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NoVa Newsletter
President’s Message
Is Spring around the corner already? With the
weather teasing us with
some warm days and
some snow, it seems
though that time has
flown really fast as we
are already in February.
For Legal Administrators,
time is the real luxury.
With the recession, we all
have learned to deal with
doing more with less, to
be more proactive and
ingenious. The challenges
of the economic difficulties have also taught us
to rely more on each other, to ask questions and
marvel at how each of us
have found solutions to
different problems,
whether they are HR, IT,
Financial, Space and Operation management
related, or Social Medias,
BYOD, Employee Engagement and Work-Life Balance, just to name a few.
Making the best use of
our time is becoming an
issue that all of us have
to deal with. The best

thing that has saved us
countless hours was to
reach out to our peers
and to get input, recommendation and/or suggestions. The wealth of
knowledge that this association has altogether is
tremendous and I encourage each and every
one of you to tap into
such resources and to
make this organization
the equivalent of a mini
“Google” as there are so
many of us that have
worked the path before
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us and can lead us on the
shortest route to better
results.
As we are faced with
more diverse issues than
ever before and our hats
have kept on changing ,
we have to learn as fast
as we can to keep up
with the growing demands of our firms as
well as the requests of
clients. Since this year,
the Annual Conference is
at the Gaylord National
Resort & Convention
Center in Maryland. I
hope you will all join me
to hone skills and get
ourselves better prepared as the program has
been carefully crafted to
address issues that are of
high interest to all of us.
I hope also to meet each
and everyone of you at
our Chapter meetings.
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NOVA ALA MEETING

Conducting Investigations and Detecting Deception
Wednesday, March 20, 2013 at 12:00
Birch Stewart Kolasch & Birch
8110 Gatehouse Road Suite 100 - Falls Church, Va. 22042
Speaker, Misti Mukherjee, Esq.
In times of economic anxiety, employers see a rise in the number of employee conflicts, misunderstandings
and internal complaints. HR Professionals are increasingly relied upon to investigate complex charges of harassment and other employee misconduct. These investigations, which often afford little or no lead time, are
difficult exercises in deception detection, complicated by challenging interpersonal dynamics and the everpresent threat of litigation. In addition, Title VII and other statutes regulating employee complaints require
that employer investigations be conducted promptly, effectively, fairly and remedially.
In this session, an experienced employment lawyer will outline the anatomy of an effective investigative protocol and identify real-life techniques used to distinguish truth from deception. This program will educate the
HR professional about how to design, control and understand the elements of an effective investigative plan
and process, documents to create and maintain, and best practices for achieving a fair outcome

RSVP by March 13, 2013 to Jennifer Kubal (Kubal@hottell.com)
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Managing Accounts Receivable in 2013

“Keep bills
coming
regularly and
consistently.
Remember
that clients,
too, are
enduring the
tougher
economic
climate.”

Now that 2012 has come
to an end, there is no time
like the present to make
sure that 2013 turns out to
be as financially rewarding
as possible. Following are
10 steps to take to help
efficiently manage accounts receivable and
make this a profitable
year:
1. Identify attorneys who
have difficulty collecting
their receivables throughout the year.
You know who they are.
They are probably the
same attorneys who have
problems turning in their
timesheets and getting
their bills done. Start the
year out by either offering
them solutions for their
accounts – or providing
them with the hands-on
assistance they need to be
successful.
2. Generate a list of clients that helps provide a
historical payment pattern, and try to get a sense
whether these clients will
follow the same trends in
2013. At the same time,
closely monitor new clients with whom you will
be experiencing billing and
payment for the first time
– especially those with ebilling arrangements since
there is no history; make
your best determination
whether payments from
these clients are on track
or what needs to happen
to get them on track.
3. Get your arms around
your receivables by determining what clients make
up the largest dollar
amounts of A/R. Deter-

mine what size dollar accounts make up the majority of receivables over 60
days. Then check the payment history of these clients to find out how quickly they have paid previous
bills throughout the year,
including year-end.
4. Don’t depend too much
on historical patterns of
bill collections. In the past,
you could safely assume
that collections would increase as the year progressed. That is no longer
necessarily true, especially
when an unstable economy is causing many clients
to adjust their payment
patterns. Remember, cash
flow problems are still the
number one reason both
non-institutional and institutional clients do not pay
their legal bills.
5. Project realistic payments for collecting older,
more difficult receivables.
You should be aware that
receivables over 180 days
past due have only a 50%
chance of being collected,
and the percentage continues to drop as the receivables age. These types
of accounts must be pursued more diligently. Firms
can figure that only so
much of these accounts
will be collected, but they
must put thought and effort into their collection
activity if they expect to
get paid in full or part.
6. Identify bills to determine their collection status. Categorize receivables
as either: (1) collectable (if
so, when can we expect
payment?) (2) problemat-

ic, (what are the chances
we will get paid?) or (3)
simply uncollectible.
7. Keep bills coming regularly and consistently.
Remember that clients,
too, are enduring the
tougher economic climate.
They may be delaying payments as a result of their
own cash flow problems.
Don’t exacerbate the
problem by neglecting to
send bills out timely. Clients will delay payments if
bills are not received when
they expect them and do
not logically provide the
information they need to
put the bills in line for payment by year end. Also, if
they have a particular
problem with a bill, they
will wait for you to call
rather than calling to discuss it.
8. Look at the right reports – and review them
regularly. Use your collection software to its full
potential, not merely as a
sophisticated follow-up
calendar. Your software
should help you compare
work in process to accounts receivable to recent payments.
9. Make sure that the collection committee – or
whomever your firm has
given responsibility for
this work – has clear objectives and direction.
They should know that it is
their responsibility to understand what collection
efforts are taking place
and find out the status of
payment rather than simply reviewing reports and
gathering information for
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the attorneys. Also, they
need to use the right resources to help them
achieve results. Both
those with direct responsibility for collections and
those overseeing these
efforts should be in agreement on which clients they
are pursuing and the dollar
amounts they are working
to collect.
10. Use 2012 efforts to
help build A/R management plan for 2013. There

are no quick fixes in receivables management.
Taking steps this time of
the year to collect aged
receivables can help revenue, cash flow and profitability throughout the year.
Do not make the mistake
of assuming receivables
will be paid without having
the right components in
place and ensuring those
components are getting
the job done.

