
Do You Know What You Will Say?
What you will say in the critical first minutes after receiving reports of 
an

active shooter on campus?• 

How about six hours into the incident?• 

What will you tell people when your county issues a floodwatch?• 

Or when the power in your building goes out at 10:00 a.m. on a • 
Monday?

A crisis is like a living organism: it grows, it changes, it evolves over time. 
Each crisis has a beginning, middle, and end. Just as a crisis isn’t static, 
what we say, who we tell, and how we reach them varies during every 
stage of the crisis lifecycle.

High-profile communication blunders have proven beyond question 
that ineffective communication hampers efforts and often contributes 
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“I would like 
to challenge 

you all to 
continue your 

participation in 
the events and 
meetings the 
chapter has to 

offer.”
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Challenge to Participate 

As summer draws to an end and fall is at 
the doorstep, I hope that you found some 
time for a vacation filled with sun, fun and 
relaxation.  

Many of you begin that tradition of getting 
back into a routine (you parents know what 
I mean); some will pickup those projects 
that have been in our inboxes and need 
to be completed or others will begin all of 
those tasks that will 
be involved with the 
end of the year.  As 
all of this is going on, 
please remember that 
your association and 
the chapter are here 
to support you.

The association has 
a number of events 
that are coming up 
that can provide you 
educational oppor-
tunities.  The Law 
Firm Financial Man-
agement Confer-
ence and Exposition 
on October 16-18 in 
Schaumburg, IL and 
the Region 2 and 3 
Education Conference and Exposition on 
November 13-15 in Indianapolis, IN.  An-
gela Crane, recipient of the chapter schol-
arship will be joining a couple of the board 
members at the Regional Conference.

So that the chapter will close the year on a 
high note, the board and committees have 
been hard at work finalizing a number of 
chapter events in the coming months; we 
continue to make changes and improve-
ments to the website and we are bringing 
you a new and improved newsletter with 

what I believe to be interesting and well 
timed articles.  

In celebration of Professional Legal Manage-
ment Week (PLMW) the chapter’s Educa-
tion Career Summit will be on Wednesday 
October 15th.  The topic will be “Diversity 
- Understanding the Issues with our Key-
note Speaker Mauricio Velasquez, President 
of Diversity Training Group and presenter 

at numerous ALA 
events.  This will be 
an informative and 
rewarding event 
which will be fol-
lowed by wine and 
food to celebrate 
PLMW.  

There are two more 
monthly chapter 
meetings; a Small 
Law Firm Group and 
IP Group meeting 
before we gather for 
the annual holiday 
lunch, on December 
4th at Maggianos, 
please check out 
the calendar on the 
improved website 

www.alanova.org for dates and locations.

Your editor-in-chief, Maria Omar has 
packed the pages of this newsletter with a 
lot of chapter news along with very timely 
articles.  I hear many of you are working 
on your budgets, what better information 
than the articles ‘Five Ways to Reduce Of-
fice Supply Expenses’ or ‘Getting the Most 
from Vendor Meetings’.  Also, with the re-
cent hurricane in Texas we have Part I of a 2 
part article from 3n on ‘How to Communi-
cate during the Six Stages of a Crisis’.



3OCT • NOV • DEC • 2008

On a serious note, your chapter and chap-
ters around the United States have made 
contributions to the American Red Cross 
to help those harmed by Hurricane Ike in 
Texas and the Houston area.  As of this ar-
ticle, the ALA chapters have donated over 
$15,000.  What a great group of individu-
als we have that make up the ALA. 

As a special commitment for the Tenth 
Anniversary of the Community Challenge 
Weekend, ALA Headquarters is encouraging 
its chapters, chapter members and business 
sponsors to support a one-time organiza-
tional effort to make a difference in the lives 
of children around the world.  Toward this 
effort, ALA has select The Smile Train, an 
international charity dedicated to provid-
ing free surgery to millions of children who 
suffer from cleft lip and palate.  On behave 
of its members; your chapter will make a 
one time donation of $250.00.  More in-
formation on this effort will be provided at 
chapter events, the chapter website and 
the association’s website.  

Along with this endeavor, the chapter has 
selected three organizations to support for 
the annual community service project.  The 
first project kicked off at the August Crab 
Feast, with donations of pet food and sup-
plies that supported the Humane Society.  
We will close this project with the Paws for 
a Cause 3K Walk on October 5th in Fairfax 
that supported the Fairfax Pets on Wheels, 
a charity the brings together loving com-
panion pets and Fairfax County residents of 
nursing homes and assisted living facilities.  
The final organization will be the Housing 
and Community Services of Northern Vir-
ginia and their Adopt-A-Family drive that 
will run through to our Holiday Lunch.  We 
will be collecting clothes, toys, gift certifi-

cates or monetary donations that we help 
families in our community to have a happy 
holiday season. 

