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H E L P I N G

Jennifer Kubal, President 
Northern Virginia Chapter 
of the ALA

2010 - My New Year’s res-
olutions kicked into high 
gear when I heard about 
Haiti and saw the pic-
tures of the devastation.  
I immediately thought 

of my network of friends 
and colleagues in ALA, so 
I sent out an email on the 
president’s list serve to 
all ALA chapters. The re-
sponse was overwhelm-
ing. Together, we have 
raised over $25,000.00 
and the donations are 

continuing to come In. 
You belong to a won-
derful group of compas-
sionate individuals, who 
inspire me to keep mov-
ing forward regardless of 
what life may bring.
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Good afternoon to all ALA Chapters, I’m certain everyone has heard about the devastating 
Earthquake disaster in Haiti.  Our Northern Virginia Chapter was hoping to get all ALA Chap-

ters to help donate to the Red Cross in their relief efforts. 
Together we can make a difference and help out in this time of need.

 A young injured earthquake survivor holds a piece of bread in a makeshift shelter in Port-au-Prince

Red Cross Video: http://www.youtube.com/watch?v=8CyqBmVS064&feature=player_embedded

Where to Donate: https://american.redcross.org/site/Donation2?4306.donation=form1&idb=1666665209&df_id=4306

InternatIonal response Fund

You can help the victims of countless crises, like the recent earthquake in Haiti, around the world each year by making a financial gift to 
the American Red Cross International Response Fund, which will provide immediate relief and long-term support through supplies, tech-

nical assistance and other support to help those in need. The American Red Cross honors donor intent. If you wish to designate your 
donation to a specific disaster, please do so at the time of your donation by mailing your donation with the designation to the Ameri-
can Red Cross, P.O. Box 37243, Washington, D.C. 20013 or to your local American Red Cross chapter. Donations to the International 

Response Fund can be made by phone at  1-800-REDCROSS or online at www.redcross.org.

Please keep me posted of all donations made and I will keep track of all the amounts to let you know how much in total we raised.

Thanks for your time and any support your Chapter can give at this time.

Take Care,

Jennifer Kubal

Northern Virginia Chapter President
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According to MetLife’s 7th Annual Em-
ployee Benefit Trend Survey, 55% of Law 
Firms stated that their most important ben-
efit objective was to retain employees, fol-
lowed by 52% that indicated controlling 
costs were a top priority. Obviously, ben-
efits are not provided because companies 
love to spend money. They are a retention 
tool!  Employees want to work where they 
feel appreciated.

Among employees surveyed from compa-
nies with 2-49 employees, only 30% were 
satisfied with their current benefit offerings, 
as opposed to 45% for employees of com-
panies with larger than 10,000 employees.  
Smaller companies simply do not have the 
funds to compete with what larger firms 
offer.  Employee perception is their real-
ity. The more benefits offered, the more 
employees will perceive they have a richer 
benefits package. Monetarily, employees 
have no idea how much their employer 
contributes to benefits, that is until they go 
on COBRA!  At that point, it’s too late. 

So the question is, how can companies of-
fer more benefits, improve retention AND 
cut costs at the same time?  Here’s the an-
swer: employer-sponsored, payroll-deduct-
ed, pre-tax voluntary benefits. These ben-
efits are much more valuable than you’d 
think at first glance. These programs are 
employee funded, so they are 100% free 
for firms to offer.  Not only that, but these 
deductions reduce the firm’s overall taxable 
payroll amount, thereby reducing FICA 
taxes! Now, the question is, how do you 
make something that is entirely employee-
funded increase retention?  First, you have 

to offer something of value.

I am in my fourth year with Aflac. Taking 
an active role in helping with claims, I have 
gained so much conviction and passion 
about what I do. Companies really do ben-
efit, but it’s the employees that benefit the 
most.  Employees come to work everyday 
to earn a paycheck. They need this money 
to pay their car payments, their mortgages, 
buy groceries, etc. According to a study 
conducted by the Harvard Business School, 
even with disability and health insurance, 
over 2 million Americans go bankrupt each 
year because of one unexpected injury or 
illness.

Why is this happening?  It’s because the 
very reason they come to work in the first 
place is not protected.  Sure, health insur-
ance pays the doctors and hospitals, but 
when the overall household income is re-
duced drastically, everyday expenses can-
not be paid.

Out-of-pocket expenses and deductibles 
make the situation even worse. Remem-
ber, disability does not pay if an employee 
is taking off work to tend to a sick or hurt 
spouse or child. Aflac provides a solution, 
paying employees cash directly, regardless 
if it happens to them, a spouse or a child. 
That way, they can maintain their normal 
way of life at home. Paychecks are impor-
tant, but families come first!  It’s up to your 
employees, but it’s ultimately up to you to 
open their eyes to this type of protection.

For a cost-free, retention booster that saves 
your firm money in taxes, it doesn’t get 
much better than this!
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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 ©2008 
Northern Virginia Chapter, 

Association of Legal Administrators 
All Rights Reserved.
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Answer the 

When I first became President of the Chap-
ter, one of my personal goals was to inspire 
people to get involved with our Chapter. 

One day, a few years ago, I received a 
phone call from Ben Sotelo asking me to 
become his Vice President. At first, I wasn’t 
sure I could effectively represent such an 
outstanding group of administrators how-
ever, Ben convinced me that I too was one 
of those outstanding administrators and 
fearless leaders we all try to be. 

I have never regretted accepting the posi-
tion and I truly believe we have an amazing 
Chapter with magnificent people.

