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2017 has been a year of  change, and with 
change brings opportunity. I hope 2017 is 
a year that provides opportunities for us 
all – for growth, education, and prosperi-
ty within our firms.

I am thrilled to accept the role as chapter 
president, and I hope I will serve you all 
well. I began my career nine years ago as 
legal support staff  before transitioning to 
management. I have a passion for human 
resources and achieved the Associate Pro-
fessional in Human Resources certifica-
tion in fall 2016. I began volunteering for 
ALA in spring 2016 as the website chair.

I am excited to work alongside you all, 
and would like to encourage you to get 
involved in the chapter. Without our vol-
unteers, much of  what we do would not 
be possible. I’d like to thank Ben Sotelo 
and Jen Kubal for all they do to keep the 
chapter running smoothly. I’d also like to 
welcome and thank Jillian Holmes, who 
has taken over the newsletters.

Our calendar has been updated for this 
year’s activities, including educational 
luncheons and conferences to assist with 
your professional development. Some 
highlights are:
n	 ALA Virginia Statewide Retreat on 

March 17-18, 2017. 

n	 ALA Annual Conference and Expo in 
Denver, Colorado, April 2-5, 2017.

n	 ALA East Regions (1, 2, 3) Legal 
Management Conference in Nashville, 
Tennessee, October 12-14, 2017.

I look forward to seeing you at meetings 
this year!

Megan Pfeifle, aPHR
President, Northern Virginia ALA Chapter

President’s Message

INSIDE THIS ISSUE:

Ben Sotelo passes the gavel to Megan Pfeifle
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By Jake Krocheski
President, Client Connection

Every law firm is different, but nearly all of  them share 
common accounts receivable challenges. To help 
firms address their collection problems, we have com-

piled a list of  the questions we hear most frequently from 
law firms, and offer our answers;

QUESTION: How should we evaluate our firm’s 
accounts receivable management needs and strategy to 
ensure we are making progress?

ANSWER: Ask yourselves – are we doing the right job, 
or do our processes, policies and procedures exist only 
on paper or in theory? All firms should take the time and 
effort to evaluate if  they have A/R management best 
practices in place. The key questions to ask are:
n	 Do you have the appropriate governance and leader-

ship structure?
n	 Do you have meaningful reports and information?
n	 How are the attorneys managing their A/R and are 

they spending enough time on their collection efforts?
n	 Do you have the right administrative staff  in place, and 

are they doing the right work the right way?
n	 Are you measuring their performance by results they 

are achieving?
n	 Is the firm regularly collecting its older, difficult A/R?

QUESTION: What role should firm leadership play in 
A/R management and collection efforts?

ANSWER: Effective receivables management needs to 
start from the top. Leadership needs to tell the attorneys 
to address their collections, but also understand the need 
sometimes to use other resources to help them achieve 
results. Start with a self-evaluation to figure out what the 
firm is doing right and what you could be doing better. 
Take stock of  what you are doing – and why – and 
evaluate what is and is not working. Look at everything, 
including how your firm historically has managed its 
receivables, to determine where changes need to be made 
based on today’s legal profession and how clients pay. 
Assess whether you have the right people, with the right 
skills, in place to do the job. This includes both attorneys 
and A/R staff. 

QUESTION: We have policies and procedures for our 
attorneys to follow. Why are they not working?

ANSWER: While the financial management sector of  
a law firm wants to have strong black-and-white proce-
dures that are common in most businesses, there are so 
many complicated transactions and relationships that do 
not lend themselves to black-and-white procedures. Have 
written procedures in place concerning accounts receiv-
able management, and communicate expectations on col-
lections to the attorneys. However, the procedures need 
to be workable, and there need to be exceptions, which 

THE MOST 
FREQUENTLY ASKED 
QUESTIONS ABOUT 
ACCOUNTS
RECEIVABLE 
MANAGEMENT

PART 1
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should be monitored closely and not be seen as a way to 
avoid firm collection policies and rules. Giving too much 
individual autonomy to the attorneys is often the root of  
a firm’s A/R problems.