I urge you to help support these efforts. In 
closing be well, and stay safe!

With 25 years of experience and as the region’s 

#1 real time courier, 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.



Providing superior staffing solutions to businesses located in Washington, D.C., Northern Virginia, New York, Chicago, Boston

Looking for
Contract

Attorneys?

Savvy
Software
Trainer?

Outstanding
Help Desk
Manager?

Organized Legal
Secretary?

Asso. Legal
Administrators
7.5x10

Legal

Placements

Incorporated

w w w . l e g a l p l a c e m e n t s . c o m

Call us today at
877.950.1661.

We’ll have people working
for you tomorrow.

LPI provides you with flexible staffing solutions: temporary, 
permanent, and temporary-to-permanent placement of contract
attorneys, IT professionals, paralegals, and support staff. 

LPI has a secured, high-tech overflow and document review
center at 901 15th St., NW, for the flexibility you need to easily
expand your staff.

• Comprehensive background and social security 
verification for each temporary and permanent candidate

• Specialized legal and IT staffing solutions

• IT support for your critical systems

• 24/7 overflow management support

LPI can fill your short-term and on-going needs.
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WAYS
TO REDUCE
OFFICE SUPPLY
E X P E N S E S

1
2
3

4
5

Only keep medium point pens in stock.  
This does not mean you should not get 
other point sizes when requested, but of-
ten, people will not want to wait and will 
just use what is available.
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Use one size redweld.  We recommend a 
legal size that expands to 5 ¼”.  

Stay “on contract.”  If you are receiv-
ing requests for items that are not on 
your contract list, make sure you check 
to see if there is a similar item on your 
contract list that you can substitute.  If 

you find that you are ordering a significant number 
of an item that is not “on contract,” track it for six 
months and determine whether it should be added 
to your contract.  

Shop around for items.  Take a few min-
utes and look a little further.  The same 
item you are getting, even “on contract” 
may be made by another manufacturer 
at a lower price.  If you find items like 

this, get your vendor to change your contract item.

Bulk purchases.  This strategy requires 
that you identify items you can buy in 
bulk, such as copy paper or storage box-
es.  Identify how much you use in a given 
period.  Then find out from your vendor 

the parameters for discounts.  For example, buying 
up to 300 storage boxes may be one price, but over 
300 may reduce the price.  If utilizing this strategy 
keep the following in mind:

a Payment terms – will you have to pay up front, or 
on a usage basis?

b Storage – Often, vendors can stock the items for 
you for free.  If not, do you have the space to store 
the items?

c Changes in business – be sure to choose items that 
are more likely to remain necessary to conducting 
your business.  Pre-printed items, letterhead, etc. 
may not be suitable for bulk purchases.

 Joseph Grubb | Consultant, Mattern & Associates LLC

Printed with the permission of Mattern & Associates, LLC
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What, how and 
to whom you 
communicate varies 
during each of the six 
stages of a crisis:

1. Warning
2. Risk Assessment
3. Response
4. Management
5. Resolution
6. Recovery
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Crisis Communication
1

and time is short, crafting the right mes-
sage is a Herculean feat.

Learn How to Map Your 
Communication Strategy
This white paper dissects the various stages 
of a crisis and examines the intersection of 
communication with the crisis lifecycle. Us-
ing crisis communication expert Dr. Robert 
Chandler’s Six Stages of a Crisis™, we ap-
ply message mapping communication best 
practices to every stage of the crisis life-
cycle: warning, risk assessment, response, 
management, resolution, and post-crisis 
recovery. Created prior to emergency situa-
tions, message maps are clear, concise mes-
sages that simplify complex concepts and 
speed communication during chaos. This 
paper will give you the tools to define com-
munication needs during a crisis and create 
messages that work.

Evolution of a Crisis
Some organizations take a blanket ap-
proach to crisis communications.However, 
to be effective, it’s critical to consider every 
stage of the crisis separately as each stage 
dictates your audience’s information re-
quirements and your response.

According to Robert C. Chandler, Ph.D., 
internationally renowned crisis commu-
nication expert, a crisis has six stages: 1) 
warning, 2) risk assessment, 3) response, 
4) management, 5) resolution, and 6) re-
covery.

1. Warning. Certain incident types, such as 
hurricanes, have very

distinct warning phases. Communication 
during this stage is often precautionary and 
intended to heighten awareness. Other in-
cidents, such as workplace violence and 

Chandler’s Six Stages of a Crisis™



Communication during 
a crisis is much more 
complex than routine 
communication due 
to stress and related 
factors caused by an 
emergency.
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power outages, have no warning periods or 
very subtle warning signs that often go un-
noticed. In these situations, many organi-
zations bypass communication completely 
during the Warning Stage.