So consider this email my personal phone 
call to you:

I wanted to send out a message urging a 
few of you to come forward and be a part 
of one of our fabulous committees. We 
are in dire need to fill these positions and 
would love to have some new people come 
help us out. 

Positions Available
Education Chair –  Finding speakers for our 
monthly meetings (this position will be co-
chaired with another person)

Newsletter – Finding articles to use in our 
newsletter (this position will be co-chaired 
with another person)

Business Partner Program – Finding new 
business partners (this position will be co-
chaired with another person)

Fairfax Bar – This is a new position, help-
ing getting it started (this position will be 
co-chaired with another person)

Membership – Sending out membership 
packets, keeping member list updated (this 
position will be co-chaired with another 
person)

Jennifer Kubal, President

Get Involved in ALA NoVa: 
Positions Open!

Call!



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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6Stephen K. Gallagher & Kristen E. Burgers, Venable LLP

Bankruptcy 101 Bankruptcy 101
for Legal Adminstrators
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Bankruptcy is a “hot” practice area these 
days.  Every time you turn on the news or 
open up a newspaper, another large pub-
licly-traded company has sought refuge in 
bankruptcy.  First the restaurant chains filed 
for bankruptcy – Bennigan’s, Steak & Ale, 
Country Buffet, Damon’s.  Then the big re-
tailers succumbed to the tumultuous econ-
omy - Tower Records, Mervyn’s, Linens N’ 
Things, Circuit City.  Now the auto industry 
is dominating bankruptcy news, with Gen-
eral Motors and Chrysler – as well as a host 
of auto part suppliers – making headlines 
daily. 

Although law firms can and do file for 
bankruptcy protection (most notably Hel-
ler Ehrman and The Dreier Law Firm), law 
firms are much more likely to be affected 
by clients who file for bankruptcy protec-
tion.  This article contains a brief summary 
of the bankruptcy process and potential 
pitfalls which may affect your law firm.

Notice and Service
If a client owes your firm money and files 
for bankruptcy protection, your firm should 
receive notice of the bankruptcy filing.  A 
debtor who files for bankruptcy protection 
must complete schedules of assets and li-
abilities.  The debtor is required to provide 
notice of the filing, as well as other impor-
tant pleadings, to all creditors identified on 
the schedules, as well as all creditors and 
parties in interest who enter an appearance 
in the bankruptcy case.  Unfortunately, 
debtors often use their accounts payable 
database to generate the list of creditors, 
which means that any notices may go to 
a lockbox address rather than the attorney 
responsible for the client.  For that reason, 
it is important that accounts receivable 
personnel are made aware of how such no-
tices are to be handled and that a primary 
person be designated to ensure that the 

notices are promptly forwarded to the ap-
propriate attorney.

Automatic Stay
Once a debtor files for bankruptcy, the 
debtor is protected by the automatic stay.  
The automatic stay is one of the most 
powerful protections offered to debtors in 
bankruptcy.  Pursuant to Section 362 of the 
Bankruptcy Code, the filing of a bankruptcy 
petition generally operates as an injunction 
against the commencement or continua-
tion of any action to collect a debt against 
the debtor which arose prior to the filing of 
the bankruptcy petition.  Prohibited actions 
include, among other things, commence-
ment of a lawsuit, enforcement of a judg-
ment, perfection of a lien, actions to obtain 
property of the estate, and setoff of any 
prepetition debts.  If a law firm has actual 
or constructive notice that a client has filed 
for bankruptcy, the law firm is subject to 
the automatic stay.  If that client’s account 
is subject to collection action, the law firm 
must immediately cease all efforts to col-
lect the debt, whether such efforts are be-
ing handled in house or have been referred 
to an outside collection agency.  Any legal 
action against the debtor must be stayed 
by filing a suggestion of bankruptcy in the 
court in which the action is pending.  Once 
a client files for bankruptcy, the law firm 
may not take collection efforts or set off any 
outstanding invoices against the client’s re-
tainer without first obtaining approval of 
the bankruptcy court.  Willful violations of 
the automatic stay could be subject to a 
show cause order and may result in sanc-
tions by the bankruptcy court.

Schedules of Assets and 
Liabilities
  If you learn that a client files for bank-
ruptcy, you should review the debtor’s 

schedules to determine if the law firm has 
been listed on the schedules and, if so, the 
scheduled amount of the claim and wheth-
er the claim is identified as “contingent, 
unliquidated, or disputed.”  All U.S. Bank-
ruptcy Courts are on the electronic case fil-
ing (“ECF”) system, so pleadings are read-
ily available on-line through PACER.  Even if 
the firm is listed on the schedules, the firm 
should enter a notice of appearance so that 
the responsible attorney receives pleadings 
and can stay better informed of any case 
developments.

Proofs of Claim
In a Chapter 11 case (reorganization or 
liquidation) or in a Chapter 7 case (liqui-
dation) with sufficient assets to make dis-
tributions, creditors will receive notice of 
the deadline by which proofs of claim must 
be filed.  This date is very important and 
can only be extended under unique cir-
cumstances.  The proof of claim form is a 
simple one-page form in which the creditor 
asserts the amount of its claim, the basis 
for such claim, and whether such claim is 
secured or entitled to priority treatment 
under the Bankruptcy Code.  In addition 
to the proof of claim form, creditors typi-
cally file a summary of the claim, which 
provides additional detail about the exact 
nature and amount of the claim, includ-
ing any calculations of interest and penal-
ties.  Because proofs of claim are filed with 
the court and accessible to the public, it is 
generally inappropriate to attach detailed 
time records to the proof of claim, unless 
such time records are redacted to protect 
sensitive client information.  However, in 
its claim summary, a law firm may offer to 
provide such records directly to the debt-
or1 upon request.  The law firm must file 