Firm leadership must help attorneys understand specif-
ic actions to take to ensure payment, give them a time 
frame for getting accounts collected, and provide the right 
professional support to help them.

QUESTION: How can we best overcome the backlog of  
our older, difficult A/R?

ANSWER: These receivables must be actively pursued 
until they are paid or determined to be uncollectable. But 
do not expect payment without substantial effort on the 
part of  the firm. There must be dedicated efforts, with 
status reports going to leadership to ensure progress is 
being made. Typically, firms focus their efforts on those 
clients that pay timely and avoid working with older ac-
counts because they take time and are often not pleasant 

to deal with. Consistent follow-up efforts are the key to 
making progress with these types of  accounts. 

QUESTION: What kind of  A/R management informa-
tion should we be looking at?

ANSWER: A/R reports have to give firm leadership real, 
actionable information; they need to show that collection 
activity is moving forward and progress is being made on 
each account.  Detailed reports should provide informa-
tion on whether accounts are actively being pursued, what 
the payment status is, who is pursuing collections and 
what success they are having, why clients are not paying, 
and what steps are being taken to get them to pay. n

Jake Krocheski is President of  Client Connections. He has 
more than 25 years of  experience as a management consultant, 
working with law firms. Client Connection assists law firms of  
all sizes throughout the United States by furnishing accounts 
receivable management services and developing practical receiv-
able programs. He can be reached at jakek@clientci.com.
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All-State Legal

Any firm with more than two people needs a place 
to gather around a table to discuss ideas, meet with 
business partners and present to clients. Conference 

rooms are set up to serve as a meeting place. Often they 
are overlooked for their potential to reflect and reinforce 
a firm’s brand.

WHY IT’S IMPORTANT YOUR CONFERENCE 
ROOM REFLECTS YOUR BRAND
Conference rooms serve as a window into your firm. Not 
everyone will see your entire office. Often times guests 
are moved from the lobby straight into the conference 
room. You can easily convey your firm’s culture and 
reinforce your brand through things like colors, furniture, 
art and other small details.

Picture this: you are presenting to a prospective client. 
The room is sterile with uncomfortable chairs, void of  
artwork, plants or decoration. Basically, its lacking any 
representation of  your firm’s brand and personality. 
There are no pens or pads available. Your meeting starts 
late because your technology is outdated or isn’t working 
properly. How engaged will that client be with a medio-
cre or, even worse, a negative first impression? How much 
harder will you have to work to impress that client?

MAKE POSITIVE FIRST IMPRESSIONS.
Even though we are told not to judge a book by its cover, 
we all still do - at least when it comes to first impressions. 
Several studies have shown that within seconds of  meet-
ing we decide a person’s wealth, trustworthiness, success 
and other characteristics based solely on appearance. A 
meeting room that is lacking personality can negatively 
affect first impressions both of  your firm and your presen-
tations and meetings.

5 WAYS YOUR 
CONFERENCE 

ROOM 
C A N  R E F L E C T  Y O U R  B R A N D

ESTABLISH A CONDUCIVE WORK 
ENVIRONMENT.
A more sophisticated meeting room helps to eliminate 
non-work related distractions and boost productivity. It 
can also encourage your team to be more professional 
and foster teamwork and innovation.

5 WAYS TO BRAND YOUR CONFERENCE 
ROOM
Creatively extending your brand within your conference 
room doesn’t have to be difficult or expensive. There are 
simple touches you can include in your conference rooms 
that will help extend your brand - from the moment a 
client enters your office, throughout your meeting and as 
they leave.

Your conference room shouldn’t be an afterthought. A 
large portion of  time spent in the office takes place in 
the conference room, so it is important that it reflects the 
type of  firm that you are and displays a sense of  profes-
sionalism.

1  Furniture, Decor and Technology
The first thing your guests see when they enter your 
conference room is the furniture, the color of  the 

walls, the decor and the technology that you have avail-
able.