2. Risk Assessment. In the moments after an 
incident occurs and/or is reported, a core 
team of crisis management decision-mak-
ers assembles to determine how to handle 
the situation. This team activates the orga-
nization’s emergency response plan. Com-
munications are primarily geared toward 
assembling team members, apprising ex-
ecutives and officials of the incident, and 
advising local law enforcement and other 
similar organizations of the situation.

3. Response. Once the emergency response 
plan is activated, crisis team members be-
gin to notify the “masses” about the inci-
dent. Communication during the Response 
Stage focuses on making constituents aware 
of the incident, providing instructions, and 
calling first-responders into action.

4. Management. After the initial response 
to the incident, the crisis moves into the 
Management Stage. During this phase, the 
crisis gets better and moves toward reso-
lution or gets worse with deepening layers 
of complexity. Organizations must respond 
differently according to the progression of 
the crisis. A significant percentage of com-
munication occurs during this phase as or-
ganizations provide regular status updates 
to their various audiences, change or add 
to previous instructions, control rumors, 
conference with leadership and responder 
teams, and coursecorrect as needed to re-
spond to changes in the situation.

5. Resolution. Once the crisis has been re-
solved and is drawing to conclusion, crisis 
team members communicate that resolu-
tion to all audiences in the form of all-clear 
alerts and messages of reassurance.

6. Recovery. During the Recovery Stage, 
the focus is on healing and getting back 
to normal. Communication often revolves 
around postcrisis counseling, a return to 
pre-crisis policies and operations, and re-
building accomplishments.

Chandler’s Six Stages of a Crisis provides 
the compass for understanding underlying 

information needs to drive effective com-
munications.

A Crisis Complicates 
Conventional Communication
Communication during a crisis is hampered 
by a number of unpleasant realities busi-
ness continuity professionals must account 
for in a comprehensive emergency com-
munication plan.

Truth #1: Stress negatively affects the 
cognitive process Thinking of what to say 
and how to say it in the middle of a crisis 
leads to the possibility of mixed or errone-
ous messages. Messages may be too long, 
too short, or not address relevant issues. 
The wrong message can contribute to ex-
isting panic and confusion. For example, 
during 9/11, the head of a financial com-
pany promised employees that insurance 
benefits would continue uninterrupted. 
Several months later, the company was out 
of business and former employees never re-
ceived the promised benefits.

Truth #2: Stress negatively affects com-
prehension During a crisis, average read-
ing levels decrease four grade levels. Nega-
tive dominance also occurs; during times of 
stress, it takes four positive statements to 
balance one negative statement.

Truth #3: You can’t forget varied demo-
graphics A workforce may vary in geo-
graphic location, languages, and economic 
resources. A message’s effectiveness will be 
hampered if it is written in a language or 
manner unfamiliar to employees.

Truth #4: Key personnel may be unavail-
able Key personnel may be unavailable 
due to scheduled absences or illness. Who 
makes decisions if the CEO is unavailable? 
What happens to payroll if half of the ac-
counting team falls ill during a pandemic 
outbreak?

Truth #5: Business reputations may suf-
fer You will be under a microscope. Poorly 
articulated or worded answers to questions 
can affect an organization’s survival post-
disaster. The perception that an organiza-
tion behaved in a competent and respon-
sible manner during a disaster is key to 
recovery.

Communication Challenges 
Resolved: Message Maps
Message maps are clear, concise messages 
created in advance of a disaster that sim-
plify complex concepts and improve com-
munication during chaos. Message maps 
are appropriate before, during, and after 
an incident.

Planned message maps deliver clear, con-
sistent communication throughout a crisis. 
Creating message maps prior to an inci-
dent ensures messages will be specific and 
appropriate. Planning ahead also allows 
consideration of how the message will af-
fect and motivate all audiences.

Planned message maps:

• Eliminate the potential for dissemination 
of incorrect information

• Reduce rumors

• Meet elevated information demands

• Ensure the right message reaches the 
public

• Reassure those affected of an organiza-
tion’s ability to handle a disaster

8



The best chance of 
getting an audience’s 
attention occurs within 
the first 9 seconds 
of a visual or audio 
broadcast or during 
the first 30 words of 
written material.
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Effective Messaging

7

Message maps ARE:

• Easy to understand

• Created prior to a crisis

• A simple way to organize complex infor-
mation

• Distillations of complicated concepts writ-
ten at a sixthgrade reading level

Message maps are NOT:

• Difficult to understand

• Created during a crisis

• Long, convoluted dissertations

on what to do in a crisis

• Written with lots of technical jargon and 
high-level reading words

Message maps are created prior to disas-
ters.

In creating message maps ahead of time, 
organizations have the time and resources 
to explore all possible disaster scenarios 
and map out all messaging needs by audi-
ence and stage of a crisis.