1   In some bankruptcy cases, a trustee 

will be appointed to administer the bankruptcy 

case.  In such instances, the trustee will have the 

How Bankruptcy Can Affect Your Firm
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a proof of claim in a Chapter 7 asset case, 
or its claim may be barred.  In Chapter 11 
cases where the law firm’s claim has been 
properly scheduled, the firm need not file 
a proof of claim.  However, in Chapter 11 
cases where the law firm’s claim is identi-
fied on the schedules as “contingent, unliq-
uidated, or disputed” or where the debtor 
has scheduled the firm in an amount other 
than what the firm believes it is owed, the 
law firm must file a proof of claim.  To avoid 
any risk of confusion or mistake, it is advis-
able to file a proof of claim in all bankruptcy 
proceedings as a matter of best practices.

Preferences and Fraudulent 
Transfers
While most creditors are aware that they 
will only be paid a percentage of their 
prepetition claim against the debtor (if at 
all), few creditors are aware that they are 
required under the Bankruptcy Code to re-
turn to the debtor any payments received 
from the debtor within ninety days of filing 
the petition.  These payments are deemed 
“preferential transfers.” Under the Bank-
ruptcy Code creditors may also be required 
to disgorge transfers made by the debtor 
within two years of filing the petition if the 
debtor received “less than reasonably equiv-
alent value” for such transfers.  These pay-
ments or transfers are deemed “fraudulent 
transfers.” Both preferential and fraudulent 
transfers allow a creditor to receive more 
money than other similarly situated credi-
tors who did not receive such payments.  
The debtor will seek to recover these pref-
erential or fraudulent transfers through 
demand letters and/or formal legal action.  
Any monies recovered are then distributed 
among all creditors on a pro rata basis.  If 

authority to act on behalf of the debtor.  For sim-

plicity, however, we refer only to the debtor in 

this article.

your law firm has received payments from 
a client within 90 days of the bankruptcy 
filing, it may be subject to an avoidance ac-
tion.  Section 547 of the Bankruptcy Code 
provides defenses to such actions, includ-
ing the new value and ordinary course of 
business defense.  In addition, such actions 
may be challenged on the grounds that 
they were not made on account of an an-
tecedent or preexisting debt (such as in the 
case of payment of a retainer) or that the 
debtor was solvent at the time the transfer 
was made.  These defenses are code-driven 
and factually dependent.  Because of the 
complexity of bankruptcy law and the po-
tential for disgorgement of earned fees, 
a law firm subject to an avoidance action 
should seek the assistance of experienced 
bankruptcy counsel.

Practice Tips
Act immediately upon notice of a • 
bankruptcy filing

If you learn that a client may have filed • 
for bankruptcy, search PACER to verify 
whether or not the client filed.

Take note of the chapter under which • 
the case was filed (7 or 11)

Stop collection efforts• 

Calendar the deadline to file proofs of • 
claim 

Review the debtor’s payment history in • 
the 90 days prior to the filing of the 
bankruptcy petition

Talk to a bankruptcy lawyer• 

© Veneble LLP, Inc.  All rights reserved.  Further 

duplication without permission is prohibited.



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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Diversity Best Practices
I have been in the diversity-training field for nearly 20 years and 
everybody talks about best practices but I feel too many of my 
colleagues really make it more complicated than it really needs 
to be and here at DTG we have always tried to make diversity 
issues and the related training more easy to comprehend and 
embrace.  The prerequisite reading for this article is an article I 
recently wrote entitled – “Diversity Worst Practices.”  Another 
article that would be helpful to read is our article on our web-
site diversitydtg.com about ineffective or bad diversity training 
– what I like to call “Blame and Shame” diversity training and 
please find the related article on what exactly is the definition of 
a diversity issue.

Now, we are ready to discuss best practices.  These are proven 
practices executed in hundreds of organizations with tens of thou-
sands of workshop participants over the past nearly 20 years of 
my career.  Remember I do a fair amount of rescue diversity train-
ing where I am brought in after another diversity trainer blew the 
place apart.  What I have learned about making diversity-training 
stick follows.  My top 11 list coming at you!

Your Diversity Training Workshop….
…comes with an 1. actual workbook.  I have seen workshops 
lead by other diversity trainers and they don’t have a work-
book!  “Everything was free form and we used easel paper 
and the wall.”  Are you kidding me?  What will people re-
member, what will they retain and can they remember the 
skills and tools (diversity tool kit) from the training?

Diversity Worst Practices
I have been in the diversity-training field for nearly 20 years and 
everybody talks about “Diversity Best Practices” today.  Well, I 
think it is time, overdue really, for more conversation and delib-
eration about Diversity Worst Practices.  I suggested this at a re-
cent ASAE (American Society of Association Executives) Diversity 
Conference and it was very well received and they encouraged 
me so here goes.  I am surprised to find very little in print about 
this so I am just going to “add to the conversation.”  At DTG we 
tend to be contrarian; we tend to look at issues from many differ-
ent and often “nontraditional” angles and perspectives.  That is 
really what the diversity field is all about –right?  What value do 
our differences add or bring to the organization.

Lucky 13 Worst Practices
Firm has 1. no diversity strategy or plan (addressing recruit-
ment, retention, upward mobility, performance appraisal, 
and customer/client diversity) and the training is seen as iso-
lated and flavor of the month.

Firm has 2. no diversity mission or vision - if you don’t define 
your diversity destination how do you know when your firm 
has arrived?