Your wall colors should complement the colors within 
your firm’s logo. The furniture should complement your 
firm’s image. Your decor - artwork, plants, etc. - should 
bring your firm’s personality to life. Together, these ele-
ments will set the mood and reinforce your brand. If  you 
want to project a progressive, creative image to clients 
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- one that says your team is innovative and excited by 
the prospect of  working challenging cases - furnish with 
a clean glass table, colorful, modern chairs and unique 
art on the wall. Decorating with large, burgundy leather 
chairs, a giant mahogany table and antique paintings will 
send a message of  experience, sophistication and tradi-
tion.

When equipping your meeting room with necessary tech-
nology like monitors, projectors and collaboration tools, 
ensure you have hidden wires, store remotes and other 
devices in drawers or cabinets. Ensure all of  your technol-
ogy is in working order to avoid delays in your meeting. 
Try to keep your technology in the background as an aid 
for meetings, but not the focus. Having extra charging 
cables available will prove your firm’s commitment to 
client satisfaction.

2
Wi-Fi Network Name and Password
Always post the guest Wi-Fi network name and 
password in your meeting room. No one wants to 

start a meeting, running around trying to find the pass-
word or spend time spelling it out to guests. This wastes 
time, looks unprofessional and makes you seem ill-pre-
pared.

Be sure the Wi-Fi information is visible and permanent, 
but also make sure you can easily update it when the 
network name and passwords are changed. A few options 
to consider...
n	 Use a tent card, printed on both sides. Display in the 

middle of  the conference room or put one at each 
end - depending on the size of  your table. You can 
also display on other furniture - such as bookcases or 
credenzas - that are in the room.

n	 Display using a frame or two-sided standing frame. 
Again the number of  displays will depend on the size 
of  your room and the furniture within.

n	 Have professionally printed business cards available. 
Display in business card holders that match the decor 
of  the room. This allows for each guest to get set up 
at the same time so you can start your meeting more 
quickly. Plus they are the most impressive, personal 
presentation.

Additionally, be sure your router is located either in 
the room or just outside of  it. Mounting routers on the 
ceiling, upside down, will keep them less visible yet still 
provide great range.

3
Materials for Note Taking
While we do live in a technology-driven world, 
many of  us still hand write notes in meetings. 

Having materials available, both for your guests and 
your team members, shows your firm’s preparedness and 
attention to client comfort and needs. When a guest asks 
if  you have a pen available and everyone in the meeting 
starts looking, it is distracting. Don’t derail your meeting 
before it even begins. And on those occasions where you 
or a team member fails to have a pen - or your pen runs 
out of  ink - you don’t need to interrupt the meeting in 
search of  a new one.

Keep the below materials on hand and be sure they serve 
to further your brand.
n	 Pens - branded for the biggest impact
n	 Memo pads - branded for the biggest impact
n	 Legal pads - branded for the biggest impact
n	 Pen holders that match your decor

Finally, if  you have a white board or glass board - be sure 
to have dry erase markers and erasers available. Making 
sure these items are stocked and in good condition prior 
to a meeting will help your avoid unnecessary disrup-
tions.

4
Refreshments and Luncheon Supplies
If  you’ve ever attended a meeting, you know that 
as soon as the meeting starts someone will need a 

drink. Or someone will start coughing and need a mint. 
Or someone’s stomach will growl. And if  you’ve ever at-
tended a working lunch, you know that conference rooms 
can often double as a cafeteria. Take advantage of  these 
situations by providing refreshments. This shows your 
attention to detail and your concern for your guests. Plus, 
many refreshment and luncheon supplies can add your 
brand to your conference room in subtle ways.

Whether you are serving a full lunch or just having a 
meeting, some essentials for conference rooms are:
n	 Placemats - branded for the biggest impact
n	 Coasters - branded for the biggest impact
n	 Napkins - branded for the biggest impact
n	 Mugs and glasses - branded for the biggest impact
n	 Insulated cups with lids - branded for the biggest im-

pact
n	 Carafes and other containers
n	 Snacks, mints, etc.
n	 Coffee, tea, water and soda
n	 Creamers, sweeteners and stirrers
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By Jason Levin

As a partner or counsel in your firm, you probably 
recognize the importance of  giving time, insights 
and advice to up-and-coming attorneys. You fun-

damentally understand how important mentorship was 
for you as you progressed in your own career. You might 
also remember your initial apprehension in developing 
mentor relationships. Clearly, mentorship helps mentees 
make better career moves, improve their work product, 
increase their professional self-awareness and understand 
firm nuances.