Message maps are written at or below a 
sixth-grade reading level

Reading ability and comprehension drops 
approximately four grade levels during 
times of stress. Planned communication 
ensures messages are understood by the 
widest possible audience. Message maps 
are created by distilling information down 
to easily understood messages written at or 
below a sixth-grade reading level.

Message maps adhere to the 3-3-30 
Rule.

Message maps consist of three short sen-
tences that convey three key messages in 
30 words or less. The best chance of get-
ting an audience’s attention occurs with-
in the first 9 seconds of a visual or audio 

broadcast or during the first 30 words of 
written material.

Message maps are specific to one orga-
nization.

Message maps convey information specific 
to an organization, e.g. work resumption, 
post-disaster insurance availability, and be-
reavement policies.

Message maps consider the needs of var-
ied demographic groups.

Organizations may need multiple messages 
for various demographic groups. Creating 
message maps ahead of time allows orga-
nizations to take into account knowledge, 
attitudes, and beliefs that suggest how tar-
get audiences will react to messages. Mes-
sages can also be translated into multiple 
languages.

Part two of this article will appear in the next is-

sue of ALA NoVa Newsletter.

Dr. Robert Chandler is a recognized expert on 

organizational behavior and communication 

with research expertise focusing on issues such 

as  pandemic communications, crisis leadership, 

crisis  teams, crisis decision-making and behav-

ior, human factors during organizational crises, 

and organizational communication assessment 

in a wide variety of business and corporate con-

texts. He has written more than 75 papers and 

published articles and authored four books. Dr. 

Chandler is the Blanche E. Seaver Professor and 

Chair of the Communication Division in the Cen-

ter for Communication and Business at Pepper-

dine University. He is also a member of the Amer-

ican  Academy of Experts in Traumatic Stress, the 

International Communication Association, the 

American Forensic Association, and the National 

Communication Association.

Courtesy of Signals Communications 2008



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 
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Vendor Meetings
Getting the Most from
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As the year draws to a close, vendors will 
be gathering data to provide their year-end 
reports. These reports and meeting are vital 
to fostering a meaningful partnership with 
your vendors. Here are some suggestions to 
maximize the value of these meetings.
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Pre-Meeting
Schedule in advance and meet with • 
the vendor – while this may sound ob-
vious, it is important to dedicate this 
time to meet with your vendor.

In preparing for this meeting, review • 
the most recent report/information 
provided by your vendor, as well as 
any notes you have from your last 
meeting.  Make sure part of the meet-
ing is spent updating any outstanding 
issues/action items.

During the meeting
Review the historical data - Have the • 
vendor identify any significant prob-
lems that occurred and their resolu-
tion for those problems.  Also, have 
the vendor identify any significant 
improvements that were implemented 
and review the impact of those im-
provements.

Review Scorecard – If your contract • 
specifies that your vendor is supposed 
to meet or exceed certain performance 
criteria, be sure this is discussed in your 
review.  Indicate what, if any, penalties 
will be assessed if they are not meet-
ing the performance standards.  Most 
importantly, be sure your vendor has, 
or will be submitting an action plan to 
correct any deficiencies and meet the 
required service levels.

Discuss vendor’s recommendations • 
- Using the historical data, vendors 
should be providing recommenda-

tions.   Depending on the vendor you 
are meeting with (duplicating equip-
ment, outsourcing, supplies, etc.) you 
may see recommendations that ad-
dress the following:

Reducing/increasing monthly mini-• 
mums based on volume

Process/workflow changes to increase • 
efficiency

Headcount reductions/increases• 

Equipment “balancing” (i.e., redeploy-• 
ing existing duplicating equipment 
throughout the office, swapping units 
from heavily utilized areas to less uti-
lized areas)

Additions/reductions of contract items • 
for office supplies

Software/application recommenda-• 
tions to increase efficiency/provide 
more capabilities

If your vendor does not provide rec-• 
ommendations, ask them, “Based on 
this information, what do you recom-
mend we do next?”

Action items – At the conclusion 	

of your meeting, do a recap and 
outline any follow-up or action 
items, identifying who is responsi-
ble for addressing and time frame 
for completion.  Also, be sure to 
set up a time to follow-up on ac-
tion items, and, if practical, deter-

mine the date or potential dates 
for your next review.

Other items that may be addressed during 
your meeting may include:

Financial status of vendor	

Your firm’s strategic plans for the next 	

year

Vendor’s strategic plans for the next 	

year

Finally, if appropriate, be sure to commend 
the vendor for good work. 

Sean Mason  | Consultant, Mattern & Associates, LLC



Sensei founders Sharon D. Nelson, Esq. and John W. 
Simek wrote the book on electronic evidence ... literally. 
So when businesses and law fi rms nationwide need hard 
evidence from a hard drive, cell phone, or PDA, they call 
Sensei Enterprises, Inc.