Firm has 3. no core values and therefore you have nothing 
to anchor your training around.  There are no guiding prin-
ciples or code of conduct – anarchy so to speak reigns.

Firm is only rolling out “4. off-the-shelf” diversity training 
(the training is not custom designed, reflects no needs as-

Mauricio Velásquez, MBA , President and CEO, The Diversity Training Group
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…includes 2. predetermined training objectives.  I have seen 
workshops with no clear objectives or goals.  This is embar-
rassing.  

…is built around 3. objectives that came from some kind of 
a prior training needs analysis.  You talked to your target 
audience and identified issues and what they wanted in the 
upcoming training.  Maybe you had a focus group or you 
did a quick survey.  Whenever a client approaches us to do 
training I always ask them how they determined their train-
ing and education needs.  Please don’t tell me “we have a 
gut feeling about this.”  Usually something happened – a 
“moment of truth.”  Hey, whatever works but I would much 
prefer to be proactive and not reactive (also much cheap-
er).

…is 4. linked to your organization’s mission and core values.  
“Well, we don’t have a mission or core values.”  What?  We 
call this anarchy.  Every organization needs a well-defined 
mission, vision, and some kind of core values, guiding prin-
ciples, code of conduct - guides employee behavior, respect 
and treatment in the workplace.

…reflects an acknowledgement by firm leadership that 5. “sta-
tus quo” is not working.  With the workplace (labor force) 
and marketplace (client force) changing – doing the same 
things we have always done and expecting better results is 
organizational suicide!!!  

…implies a6.  bias for action.  That we want to deal with the 
diversity-related conflict head on and not pretend like it does 
not exist and hope that it goes away by itself.  Madness.

…is 7. part of a much bigger organization-wide diversity 
strategy and plan to make the organization more inclusive, 
more open, and more welcoming to talent from all walks 
of life, all backgrounds, perspectives and upbringings?  The 
most progressive organizations are reviewing all of their poli-
cies, procedures, and business practices to ensure they are 
more inclusive and not unintentionally exclusionary.

…is an 8. acknowledgement that we have not been prepar-
ing our supervisors and managers to do their job.  How 
many times do I see organizations promote people into su-
pervisory and managerial roles without screening them or 
developing them – they don’t have the competencies, skills 
and traits that will ensure their success?  Remember, most 
people can barely manage people like themselves let alone 
people that are different.

10

sessment and is basically “a miss and will not hit the tar-
get.”

Firm wants to 5. cut straight to training without conducting 
any kind of a spot audit.  They are not talking to anyone in 
the identified target audience and thus the training is set up 
to fail.  No interviews, no survey, no focus groups have been 
conducted.

Firm is 6. not willing to acknowledge the workplace is 
changing (labor force), the marketplace is changing (cli-
ent force) and society-as-a-whole is changing because 
they have not studied their demographic changes affecting 
their organization.  They still believe “status quo” will get 
them better and better results – suicide!  

Firm is 7. not “weaving diversity and inclusion” into the fab-
ric of the organization for there is no mention of diversity 
in the new hire process, in performance appraisal process, 
in management and executive development curriculum (if 
they are still doing this at all).

Firm’s 8. definition of diversity is narrow and not inclusive 
– too focused on “traditional EEO/AA roots of diversity” and 
really not where the field and the conversation is today.

Firm has 9. no Chief Diversity Officer – a part-time or full-
time person who is fully dedicated to be the internal change 
agent, the keeper of the culture of the firm constantly ensur-
ing it is inclusive.

Firm 10. has a CDO but all this firm did was promote the high-
est ranking minority professional in their ranks (usually from 
another department) and put them in as a figurehead be-
cause that is all they are – they have no diversity education 
background, no budget, no resources or support and most 
important no influence or power.

Firm does 11. not value the competencies, the skills of be-
ing an inclusive manager that values diversity because they 
don’t ask about these competencies when hiring and pro-
moting and you find no mention of these competencies in 
their performance appraisal process and it is not rewarded 
or incentivized.

The actual diversity training rolled out is 12. awareness-based 
only and the training does not provide skills, tools, tips, and 
intervention methods to actually address, tackle and resolve 
the emerging diversity issues.  This is a total waste of time 
and money! 

Diversity Practices
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…includes 9. skills, tools, tips and techniques for dealing 
with diversity issues, conflict and diversity related prob-
lems.  The best diversity training programs are skill based 
and knowledge based (applying your new diversity skills and 
tools).  Please don’t roll out awareness only diversity training 
and expect results, behavioral change or any kind of long 
term impact on your organization.  Build your diversity tool 
kit for your employees and supervisors and they will come.  I 
have been including as of late a “toxic employee module” as 
well.  Toxic employees are 

…is 10. linked to your annual performance appraisal process.  
Being an inclusive supervisor or manager that not only ac-
knowledges the diversity of his or her team but values this 
diversity must be included in your performance appraisal 
process as a critical competency.  Behaviorally, is my man-
ager fair, balanced, and inclusive?  Is my manager approach-
able when it comes to employee relation issues?  Does my 
manager mentor me?

…has 11. messages that are also woven into your new hire 
orientation, your supervisory, managerial and executive de-
velopment curricula.  Diversity is not a stand alone or set 
aside endeavor but is a part of the very fabric of your orga-
nization.

