Telephone: (703) 591-7475 
Fax:  (703) 273-4537

Intellectual Property Group
Lyne Lollichon
Legal Administrator 
Greenblum & Bernstein PLC 
1950 Roland Clark Place 
Reston, VA 20191

Email: Llollichon1@aol.com   
Telephone: (703) 716-1191 
Fax:  (703) 716-0018

Chris J. Sale
Manager 
Young & Thompson 
209 Madison St, Suite 500 
Alexandra, VA 22314

Email: csale@young-thompson.com   
Telephone: (703) 521-2297 
Fax:  (703) 685-0573



The  NOVA ALA  Board is pleased to an-
nounce  that for the 3rd year, annual chap-
ter membership dues  will remain at the 
low cost of $175.  Please make checks pay-
able to Northern Virginia Chapter ALA and 
mail to:    

Attn:c/o Ben Sotelo, Treasurer 
Firm Administrator 
Vaughan, Fincher & Sotelo, PC 
8619 Westwood Center Drive, Suite 400 
Vienna, VA 22182

Northern Virginia
Chapter
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MEMBERSHIPCORNER 

Renew Your 
Chapter Dues!

Marcie Cedor has decided to leave Patton 
Boggs LLP and the legal industry after 25 
years of service.  She first began her career 
with Patton Boggs LLC back in 1985 as a 
legal secretary and most recently served as 
Director of Administration in the Northern 
Virginia office. 

During her time at Patton Boggs, Marcie 
was able to experience a whole new world 
in the Middle East.  For a period of more 
than five years, she traveled to Abu Dhabi, 
the capital city of the United Arab Emirates, 
where she worked for a client of the firm.  
While some would not feel comfortable 
traveling to the Middle East, particularly in 
light of our country’s present state, there 
were no fears. “The culture is both excit-
ing and challenging. One does not realize 
speaking the English language, the “busi-
ness language of the world”, is an extreme 
benefit living abroad.”

For those of us in NOVA ALA Chapter, we 
remember Marcie and her take charge and 
good time’s attitude. Marcie transferred 
from the D.C office of Patton Boggs in 
January 2000 to open their Northern Vir-
ginia office as the Director of Administra-
tion. Shortly thereafter Marcie joined ALA 
and the NOVA chapter and quickly became 
a board member. In 2005, Marcie became 

Wishing You Well, Marcie Cedor!
the chair of the Vendor Program, now 
known as the Business Partner Program.  
Under her direction and guidance the pro-
gram was revamped into what we have to-
day.  She brought many new partners to 
the table that has allowed the chapter to 
grow, offering members many more op-
portunities for education and scholarships 
to the association’s regional and annual 
conferences. 

In March 2007, Marcie took the role of 
President-Elect; little did she know that a 
month later she would step into the role 
of Chapter President due to then President 
Brenda Hanson accepting a position with 
another firm in her home state of Massa-
chusetts. Without time to learn the roles as 
president, Marcie took on the challenge as 
well as maintaining her role as chair of the 
Business Partner Program. By the end of 
her presidency, the Chapter was awarded 
the Gold Level President’s Award of Excel-
lence by the association as well various dis-
tinguished awards.  Marcie has served in 
numerous other positions on the board and 
committees for the chapter. 

On behave of the chapter, Marcie we will 
miss you and will fondly remember all the 
comic relief, good times and great contri-
butions you made to NOVA ALA.
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Comments? 
Send Them to 
the Editor
We hope you have enjoyed the 

Northen Virginia Chapter’s fourth 

quarter newsletter. Please let us know 

if you have any

questions and/or suggestions. Most 

important, let us know what you 

would like to hear about that would 

be helpful in your quest for success. 

We are here to provide that informa-

tion to you if we can. Also we encour-

age you to use your membership to 

the fullest to assist you along the way. 

Send comments and suggestions to:

Astrid at apw@mg-ip.com

Many of our board positions are in need of 
assistance, especially our

• Website Committee and

• Newsletter Committee. 

We have a GREAT Chapter and we need 
you to help keep it that way.

Email Jennifer - Kubal@hottell.com if you 
are interested.

Member Profile: 
Ben Sotelo

Our Chapter 
Needs Help!