IMPARTING 
YOUR LEGAL 
LEGACY

E S S E N T I A L S  F O R  A 
M E N T O R  C O N S I D E R I N G  A N 
I N V E S T M E N T  I N  A  M E N T E E

As you consider mentoring relationships, it is also 
important to ask: what do YOU want to give? How do 
you want to be remembered in your firm? In mentorship, 
you can be selfish too. Are there subject areas you enjoy 
talking about more than others? What is your vantage 
point on good legal writing? On career management and 
career advancement in a law firm? Do you prefer speak-
ing about approaches to client service or business devel-
opment? Or perhaps you were the first in your family 

Another absolutely essential, yet often overlooked item, 
is a trash can. A trash can ensures your conference room 
will remain tidy and professional for the next meeting.

5
Bottled Water To Go
Whether personalized with your brand as a great 
finishing touch or simply available to your guests, 

bottled water is a terrific addition to your conference 
room. Having water available in your conference room 
allows meeting attendees to remain focused on the 
content of  the meeting. What better way to end a meet-
ing and say that your firm cares than by asking if  your 
guests would like water for their trip back to their office 
or home?

WHEN YOUR CONFERENCE ROOM REFLECTS 
YOUR BRAND
Now picture this: you are presenting to a prospective 
client in a room with professional furniture, comfort-
able chairs and appropriate wall decor. You have firm 
branded pens and pads available, easily accessible Wi-Fi 
passwords and small branded touches that make your 
prospective client feel like they are your top priority. How 
much easier will it be to engage and impress that client 
with your work product now that he/she has a positive 
first impression?

Make sure your client leaves focused on the details of  the 
meeting instead of  lamenting the minor inconveniences 
and missed details of  your conference room. n
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The most important piece to investing is 
an incremental, consistent commitment. 
Some investments need a little more time 
than others. Like investing in the markets, 
not all of  your decisions generate similar 
yields. By taking a “portfolio approach” 
to mentoring, you will certainly find your 
investments generating a great return. n

Jason Levin founded Ready, Set, Launch, 
LLC®, www.readysetlaunch.net, after a career 
in brand management at Unilever, consulting 
at Accenture and employer branding sales at 
Vault.com. Career and outplacement coaching 
is his passion, and he guides attorneys of  all 
backgrounds through career transitions, even 

into retirement. Jason partners with law firms to further engage 
and develop their employees through training and outplace-
ment. Jason works with his clients to land that next client, job, 
promotion, career change, entrepreneurial venture or transition 
into retirement. Jason enjoys speaking on and moderating 
panels and presenting career and business development seminars 
and webinars at staff  retreats, conferences and training sessions. 
Jason is “an attorney by marriage” and you can email Jason 
at jason@readysetlaunch.net and follow him on Twitter @
jasoncareers.

Jason Levin will be speaking on the topic of  outplacement
and transition services at the NOVA ALA luncheon
on September 27, 2017 at Miles & Stockbridge.

to go to college and enjoy talking about 
persistence as well as your evolution as a 
lawyer?