Bias Squared
In closing, one of the biggest issues I combat every day is the 
bias people have for a workshop on bias.  What is this?  Bias to 
the second power?  Do you see the irony?  It is ironic that people 
who need the diversity training the most are not coming (be-
cause they are allowed not to come – big mistake) or are coming 
with a major negative, confrontational, and counterproductive 
attitude toward the diversity training.  I deal with this head on, 
first thing in the workshop.  I recommend in the positioning of 
your upcoming diversity training to deal with these preconceived 
notions up front before the actual training is rolled out (see my 
article on my website diversitydtg.com about Diversity Myths for 
free).  Comments, reactions, more best practices – please share!

The actual diversity training is the 13. old past failed formula 
of “blame and shame” diversity training and this approach 
alienates the dominant group, attacking them and creating 
even more backlash and push back to your diversity efforts.  
DTG is involved in a great deal of “rescue diversity training” 
still to this day.  See our article on “blame and shame di-
versity training” on our website for more information www.
diversitydtg.com. 

The actual diversity training you roll out must be linked to ev-
erything I mention above to have the potential for long-term 
impact.  Most important, your diversity training must be skill-
based where you are a building a new diversity skill kit or tool kit 
for your employees, supervisors, and managers and we suggest 
including skills such as:

Self awareness/understanding – “Before you can understand • 
‘others’ you must understand yourself first”

Define and share a common definition of diversity and inclu-• 
sion

Coaching- dealing with toxic or difficult people and difficult • 
situations

Problem-solving• 

Conflict Resolution• 

Being a change agent, a role model• 

Ideally, you are not only building your new diversity tool kit or 
skill kit but you are actually applying and practicing your new 
tool kit in the workshop.  Practice makes perfect.  How do you 
do this?  You have identified and developed case studies – issues, 
problems, emerging diversity-related conflict from your needs 
assessment or spot audit and you apply your new learning and 
focus your new skills on the case studies and tackle them and 
resolve them.

I hope this advances our conversation.  I think too many people 
in our field make this conversation too complicated.  We need 
to distill it down to the simplest parts.  I hope I did that for you.  
Comments, reactions, more worst practices – please share with 
me!

Diversity Practices

© 2010 The Diversity Training Group.  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 
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One of the more challenging law firm 
management responsibilities is the 
development of a sensible yet effective 
annual budget.
Even more difficult is developing a budget for IT 
because it is a specialized discipline and because 
it changes so fast. As is the case with other seg-
ments of the firm budget, a convenient approach 
is to capture last year’s IT expenditures and in-
crease them by a percentage based upon an ac-
ceptable benchmark such as inflation, change in 
Gross Domestic Product, etc. The problem with 
this approach is that it does not insure that our 
IT expenditures are in line with reality.

This article provides a means for de-
termining and justifying ‘How Much is 
Enough’ – and we’re talking about ac-
tual numbers, not just guidance. For ex-
ample, a small law firm (up to 150 total 

personnel) with gross revenues of $10,000,000 per year 
should be budgeting $247,000 for IT ($117,000 in Capital 

George Nicholson
President, SAGE Solutions Group
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and $130,000 in Expense) in order to com-
pare with firms of similar size (read on to 
develop your specific numbers).

In the course of this article, I will be • 
providing the following :

specific information that allows you • 
to compare your IT Budget for 2008 
against that of a broad sampling of 
similarly sized law firms (industry stan-
dards).

guidance in determining if your IT • 
spending level is appropriate regard-
less of how you compare to the indus-
try standards.

some flaws we have seen through over • 
15 years experience advising law firms 
of all sizes.

Comparing your IT Budget to 
Industry Standards
First, we need some comparative data 
(benchmarks). The comparative data in 
this article is based on SAGE’s analysis of 
IT spending in law firms of various sizes 
(Small, Medium, Large, Very Large). SAGE’s 
analysis is based on an annual survey pub-
lished by the International Legal Techology 
Association (ILTA – www.ilta.org) whose 
members are law firms and law firm em-
ployees, and on SAGE’s working knowledge 
of IT budgets in law firms of all sizes over a 
15 year period.

This second chart provides an illustration 
of how a ‘Small’ firm can develop a target 
budget based on its own gross revenues.

Per the chart, for each million dollars in 
gross revenue:

a firm should spend $24,700 per year • 
on IT

$11,700 of that on Capital• 

$13,000 on Expense• 

of the Expense budget, $11,800 on • 
IT Compensation (i.e. part of an em-
ployee)

The chart then provides 3 more col-
umns illustrating budgets for a firm 
grossing $5,000,000, $10,000,000 and 
$15,000,000. You can compute your own 
firm by using the percentages against your 
gross revenue (e.g. 2.47% of your gross 
revenues), or by dividing your gross reve-
nue (e.g. 11,500.000) by 1,000,000 to get 

a multiplier (11.5 in this case). Now multi-
ply the number in the 1,000,000 column 
by the multiplier (e.g. $24,700 x 11.5 = 
$284,050).

It is important to develop all the budget 
lines (i.e.. Capital, Expense, etc.), not just 
the total IT budget line. This will help in-
sure you are investing properly (Capital) 
and managing your investment properly 
(Expense). An important note – if your IT 
Budget fluctuates widely from year to year, 
then you should average it over 3 – 5 years 
to get a better comparison.

Regarding Capital expenditures, they can 
be smoothed over the years regardless of 
whether you purchase outright, finance or 
lease – just use monthly depreciation, loan 
payment or lease payments for each year. If 
these numbers are too difficult to identify 
or if you had none in 2008, then find and 

average your last purchase into an annual 
estimate.