Since 1997, Sensei’s skilled technology professionals have 
worked with clients in both civil and criminal proceedings 
to turn today’s high-tech devices into silent witnesses. 
With Sensei’s help, attorneys have oft en uncovered the key 
facts needed to bring each case to a successful conclusion, 
avoiding the need for litigation and resulting in a quick 
settlement.

For computer forensics and e-evidence recovery, 
it’s elementary. Call Sensei Enterprises.

When hunting for electronic evidence, 
even Sherlock Holmes would 
turn to the experts.

If a case should go to trial, Sensei’s forensic technologists 
are excellent expert witnesses, as comfortable in the courtroom 
as they are at the keyboard. Sensei has also secured the networks 
and sensitive data of its corporate clients, and recovered vital 
information from hacked or corrupted systems. 

For more information about how Sensei can help 
you bring the truth to light when “the game’s afoot,” call 
703.359.0700, or visit www.senseient.com.

3975 university drive, suite 225, fairfax, virginia 22030 | 703.359.0700 | www.senseient.com
COMPUTER FORENSICS | INFORMATION TECHNOLOGY

SENSEI ENTERPRISES, INC.
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Staff Appreciation Week (4/21 - 4/25) 
was a success at many law firms. Here 
are a combination of activities we’ve 
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Tip # 1: Never leave any passwords in 
your laptop case. If you do keep your pass-
words with your laptop, it’s much like keep-
ing your keys in the car. Remember that 
without your passwords, it will be more dif-
ficult to unlock your computer and access 
your personal information.

Tip # 2: Laptop theft is a crime of op-
portunity. Always take your laptop with 
you, and always keep your eye on it. For 
instance, if you’re meeting someone, lock 
your laptop in the trunk and make sure it’s 
stored out of sight. Furthermore, try not 
to leave your laptop in an accessible area, 
such as your hotel’s front desk. If you do 
have a safe or a security cable, use it.

Tip # 3: Have sensitive data? Encrypt it. 
If someone gets your laptop and gains ac-
cess to your files, encryption can give you 

an extra layer of protection. Programs such 
as TrueCrypt make the job very easy. Win-
dows users can use Encrypted File System 
(EFS) to encrypt files and folders.

Tip # 4: Password protect your systems. 
Every laptop user should protect their lap-
top with startup passwords. Set a BIOS pass-
word to lock the system before the operat-
ing system even starts. Windows users can 
set password to start Windows. Remember 
that startup passwords will prohibit any ac-
cess to the computer at all.

Make sure you choose a good password 
– make it a long one and complex. Only 
hard-to-guess passwords will prevent 
thieves from guessing your password. If 
your laptop supports biometric authenti-
cation, you should use your fingerprint in 
place of a password.

Tip # 5: If the worse happens, and your 
laptop does get stolen, wouldn’t it be 
great if you could trace it? There are com-
panies that offer tracking software, allow-
ing the stolen laptop to send its location 
(for example, LaptopLock). Unfortunately, 
those programs work only when the stolen 
laptop connects to the Internet.

Use these 5 tips to keep your laptop more 
secure when you’re on the road, at home, 
or at work.

QuickTakes

LAPTOP SECURITY TIPS



ALA’s Legal Management Resource Center 
Answers are just a click away.

The LMRC is one of the prime resources you
need for the many responsibilities that make
up your role in legal management.

ALA’s unique online resource focuses specifically
on your profession. The information compiled
in the LMRC is from hundreds of Web sites,
associations, businesses, libraries and your
inquiries. Always timely, the LMRC is continually
updated and enriched to make the process of
finding information more effective and efficient
for you and your staff.

The content-rich subject areas:

• Facilities & Operations Management

• Human Resources Management

• Financial Management

• Law Firm Marketing

• Technology & Information Systems

• Training & Development

And, the LMRC is included with your 
membership in ALA. 

http://thesource.alanet.org

alaXXXX LMRC Ad  4/5/05  3:02 PM  Page 1
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Deanna was a true star of the Northern 
Virginia Chapter of the Association of Le-
gal Administrators (ALA).  While she was 
not among the founders of the Chapter 
although she had joined ALA in May 1979, 
Deanna soon became active in the Chapter 
after its formation. By 1983-1984 she was 
President-Elect and served the following 
year as President.  During this time she was 
instrumental in presenting the “Introduc-
tion to Law Office Management” course to 
the Chapter.  

In recognition of her Chapter activities 
she was chosen as Assistant Regional Vice 
President for Region 2 (mainly Mid-Atlantic 
States) for the year 1987-1988.  As Regional 
Vice President in 1988-1989 she promoted 
our Region with great fanfare.  

After these beginning roles in the interna-
tional Association, Deanna decided to run 
for the Board of Directors, and won her 
place on the Board for the years 1990-
1992.  Her particular interest was the role 
of non-traditional education (college, etc.) 
for ALA members.  Deanna promoted semi-
nars and courses for all members, whether 
the head administrator in the firm or the 
functional specialist.