Within a law firm setting, your time 
is clearly at a premium. In juggling all 
different kinds of  initiatives and priorities 
in your leadership role, you can consider 
mentee selection similar to your invest-
ment style. Just as you evaluate invest-
ment decisions, you can take a similar 
approach to mentoring decisions. So, how 
should you invest in your “mentorship 
bucket?” As an experienced investor, you 
likely seek to balance risk and return as 
well as bring diversity across asset classes. 
Here are some investment criteria to con-
sider in taking on a new mentee:

n	 Trial periods work – Recognize that mentor/mentee 
relationships do not need to last indefinitely. Give 
each of  your potential mentees a trial period to see if  
the relationship is working both for you and for them. 
Sometimes an associate or professional staff  member 
needs a little time to “click” with you.

n	 Motivation matters – Have the potential mentee(s) 
shown some amount of  enthusiasm in learning and ac-
cepting your insights, wisdom, counsel and coaching? 
Are they showing initiative and follow-up in a way that 
fits your schedule?

n	 A clear ask is the best ask – Do potential mentees 
come to you with specific, thoughtful questions? Have 
they sent you an agenda in advance of  your meeting? 
During your conversations, do they show a logical 
thought process?

n	 The train needs to arrive at the station on time – Will 
your potential mentee respect the boundaries you set? 
Is the potential mentee reaching out more often than 
you would like or instead willing to interact with you 
on a quarterly or semi-annual basis?

n	 No need to look at yourself  in the mirror – Ethnic, 
gender, sexual preference and cultural understanding 
are the 21st century currency for the modern lawyer. 
Simply put: diversity matters. Are you keeping your 
mind open to offering mentorship to someone who 
does NOT look like you or talk like you? In addition to 
mentoring associates, have you considered mentoring 
professional staff  and administrators?

Just as you 
evaluate 

investment 
decisions, you 

can take a 
similar approach 

to mentoring 
decisions. 

WELCOME  
NEW MEMBERS!
Please join us in welcoming our newest ALA 
members to the NOVA Chapter!

n	 Alan Medrano, Docking Manager with Birch 
Stewart 

n	 Lynette Mansfield, IP Manager with Miles & 
Stockbridge 

n	 Andrea Marie Longo, Assistant Administrator 
with Duff, Kronfeld & Marquardt n
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May Luncheon - May 23, 2017 
TEN IMPORTANT THINGS TO KNOW 
ABOUT MANAGING PEOPLE—BASED ON 
"THE BIG BOOK OF HR"

Speaker: Barbara Mitchell 

Location: Hunton & Williams 
1751 Pinnacle Dr #1700, 
McLean, VA 22102 

There's hiring, and there's firing 
but in between a lot happens! 
This highly interactive presen-
tation will focus on:
n	 Importance of  hiring the 

right people
n	 Role of  culture in employee 

engagement
n	 Developing your talent
n	 Managing performance
n	 Rewarding and recognizing excellence 

Barbara Mitchell is co-author of  The Big Book 
of  HR and several other business books. She is a 
nationally known speaker on topics relating to 
managing people. Most of  her long career in HR 
was spent with Marriott International before start-
ing her own consulting practice. Her focus is in 
helping organizations hire, engage, and retain the 
best talent available.

Ms. Mitchell will have copies of  the newly revised 
The Big Book of  HR available for purchase, for $20, 
cash or check.

March 17, 2017, 4:00 PM - 11:00 PM
2017 ALA Virginia Statewide Retreat 
Kingsmill Resort

March 18, 2017, 8:00 AM - 2:00 PM
2017 ALA Virginia Statewide Retreat 

March 30, 2017, 12:00 PM - 1:30 PM
March Luncheon, Roberts Mlotkowski Safran Cole 
& Calderon, PC

April 2-5, 2017 
2017 National ALA Conference and Expo 

April 20, 2017, 12:00 PM - 1:30 PM
April Luncheon, Venable

May 23, 2017, 12:00 PM - 1:30 PM
May Luncheon, Hunton & Williams

June 29, 2017, 12:00 PM - 1:30 PM
June Luncheon, McCandlish Lillard

July 27, 2017, 12:00 PM - 1:30 PM
July Luncheon, Location TBD

August 3-5, 2017 
Large Law Firm Principal Administrators Retreat 

August 17, 2017, 5:30 PM - 8:00 PM
August Crab Feast 

September 27, 2017, 12:00 PM - 1:30 PM
September Luncheon, Miles Stockbridge

October 5-7, 2017 
Human Resources Conference for Legal 
Professionals 

October 5-7, 2017 
Finance Conference for Legal Professionals 

October 5-7, 2017 
Intellectual Property Conference for Legal 
Professionals 

October 12-14, 2017 
East Region (1,2,3) Legal Management Conference 

October 26, 2017, 12:00 PM - 2:00 PM
October Summit, Reed Smith

November 15, 2017, 12:00 PM - 1:30 PM
November Luncheon, Location TBD

December 7, 2017, 12:00 PM - 1:30 PM
Holiday Party

UPCOMING EVENTS
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ALA SEMINAR REPORT