Jake Krocheski is President
of Client Connection, leaders in helping law firms
manage, reduce and collect accounts receivables
for all sizes firms and practice areas. He can be contacted at
jakek@clientci.com Visit
their web-site at
www.clientci.com
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Member Spotlight
My name is: Jaime A. Rowley
I work for: Berenzweig Leonard,
LLP

One of the greatest challenges of being in
legal administration is: Keeping up with the
constant changes.

The firm’s practice is: Government Contracts, Employment &
Labor Law, Business Law & Litigation, and Corporate Transactions. We also have
3 Of-Counsel attorneys from Cloudigy Law, PLLC
who practice Intellectual Property Law

If I weren’t a legal administrator, I would
be: A travel agent. I have always loved traveling and wish I could do it much more often.

My title is: Office Manager

The best advice or tip I would give is: Always
exude confidence; Even if you’re experiencing
lack of, others don’t need to know.

I have been working in the legal field for: 8
months
I joined ALA because: To meet other individuals in my field whom I could build professional
relationships with and to gain the education
needed to become stronger in my field.
The thing I like about legal administration: Working closely with attorneys on exciting
cases.

The best advice I’ve received is: Don’t ever be
afraid to try something new…

In my free time, I enjoy: My amazing family
and friends, sports, reading, and any outside
activity.

Welcome Jaime!!!

ALA NoVa Job Bank Posting
Available For You!

We’re on the Web:
http://www.alanova.org/

Job postings are accepted from ALA members 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 link is located on 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 Ads:
Go to www.alanova.org and click on “Job Bank”.
Contact:
Tom Duka
Email: tduka@mccandlaw.com

SAVE THE DATE
Meetings and Events
March 8-9, 2013
March 20, 2013

April 1, 2013
April 1-12, 2013
April 15-18, 2013
May 19-22, 2014
October 1-12, 2013
October 24-26, 2013

Virginia State Retreat - Williamsburg, VA
March 2013 ALA Nova Meeting
Conducting Investigations and Detecting Deception
Birch, Stewart, Kolasch & Birch, LLP
NoVa ALA Membership Dues Deadline
7th Annual Legal Food Frenzy http://www.legalfoodfrenzy.com/
ALA 2013 Annual Conference & Exposition - National Harbor, Maryland
ALA 2014 Annual Conference & Exposition - Toronto, Ontario, Canada
ALA Region 2 Conference & Expo - Memphis, TN
ALA Regions 1&3 Conference & Expo - Cleveland, OH

Reprinted from the March/April 2012 issue of New York |
New York with the permission of the New York City Chapter of the ALA.

© 2012 SunTrust Banks, Inc. SunTrust is a federally registered service mark of SunTrust Banks, Inc.

Investment and Insurance Products:
•Are not FDIC or any other Government Agency Insured •Are not Bank Guaranteed •May Lose Value
SunTrust Bank and its affiliates and the directors, officers, employees and agents of SunTrust Bank and its affiliates
(collectively, "SunTrust") are not permitted to give legal or tax advice. While SunTrust can assist clients in the areas of estate
and financial planning, only an attorney can draft legal documents, provide legal services and give legal advice. Clients of
SunTrust should consult with their legal and tax advisors prior to entering into any financial transaction or estate plan. Because it cannot provide legal services or give legal advice, SunTrust's services or advice relating to "estate planning" are limited to (i) financial planning, multi-generational wealth planning, investment strategy, (ii) management of trust assets, investment management and trust administration, and (iii) working with the client's legal and tax advisors in the implementation of an estate plan.
SunTrust Private Wealth Management is a marketing name used by SunTrust Banks, Inc. and the following affiliates: Banking
and trust products and services, including investment advisory products and services, are provided by SunTrust Bank. Securities, insurance (including annuities) and other investment products and services are offered by SunTrust Investment Services, Inc., an SEC registered investment adviser and broker-dealer, member FINRA, SIPC, and a licensed insurance agency.
Banking and trust products and services are provided by SunTrust Bank. SunTrust Bank may use or offer the services of affiliate companies as well as third party entities to achieve your banking and investment objectives. Where applicable, any affiliations and all pertinent provider information will be disclosed in accompanying agreements and prospectuses.
Information presented is for general information only and does not specifically address individual investment objectives, financial situations or the particular needs of any specific person who may receive this material. Nothing in this material constitutes individual investment, legal or tax advice, or the offer of a security.
These materials are educational in nature. The implications and risks of a transaction may be different from client to client
based upon each client’s unique financial circumstances and risk tolerances.

Comments

Send them to the Editor!
We hope you have enjoyed the
Northern Virginia Chapter’s Newsletter.
Please let us know if you have any questions and/or
suggestions. More importantly, 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 information to you . We encourage you to use your membership to the fullest to assist you along the way.
Please send comments, articles and suggestions to:
Christine at Christine.W.Bekelja@bskb.com