MEMBERSHIPCORNER 

Remembering Deanna Fortkort
Because of this interest she was on the 
Committee which designed a certification 
process for legal administrators. She then 
took the first examination and was one of 
only eight administrators to be the first to 
receive the designation “CLM.” 

After her Board service, she continued to be 
active in the Chapter until her retirement.

As often happens in a volunteer organiza-
tion a group of several administrators from 
the Northern Virginia Chapter became very 
close friends.  Betty Rabenhorst Greene 
(until she moved to Seattle), Linda Manson 
(who, after a number of years in DC firms, 
left for a career as a business owner both 
with a tax accountant firm and an Atlan-
tic Coast beach business), Sandy Kauffman 
(until she “retired” and opened a Bread 
and Breakfast Inn in Berkeley Springs, 
WVA), Maria Alvarez (until she “retired” 
and moved to North Carolina where she is 
in the real estate business), Sally Montrey 
(who also “retired” to Bayse, VA to become 
active in her community association at Brice 
Mountain Resorts), and myself, Carol Vodra 
Dodd, who “retired” from an IP law firm 
in Alexandria and began my next career as 
a consultant in a virtual assistant business. 

This group met for dinners and weekend 
bashes at Sandy’s Inn, where we would 
talk far into the night about our lives both 
personal and professional.  We five are par-
ticularly saddened by Deanna’s passing as 
she was a true friend and a great supporter 
of our challenging lives as legal adminis-
trators. We join with the Northern Virginia 
Chapter in remembering Deanna.
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BOARD OF DiRECTORS

President
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

President Elect/Treasurer
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

immediate Past President/ 
Region 2 Council Representative
Marcie Cedor
Director of Administration 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, VA  22102

Email: mcedor@pattonboggs.com 
Telephone: 703-744-8007 
Fax: 703-744-8001

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

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

COMMiTTEE CHAiRS

Education & Hospitality 
Committee
Open

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

Newsletter Committee
Maria Omar
Office Manager 
Arnold & Porter LLP 
1600 Tysons Blvd., 9th Floor 
McLean, VA 22102

Email: maria_omar@aporter.com 
Telephone: 703-720-7117 
Fax: 703-720-7399

Business Partner Committee
Marcie Cedor
Director of Administration 
Patton Boggs LLP 
8484 Westpark Drive, 9th Floor 
McLean, VA  22102

Email: mcedor@pattonboggs.com 
Telephone: 703-744-8007 
Fax: 703-744-8001

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

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

Telephone: 703-760-1660 
Fax: 703-821-8949

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

Small Law Firm Group Committe
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
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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

MEMBERSHIPCORNER 

This year we are supporting a local group 
here in our community, the Housing & 
Community Services of Northern Virginia in 
an effort to help support a few families over 
the Holiday Season.   If you wish to take a 
peak at their website, please click on this 
link:  http://www.hcsnv.org.  More details 
to come….

Congratulations to Tempie Tavenner, win-
ner from the 2Q newsletter.  Tempie found 
her name and won a prize!  Look for the 
egg with the scrambled names in this issue.  
Pop me an email if you can unscramble 
your name an we’ll give you a prize.

Quick Takes

Comments? 
Send Them to the Editor
Well everyone, we are almost to the end of our news for 2008!  I hope you have 

enjoyed the 1st and 2nd quarter newsletter.  Always remember, that your voice 

should be heard.  Send me information on what you would like to see printed, 

news you would like to include in the Members Highlights, we’re very happy to 

publish for you.  We welcome any comments and/or suggestions that will make 

our chapter’s newsletter even more rewarding for everyone to enjoy.  Networking 

and involvement in the Association of Legal Administrators is a very rewarding ex-

perience.  I encourage you to continue to use your membership to the fullest. 

Send comments and suggestions to: 
Maria_omar@aporter.com 

703-720-7117 

Welcome New Members!
We wanted to extend a warm welcome to 
all of our 2008 “new” members! 

Anne Decker - Duff Law Firm• 

Sara Payne - Fullerton & Knowles• 

Jeanne Stanford - Compton & Duling• 

Joyce Hill - Squire Sanders• 

Astrid Wyckoff - MG IP Law• 

Bonita Huber - Howrey LLP• 

Cathe Best - Cooley Godward• 
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200 Ways to Make 
Your Law Firm an 
Extraordinary Place 
to Work will help you 
respond to “that 
universal five word 
question posed by 
every managing 
partner in every law 
firm since the world 
began: ‘What are 
other firms doing?’” 
(Eric Visser)

Finding employees is easy. Keeping them is much more 
difficult. If you want to foster a culture of integrity, caring 
and camaraderie in your firm, this book will give you ideas 
to do just that.

Don’t wait – order your 
copy now at 
www.alanet.org/bookstore. 
ALA Member price is only 
$14.95.