ALA CAPITAL CHAPTER

DC EDUCATIONAL SEMINARS
By: Jillian Holmes

Paula Serratore of  the ALA Capital Chapter has 
extended an invitation to the NOVA ALA Chap-
ter members to attend upcoming DC educational 

seminars. On February 22, 2017, I accepted the invita-
tion to the educational seminar, Develop Your Executive 
Presence. This seminar was facilitated by Christine Clapp 
who is the author of  “Presenting at Work: A Guide to 
Public Speaking in Professional Contexts”.

Clapp recognizes the career challenges of  an extremely 
skilled professional with a lack of  presentation skills and 
executive presence. In Develop Your Executive Pres-
ence, Clapp provided powerful insights which included 
the “Five S’s of  Speaking with Confidence”, which are 
summarized in the following article. We also received the 
opportunity to engage in practical applications, which 
gave us the enjoyment of  practicing the strategies that 
were introduced.

Further information about Christine Clapp and how to 
develop your executive presence can be found at  
www.presentingatwork.com and www.spokenwithauthority.com . 

I would like to thank Paula Serratore for reaching out to 
the NOVA ALA Chapter and sharing this valuable learn-
ing experience. Paula has also extended an invitation to 
attend the following upcoming DC educational seminars. 

Employment Law Update: New DC Paid Family Leave 
Law – This is a 2 hour seminar.
March 23, 2017 at Mayer Brown
Time: 11:45 am - 2:00 pm

How to Work with Different Generations-from Two 
Perspectives
April 12, 2017 at Sidley Austin LLP
Time: 11:30 am - 2:00 pm

Implementing a Successful Formalized Flex Program
May 25, 2017 at Hogan Lovells US LLP
Time: 11:45 am - 2:00 pm

Getting What You Want: Setting and Maintaining 
Boundaries with Others
June 21, 2017 Sidley Austin LLP
Time: 11:45 am - 2:00 pm

If  you are interested in attending, please RSVP at  
jdavis@alacapchap.org. n

The January Chapter 
Meeting was held at  
Birch Stewart n

CHAPTER  
MEETING
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ALA SEMINAR REPORT

By Christine Clapp

Successful legal professionals speak 
with confidence whether they’re in the 
conference room or coffee room, on 

the phone or speaking on a panel. That’s 
because they’ve mastered the five S’s of  
confident delivery: stance, sound, smile, 
silence, and sight. Here’s a recap of  these 
concepts as explored during the ALA Capi-
tal Chapter’s meeting on February 22, 2017.

SECRET ONE: STANCE
Open your posture and move purposefully. Keep your 
feet planted on the ground, hip distance apart with 
weight equally distributed. Imagine that your feet have 
dried in concrete to avoid rocking, swaying, tapping, or 
pacing. With your feet grounded, stand tall. Lift your 
chest, expanding the area from your hips to your shoul-
ders. Keep your shoulders relaxed and rolled back. Hold 
your head high, like there’s a string attached from the top 
of  your head to the ceiling. 

Keep your hands at the sides in a neutral position rather 
than doing the T-Rex – keeping arms glued to your torso 
and gesturing with small, frantic hand movements. Re-
member, purposeless movement distracts listeners from 
your message and is a sign of  nervousness. When you 
have control of  your body, use thoughtful gestures and 
movements in the room to reinforce what you’re saying.