Assessing Satisfaction with your Technol-
ogy and Technology Team

SAGE suggests you assess your satisfaction 
using the following criteria:

Service•  - Drawing from our experi-
ence, IT is first and foremost a Service 
in a law firm, just like the library, mail 
room, copy centers and accounting 
are services. Therefore, the budget pri-
ority should be on service. We further 
divide Service into two parts:

- System Reliability – each time a user 
needs an IT system or component, it 
is available, behaves predictably and 
performs at a consistent level.

- Personal Assistance – within the 
constraints of operating standards 
of the firm (e.g. hours of operation), 
each time a user needs assistance in 

Small Medium Large Very Large

Total Personnel <151 151-250 251-500 >500

% Revenue for IT 2.57% 3.28% 3.29% 3.52%

- as Capital 1.17% 1.38% 1.39% 1.22%

- as Expense 1.30% 1.90% 1.90% 2.30%

-- IT Compensation 1.18% 1.26% 1.34% 1.82%

-- other Expense Items 0.12% 0.64% 0.56% 0.48%

IT Expenditures as a Percent of Gross Revenue

Revenue $1m $5m $10m $15m

% Revenue for IT 2.47% 2.57% 3.28% 3.29% 3.52%

- as Capital 1.17% 1.17% 1.38% 1.39% 1.22%

- as Expense 1.30% 1.30% 1.90% 1.90% 2.30%

-- IT Compensation 1.18% 1.18% 1.26% 1.34% 1.82%

-- other Expense Items 0.12% 0.12% 0.64% 0.56% 0.48%

IT Spending Targets (Percent of Gross Revenue)

How Does Your Firm Stack Up 
on IT Spending?
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the use of an IT system or compo-
nent, an effective resource is avail-
able promptly.

Function•  – Although Function runs a 
distant second to Service in determin-
ing satisfaction, it must be considered 
fully. Function has three parts:

- Compatibility – Your systems must 
be able to interact with clients, 
courts, agencies, business partners, 
co-counsel and others. Therefore, 
your system must be able to ex-
change information and messages 
without impactful processes and 
procedures. Best example – can you 
handle (without difficult, clumsy, 
unreliable or time-consuming pro-
cesses) the file formats used by the 
entities you deal with most often?

- Efficiency – If you follow the work 
processes your firm uses to develop 
and deliver legal advice, are there 
inefficient steps that bear revision? 
Are there products or services newly 
available to you that increase user 
efficiency and thereby productivity? 
Can technology be applied?

- Obsolescence – Are you using hard-
ware and components that manu-
facturers are ‘sunsetting’ (dropping 
support, discontinuing develop-
ment, no longer offering warranty, 
etc.).

Tying it Together
Classify your IT Budget as High, Adequate 
or Low as compared to Industry Standards. 
Classify your IT Satisfaction as High, Ade-
quate or Low based on your personal opin-
ion and the feedback you get from your 
firm (surveys can be helpful here).

One might expect that the IT Budget and 
IT Satisfaction classifications would align – 
High with High, Adequate with Adequate, 
Low with Low. Surprisingly, this is not the 
general case.

If Satisfaction is higher than Budget, then 
expectations are aligned with your IT Func-
tion and Service. This is a good place to be. 
There will be little or no pressure to make 
any changes, but it doesn’t mean there 
aren’t opportunities to stay ahead of the 
curve. Failing to be alert to such opportuni-
ties and not spending on them can put you 
behind the curve next year. In any case, use 
the Budget comparison as a means to com-
municate the level of IT success with firm 
management and partners.

If Satisfaction is lower than Budget, then 
expectations are not aligned with your IT 
Function and Service. It’s time to pursue the 
details behind the lower Satisfaction and 
develop plans for addressing them. There 
may be some shortfall in Function requir-
ing Capital; there may be some shortfall in 
Service requiring reorganization, new or 
better services, or a new technology man-
agement strategy.

In all cases, you can quickly make a mean-
ingful assessment of IT in your firm, and 
communicate clearly with management 
whether seeking support for funds, help 
with staffing and organization, or simply 
insuring expectations are properly aligned.

Expense Budget
The IT Expense budget is devoted largely to 
achieve the Service objective. Note in our 
charts above that IT Compensation is by 
far the largest component of the Expense 
budget. Historically, law firms prefer ser-
vice that is personal – Personal Assistance 
should come from a human rather than 
from an instruction manual, help file or 
training video. So much of the IT Budget is 
absorbed with payroll.

Sage encourages you to insure that these 
Compensation dollars are funding Personal 
Assistance first and technology pursuits sec-
ond. We often see firms with limited head-
count and funding hire for high technical 
skill rather than high service profile. This 
strategy often leads to a Low Service clas-
sification. A firm is served better with the 
Compensation budget devoted to Service 
and the Capital budget devoted to Func-
tion (including implementation services).

One last thought – even if your Compen-
sation budget is in line, you should be 
evaluating your Service methods and your 
system management regime to find ways 
to increase quality while reducing cost. 
This can be accomplished with improved 
system architecture, reduced system infra-
structure and outsourced services. These 
measures will free up dollars to spend on 
internal Service personnel and resources.

If Satisfaction is higher than Budget, 
then expectations are aligned with your 
IT Function and Service.
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Capital
In general, when compared to the stan-
dard, higher spending should yield higher 
satisfaction with system capabilities. Higher 
spending means you bought the higher ca-
pacity computers, better monitors and so-
phisticated software solutions. This is not to 
suggest that higher spending is necessary 
to achieve satisfaction, but it will help meet 
expectations.