Zero tolerance for TYRANTS!
Airline ticket GIVEAWAYS!
Staff SABBATICALS!

“If you want to know 
how to keep your 
firm’s most important 
asset from moving 
elsewhere, read this 
book.” (Milton W. 
Zwicker) 

ORDERNOW

IN A FAST-PACED LAW FIRM ENVIRONMENT,
we’ll keep you up to speed.

For more than 25 years, TRAK legal has identified exceptional legal support talent for law firms and corporate
legal departments in Northern Virginia, Maryland and Washington DC. Our top recruiters have developed 
an extensive network of candidates who have the experience and talent to keep your business up to speed.

We place the right candidate in the right organization – the first time, every time.

Call us today!

8200 Greensboro Drive, Suite 275  •  McLean, VA 22102  •  703-917-8770 www.traklegal.com



NAME

TITLE

FIRM

ADDRESS

TELEPHONE NUMBER

E-MAIL ADDRESS

NO. OF ATTORNEYS IN FIRM            AT YOUR LOCATION

AREAS OF PRACTICE

WHAT CHAPTER COMMITTEE WOULD YOU LIKE TO WORK ON? 
Please Check One or More:

MEMBERSHIP RENEWAL 

Northern Virginia Chapter 
ALA Dues
April 1, 2008 – March 31, 2009

$175.00

Payable to the: 
Northern Virginia Chapter, ALA

c/o Ben Sotelo, Treasurer

Firm Administrator 
Vaughan, Fincher & Sotelo, PC 
8619 Westwood Center Drive, 
Suite 400 
Vienna, VA 22182

Please remit $175.00 to renew 
your annual membership dues 
by March 31, 2008.  Your annual 
dues will cover all fees for attend-
ing monthly chapter meetings and 
social events. 

Note: Pursuant to the Revenue Act of 1987, we 

are required to advise you that your association 

dues are not deductible as charitable contribu-

tions for federal income tax purposes.  Your dues 

payments, however, remain 100% deductible as 

business expenses to the same extent as permit-

ted under law. 

PLEASE COMPLETE AND RETURN 
WITH YOUR CHECK

WHAT TOPICS WOULD YOU LIKE PRESENTED 
AT THE MONTHLY MEETINGS?

WOULD YOUR LAW FIRM HOST A MONTHLY ALA CHAPTER MEETING?

(Only requirement is to provide a conference room – Hospitality Chair will coordinate ar-
rangements with host.)

HOSPITALITY

EDUCATION

NEWSLETTER 

MEMBERSHIP

WEBSITE

VENDOR PARTNER

q

q

q

q

q

q

YESq NOq
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BookCorner
Each issue, members and contributors share what is on their bookshelf. Have a book to rec-
ommend to the membership? Please email Maria Omar at maria_omar@aporter.com.

Linkage’s Best Practices in 
Succession Planning

by Linkage, Inc. 
http://shrmstore.shrm.org/browse.
cfm/4,4237.html

Linkage’s Best Practices in Succes-
sion Planning With proven guidelines 

that help organizations understand the 
depth of their growing talent pool, this 
book also shows the increasing need to 
achieve superior growth and performance 
through identification and development of 
top talent.

HR Excellence 
by Scott Weston 
http://shrmstore.shrm.org/browse.
cfm/4,3324.html

HR thought leader, Scott Weston, Ph.D., 
SPHR, brings you his unique vision on how 
HR professionals can improve their contri-
bution in their organizations and build the 
skills they need to function in the changing 
business environment. 

Recruiting, Interviewing, 
Selecting & Orienting New 
Employees
by Diane Arthur 
http://shrmstore.shrm.org/browse.
cfm/4,1046.html

Filled with sample forms, interview ques-
tions, and handy checklists, the updated 
and expanded book goes step-by-step 
through the entire hiring process and 
equips human resources professionals with 
the skills and tools to get the best people 
on board.
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While it won’t strengthen your bones or provide you 
with a source of  Vitamin D, earning your Certified 
Legal Manager (CLM)   designation has benefits 
of  its own. Become a CLM and you will:

 Validate your knowledge and expertise in all 
 areas of  legal administration
 Increase your confidence and gain greater
 professional respect in the workplace
 Add credibility to your résumé and open the 
 door to new career choices
 Enhance your value to your organization
 Save your firm money through discounts on
 professional liability risk insurance*

Currently, more than 200 legal management professionals are CLMs ... you could be the next
success story!  Make the commitment today and begin your journey. You just may be surprised
about how much you already know and how much more you will learn along the way.

SM

www.alanet.org/clm

*Not available in all states. 

LOOKiNG FOR A GOOD HiRE???
Advertise your open positions 
on the Chapter’s website!  It’s 
free for 60 days -- it’s easy -- 
and it’s effective!  