Well if you haven’t heard, Ben Sotelo will 
step back into the role of Chapter Presi-
dent beginning in March 2011.   He has 
been the Firm Administrator of Vaughan, 
Fincher & Sotelo since joining the firm in 
March 2004.  Prior to March 2004, Ben 
worked for a pharmaceutical research firm 
for sixteen years in a number of capabilities.  
Ben managed a medical research team on 
numerous projects for the Food and Drug 
Administration and over 40 pharmaceuti-
cal companies.  He developed data ware-
houses for a Johnson & Johnson company 
in Honolulu, Hawaii; Denver, CO and Kan-
sas City, KS. In addition, Ben had oversight 
of the company’s computer facility and was 
involved in moving the company on two 
separate occasions.

Since he arrived in 2004, he assisted in 
completing the relocation of the firm to 
their Vienna offices as well as opening their 
newest offices in Leesburg, Va. In addi-
tion, he is involved in accounting, informa-
tion systems, human resources and office 
services.  What he finds enjoyable, is that 
Vaughan, Fincher and Sotelo is a small firm, 
allowing him to be involved in every aspect 
of the firm and the people.  “Every day is 
different, it definitely isn’t boring”.  

Ben became a member of ALA and the 
Northern Virginia chapter in 2004 as a way 
of transitioning into the legal environment 
at the request of the firm partners.  In 2005, 
then president elect, Debbie Stickles of-
fered Ben the position of chapter Treasurer.  
Since then, Ben has served in a number of 
roles: Vice President, President-Elect, 2008 
-2009 President, Region Representative 
and Business Partner Committee member.  

Currently, Ben is also involved in planning 
a statewide retreat in March 2011 bringing 
together the Northern Virginia, Hampton 
Roads, Richmond and Western Virginia 
chapters for the first time since 2004.

Ben is a true native Washingtonian, born 
on Capital Hill. He is very familiar with the 
area, during his college years, he was a lim-
ousine driver.  Every time someone needs 
directions, they call on him.  Also, when 
friends and family are in town, he is giving 
them one of a number of tours he has de-
veloped.  He is married to Christine, since 
1998 and now lives in Centreville.  

His hobbies include traveling (especially to 
the national parks on the west coast; Port-
land, OR and Las Vegas, NV) and golf.  If 
at all possible, Ben can be found on one 
of the local golf courses on a Saturday af-
ternoon with his wife and friends, then on 
Sunday mornings with the “boys” as Chris-
tine would say.

“I want to say that the ALA, the Northern 
Virginia chapter and its members are a very 
rich resource and have been very helpful 
in my legal career. It has been a pleasure 
meeting and working with all of the legal 
administrators in the area, especially those 
that have served on the chapter board and 
the various committees.  I look forward to 
serving as your chapter president again”
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Northern Virginia Chapter 
APPLICATION FOR NEW MEMBERSHIP 

 
 
Please read the membership criteria on the reverse of this application; then complete the 
application, sign it, and send it together with your check to the membership director or appropriate 
officer of the ALA chapter in your area. 
 
1. Name:    
  First Middle Last 
2. Employer:  
 Address:  
  City State/Province Zip 
     
 Email Address:  Web Address:  
 Phone:  Fax:  
 
3. Check the most appropriate description of employer: 
 
  Private Law Office     Government Legal Agency 
  Law Department of Non-Profit Organization  Corporate Law Department 
  Judicial Agency/Court 
  Other (describe):  
   
 
4. Indicate the number of lawyers served in the organization:  
5. Area of firm practice(s):  
6. Position Title:  
7. Number of Years in legal organization:  
8. I am the principal administrator of the organization:    Yes    No 
9.  I am a member of the National Association  
10.  I applied for membership in the National Association on:  
 Date 
11.  A check for Chapter dues of $175.00 is enclosed.  (Dues are waived for Active Duty Military 

Personnel). 
 

Please make check payable to Northern Virginia Chapter ALA 
 

Mail to: Vaughan, Fincher & Sotelo, PC
Attn:  Ben S Sotelo, Firm Administrator  
8619 Westwood Center Drive, Suite 400 
Vienna, VA 22182 

✔

✔



With 28 years of experience 

Washington Express delivers peace of mind. 

Really.

1.800.DELIVER
www.washingtonexpress.com

S P E E D .  T E C H N O L O G Y.  E X P E R I E N C E .

really.
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Your Chance to
     “Get Connected”

3rd Statewide Educational Conference & Retreat

This is a tremendous opportunity to market your services and products to Virginia’s law 
firm administrators and get connected with the law firm decision makers from the Hampton 
Roads, Northern Virginia, Richmond, and Western Virginia areas. We look forward to 
meeting you and developing a mutually beneficial partnership.

Information for Exhibitors and Sponsors

March 18-19, 2011
The Boar’s Head Inn

Charlottesville, Virginia