A few observations regarding Capital 
spending:

Systems and Components cost mon-• 
ey during acquisition, implementa-
tion and operations. Too often, firms 
make a Capital investment but fail to 
make the necessary investments in 
implementation and operations to 
insure a return on the Capital. Most 
glaring failures – insufficient skill and 
manpower to implement; failure to 
gain buy-in from firm, beginning with 
firm management; insufficient train-
ing; poor operational monitoring and 
management.

Capital is not invested frequently • 
enough. Many firms make the large 
purchase every 3 – 5 years (some lon-
ger), and then try to hold the line. 
Sage recommends that business re-
quirements and Service quality be re-
viewed on at least an annual basis, and 
that Capital be invested if necessary.

A great deal of Capital has been • 
wasted on software that appeared to 
be the solution to a significant firm 
need, but failed to deliver on the 

promise. Software solutions require 
the firm to participate fully – buy-in, 
training, and constant management of 
the software and related data.

Firms sometimes fail to invest in • 
appropriate IT infrastructure. The 
network components and shared re-
sources are under-sized for the re-
quirements placed upon them. The 
real cost of IT systems in law firms are 
the sum of desktop computers, laptop 
computers, the software on them, user 
training and user support. Buying less 
expensive infrastructure will not yield 
large savings; instead, cutting corners 
on infrastructure is the short road to 
difficulty.

Firms sometimes fail to invest in user • 
experience. Perhaps the best example 
is the debate over monitor size and 
quality. Monitors are the single most 
used component of any computer sys-
tem, and therefore shape the user’s 
opinion of the system. Although $150 
more per desk may make a marked dif-
ference in the cost of the system, it will 
have at least as much positive impact 
on user satisfaction.

Summary
To develop a sensible IT Budget, use the 
information, tools and suggestions in this 
article to:

Compare your historic IT Budget to In-• 
dustry Standards

Assess your IT Satisfaction by classify-• 
ing your level of satisfaction with Ser-
vice and Function

If Satisfaction is lower than Budget, then 
expectations are not aligned with your 
IT Function and Service.

© 2010 SAGE Solutions Group.  All rights re-

served.  Further duplication without permission is 

prohibited.

Determine how IT Budget and IT Sat-• 
isfaction align

Identify opportunities that will better • 
align IT Budget and IT Satisfaction

Revise your IT Budget accordingly• 

Even if this process does not yield an IT 
Budget you can gain approval for, it will 
yield better communication with manage-
ment and more realistic expectations.

George Nicholson (gnicholson@sagesol.com) is 

President of SAGE Solutions Group, a technology 

management firm serving the Washington, DC 

legal community for almost 20 years. 
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The Association of Legal Administrators 
(ALA) Annual Educational Conference and 
Exposition is the legal management profes-
sion’s most comprehensive event of its kind. 
Featuring dynamic and relevant education 
presented by recognized leaders in their 
field, the ALA Annual Conference will en-
hance your knowledge, develop your man-
agement skills, and enable you to achieve 
greater personal and professional growth.

ALA’s three-day Exposition is a vital exten-
sion of the educational program and pro-
vides the opportunity to update yourself 
on the latest technologies, find solutions to 

business issues, solve problems, uncover 
emerging trends, and develop valuable 
resources and partnerships in the legal in-
dustry.

The Annual Conference also provides am-
ple opportunities for networking. Various 
events, including receptions, lunches, and 
idea exchanges, will allow you the time 
to discuss your day-to-day challenges 
and unique issues with other legal man-
agement professionals from around the 
world. You’re sure to learn tips, tactics, 
and wisdom that you can implement back 
at your workplace.

2010 ALA Annual 
Conference & Exposition
Boston, MA 

2010 Annual Conference & 
Exposition

May 3-6, 2010

John B. Hynes Veterans 
Memorial Convention Center

Boston, Massachusetts



www.alanet.org/conf

ConnectLearn
Orchestrate 
Your Future

May 3-6, 2010
John B. Hynes Memorial Convention Center
Boston, Massachusetts

See

Association of Legal Administrators
75 Tri-State International
Suite 222
Lincolnshire, IL 60069-4435
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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) 
Telephone: 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

TML Enterprises, Inc.
9700 Capital Court, Suite 201 
Manassas, VA 20110

Contact: Lisa Gilbert 
(LGilbert@tmlcopiers.com) 
Phone: 703-330-1010

Web site: www.tmlcopiers.com 
Industry:  Xerox company

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

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.

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

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

www.alanet.org/conf

ConnectLearn
Orchestrate 
Your Future

May 3-6, 2010
John B. Hynes Memorial Convention Center
Boston, Massachusetts

See

Association of Legal Administrators
75 Tri-State International
Suite 222
Lincolnshire, IL 60069-4435



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

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
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You are cordially invited to the Northern Virginia ALA Chapter

CHANGE OF GAVEL                                                                                                
     

Join the Northern Virginia Association
Of Legal Administrators in Showing
Appreciation to Our Current Board

For Their Dedication and Contributions
As We Also Welcome Our New Board

and Committee Members

Thursday, March 25th, 2010
6:00 p.m. – 8:00 p.m.

Maggiano’s
2001 International Drive

Tysons II, the Galleria
(Upstairs)

                  Please R.S.V.P. to Jennifer Kubal at kubal@hottell.com by March 20th, 2010
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Creating Positive Professional 
Connections
Positive business partnerships are vital to 
developing the careers of legal administra-
tors, to the member firms, to our business 
partners and to the Association of Legal Ad-
ministrators. Selecting the right products 
and services is an essential element of law 
firm administration. Business relationships 
are important connections and resources 
for legal administrators as they conduct 
the daily aspects of their jobs, plan for the 
future, and build their knowledge about 
products, changes and trends. Building fu-
ture business relationships can help the le-
gal administrator when a product or service 
has changed or when an additional prod-
uct or service is needed. Positive relation-
ships with business partners also provide a 
way to enhance the profession.