Simply email the job details to:  
carolyn@odio.com.

LMAEPA KRAWLE
See the “Membership Corner” on page 19 for information 

on how you could win a prize by unscrambling this mem-

ber’s name!

MEMBER SCRAMBLE! 
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Thank You Sponsors!
PLATiNuM SPONSORS

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

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

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

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

GOLD SPONSORS

TRAK Services
8200 Greensboro Drive, Suite 275 
McLean, VA 22102

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

Web Site: www.trakcompanies.com 
Industry: Legal Support and Records / 
Library Staffing Solutions

SiLVER SPONSORS

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/Delivery Service

Blue Moon Services
1011 Trinity Gate Street 
Herndon, VA 20170

Contact: Linda or Lloyd Diernisse 
(Linda@bluemoonservices.com) 
Telephone: 703-901-3303

Web Site: www.bluemoonservices.com 
Industry: Information Technology

BRONzE SPONSORS

Aon Global
1120 20th Street, NW, Suite 600 
Washington, DC  20036

Contact: Ladson Webb 
(ladson_webb@asg.aon.com) 
Phone: 202-862-5345

Web site: www.aonlfs.com 
Industry:  Insurance

Ames & Gough
8300 Greensboro Drive, Suite 980 
McLean, VA  22102

Contact: Eileen Garczynski 
(egarczynski@amesgough.com) 
Phone: 703-827-2277

Web site: www.amesgough.com 
Industry:  Lawyers Professional Liability 
Insurance

Counsel Resource Group, LLC
8321 Old Courthouse Road, #150 
Vienna, VA  22182

Contact: Jim Beckley 
(jim.beckley@crglegal.com) 
Phone: 703-448-3838

Web site: www.crglegal.com 
Industry: Document Services

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.

Document Technologies, inc
1300 Pennsylvania Ave., NW, #851 
Washington, DC   20004

Contact: Jim Holland 
(jholland@dtiglobal.com) 
Phone: 202-842-3300

Web site: www.dtlglobal.com 
Industry: Facilities Management/Electronic 
Discovery

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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Jamison insurance Group
888 17th Street, N.W., Suite 212 
Washington, DC  20006

Contact: Dennis Duff 
(dduff@jamisongroup.com) 
Phone: 202-775-0077

Web: www.jamisongroup.com 
Industry: Professional Liability Insurance

McEnroe Voice and Data
10955 Golden West Drive 
Hunt Valley, MD  21021

Contact: Benny Ramos 
(bramos@mcenroevoice.com) 
Phone: 410-785-1600

Web site: www.mcenroevoice.com 
Industry: Voice and Data

OfficeMax
6745 Business Parkway 
Elkridge, MD 21075

Contact: Georgette Cardona 
(georgettecardona@officemax.com) 
Phone:  410-579-5200 ext. 5562

Web: www.officemax.com 
Industry: Office products, Technology, 
Furniture, Outsourcing Print Solutions

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

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

united Business Machines
8260 Greensboro Drive, Suite 435

Contact: Scott Manoogian 
(sdmanoogian@4ubm.com) 
Phone: 703-971-0100

Web site: www.4ubm.com 
Industry: Office Equipment

FRiENDSHiP SPONSORS

Gerstel Office Furniture
2928 G. Prosperity Avenue 
Fairfax, VA 22031

Contact: Geoff Gerstel 
(ggerstel@gerstelofficefurniture.com) 
Telephone: 703-560-9339

Web Site: www.gerstelofficefurniture.com 
Industry: Office Furniture

Leverage Legal Staffing LLC
8300 Greensboro Drive, Suite 800 
McLean, VA 22102

Contact: Gleg Close 
(Greg.Close@LeverageLegal.com) 
Telephone: 703-918-4892

Web Site: www.leveragelegal.com 
Industry: Legal Staffing

Project Solutions Group
580 Herndon Parkway, Suite 500 
Herndon, VA  20170

Contact: Mike Tanious 
(mtanious@prosolgroup.com) 
Phone: 703-563-0482

Web: www.projsolgroup.com 
Industry: Construction/Relocation 

Steele Legal Search, LLC
1600 Tysons Blvd., 8th Floor 
McLean, VA  22102

Contact: Barbara Steele 
(bsteeele@steelelegal.com) 
Phone: 703-245-8580

Web: www.steeelelegal.com 
Industry: Attorney Placement

TeamLogic iT
1616 Anderson Road 
McLean, VA  22102

Contact: Pete Siler 
(psiler@teamlogicit.com) 
Phone: 703-430-7287

Web: www.teamlogicit.com 
Industry: Computer IT Company
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GALLERY 

ALA CrabFest

ETRBRO iTOiKWKC
See the “Membership Corner” on page 19 for information 

on how you could win a prize by unscrambling this mem-

ber’s name!

MEMBER SCRAMBLE! 
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