Building the Relationship
Business Partnerships are built over time as 
the legal administrators progress in their 
careers. Chapter business relationship ac-
tivities can enhance the relationship build-
ing process while supporting both profes-
sional and Chapter goals. Chapter activities 
provide the forum to be in touch with a 
greater number of business partners in ad-
dition to those we deal with in our firms. 

Chapter activities allow time for the devel-
opment of business relationships. Business 
Partners are important to the continuous 
education of legal administrators providing 
current product and service information, 
trend information and funding for Chapter 
educational activities.

ALA’s Business Partner 
Relations Committee
The ALA Board of Directors recognizes the 
value of the relationships between business 
partners, administrators and ALA as an or-
ganization. In 1998, it created a Task Force 
to study the then current state of these in-
ter-relationships. In 1999, the Board adopt-
ed the recommendations of that Task Force 
and created the Business Partner Relations 
Committee. The Board charged this stand-
ing Committee with further adding value 
to the partnership between ALA members 
and business partners. The Committee 
works to facilitate communication, provide 
resources for feedback, and to emphasize 
the interdependence that exists among 
business partners, ALA members, their em-
ployers and the Association at all levels.

Business Partner Advisory 
Panel
In 2006, the Board created a Business Part-
ner Advisory Panel. The Panel consists of 

representatives from six (6) legal business 
partner organizations. Participants on this 
Panel were selected through an application 
process and serve two-year terms. Their ob-
jectives include helping the Business Part-
ner Relations Committee (BPRC) prepare 
the business partner education at the ALA 
Annual Conference; providing suggestions 
and feedback regarding the exhibit hall at 
the Annual Conference, regional and spe-
cialty conferences; working with the BPRC 
to enhance the understanding and appre-
ciation of mutually beneficial relationships 
between members, business partners and 
ALA; and acting as a sounding board for 
the BPRC’s efforts to create a best practices 
environment at all levels of ALA.

Working with ALA’s Chapters
Many Chapters have created business part-
ner officer positions and committees and 
include positive business partner relations 
as a chapter goal. Chapters recognize the 
importance of business partner relations 
both to the business partner, ALA member, 
Chapter and Association. This recognition 
will help the business partner community 
and Chapters capitalize on business rela-
tionships and ultimately expand them.

If you have a greatVendor

Let ‘em Know About

The Importance of Business Partners in 2010

ALA
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Fax: (703) 352-5669

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

Telephone: 703-760-1694 
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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
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
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

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
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



29JAN • FEB • MAR 2010

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

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.



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 

It’s Time to Renew Your 
Chapter Dues for 2011

Comments? 
Send Them to the Editor
I hope you have enjoyed the Virginia 

chapters first quarter newsletter. Please 

let me know if you have any questions 

and/or suggestions.

Most important, let me know what 

would you like to hear about that would 

be helpful in your quest for success. We 

are here to provide that information to 

you if we can. Also we encourage you 

to use your membership to the fullest 

to assist you along the way.

Send comments and suggestions to: 
Maria_omar@aporter.com 

703-720-7117 

Many of our board positions are in need of 
assistance. We have a GREAT Chapter and 
we need you to help keep it that way.

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

Welcome New 
Members
Leslie P. Vereide

Office Administrator 
Gammon & Grange, P.C. 
8280 Greensboro Drive, Seventh Floor 
McLean, VA 22102 
703-761-5000

Thomas M. Duka

Office Administrator 
McCandish Lillard 
11350 Random Hills Road 
Suite 500 
Fairfax, VA 22030 
703-934-1157

Our Chapter 
Needs Help!



Northern Virginia Chapter 
of  the Association of Legal Administrators, Inc. 

February 1, 2010 

Northern Virginia Chapter ALA Dues 
April 1, 2010 – March 31, 2011 

For the 3rd year, the NOVA ALA Board is pleased to announce no increase to this year’s chapter dues!     
Please remit $175.00 to renew your annual membership dues by March 31, 2010.  Your annual dues will 
cover all fees for attending monthly chapter meetings and social events.   

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

Note:  That pursuant to the Revenue Act of 1987, we are required to advise you that your association dues are not 
deductible as charitable contributions for federal income tax purposes.  Your dues payments, however, remain 100% 
deductible as business expenses to the same extent as permitted under law. 

PLEASE COMPLETE AND RETURN WITH YOUR CHECK 
________________________________________________________________________________________________ 

NAME:______________________________________ TITLE:_________________________________

FIRM:  ______________________________________________________________________________ 

ADDRESS: ________________________________________________________________________ 

  ________________________________________________________________________ 

TELEPHONE NO.: _________________________________________________________________

E-MAIL ADDRESS: _________________________________________________________________ 

NO. OF ATTORNEYS IN FIRM:_______________ AT YOUR LOCATION:_____________________ 

AREAS OF PRACTICE:________________________________________________________________ 

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

 HOSPITALITY EDUCATION NEWSLETTER MEMBERSHIP WEBSITE     VENDOR PARTNER 

WHAT TOPICS WOULD YOU LIKE PRESENTED AT THE MONTHLY MEETINGS? 

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

WOULD YOUR LAW FIRM HOST A MONTHLY ALA CHAPTER MEETING?  YES_____ NO ______ 
(Only requirement is to provide a conference room – Hospitality Chair will coordinate arrangements with host.)



Toys Totsfor
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