SECRET TWO: SOUND
Fill the room with sound. With the foundation of  excel-
lent posture, project by speaking from the diaphragm, not 
the throat. This also ensures that the voice is grounded – 
on the low end of  its natural range. It’s nearly impossible 
to be too loud. After all, how many times have you left a 
presentation thinking, “That speaker was just too loud”? 
After you master speaking loudly, lowly, slowly and clear-
ly, aim to add variations to your volume, pace, and pitch 
to add dynamism to your speaking.

THE FIVE S’s OF SPEAKING 
WITH CONFIDENCE A RECAP OF  

2/22 PROGRAM

SECRET THREE: SMILE
Show those pearly whites. Smiling not only 
makes your voice more pleasant to listen 
to, it conveys confidence. Even if  you’re 
terrified of  public speaking, no one will 
know if  you have a smile on your face. Rest 
assured, smiling throughout a presentation 
won’t make you look cheesy (remember the 
Brené Brown clip we watched https://www.
ted.com/talks/brene_brown_on_vulnerability?). 
You will appear friendly, approachable and 
composed. Whenever it’s appropriate for 

your topic (when it is good news, neutral, informational, 
or technical), throw on a smile.

SECRET FOUR: SILENCE
Use … long … pauses. Americans generally loathe 
silence. This results in sentences that are littered with 
junk words, such as “um,” “ah,” “you know,” “kind 
of,” “like,” “so,” and “well.” These vocal fillers make 
speakers look unpolished, unprepared and unprofession-
al. They can even be distracting or can undermine your 
credibility. To overcome them, start correcting yourself  in 
casual conversations and enlist the help of  friends, family 
members and colleagues to point out when you slip up. 

Additionally, if  you lose your train of  thought, don’t 
apologize or show any outward signs of  frustration. 
These reactions only draw attention to a mistake. Mini-
mize inevitable stumbles by silently finding your place in 
your notes or taking a sip of  water to regain composure. 
Any pause before an audience feels longer to the speaker 
than the audience.

SECRET FIVE: SIGHT
Make lasting eye contact. Hold your gaze on an audience 
member for three full seconds without blinking or glancing 
away. Then move on and lock your gaze with someone 
else in a different part of  the room. Lingering eye contact 
builds rapport by giving audience members the feeling they 
are engaged in an intimate one-on-one conversation. 

if you lose your 
train of thought, 
don’t apologize 

or show any 
outward signs 
of frustration. 
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Place all ingredients except banana into a saucepan 
and cook on medium heat. Stir every 2-3 minutes for 
about 10 minutes or until all liquid is absorbed and the 
oats are soft. Add a bit more water if  necessary.

Cut the banana in half  horizontally. Heat a non stick 
pan with 1 teaspoon of  coconut oil and fry the banana 
for about 3 minutes until it starts caramelizing.

Pour the oats into a bowl, top with caramelized 
banana, drizzle with nut butter and seeds of  choice.

CHIA PORRIDGE 
WITH CARAMELIZED 
BANANA
www.fitactivetoned.com

INGREDIENTS (Serves 2-3)

½ cup oats
1 tbsp. chia seeds
½ cup water
½ cup coconut milk
pinch of  sea salt
½ tbsp. maple syrup (or honey)
1 ripe banana, peeled

Toppings:
1 tbsp. nut butter, I prefer almond butter
1 tbsp. hemp seeds (or seeds/nuts of  choice)

Avoid scanning the audience without stop-
ping to look directly at anyone. Don’t make 
selective eye contact with the two or three 
people in the room who are smiling and 
nodding. Ignore the suggestion of  looking 
at the back of  the room rather than your 
audience to reduce nervousness. While it 
might make it the easiest speech you ever 
delivered, but it also will make it the least 
engaging. Audiences want you to speak to 
them, not at them.

Remember the five S’s of  confident deliv-
ery: stance, sound, smile, silence, and sight. 
Master them and you’ll have the confidence 

to speak up and stand out in any workplace 
situation. n

Christine Clapp is the author of  
Presenting at Work: A Guide 
to Public Speaking in Profes-
sional Contexts  
(www.presentingatwork.com) 
and the president of  Spoken 
with Authority (www.spoken-
withauthority.com), a presenta-
tion skills consultancy that trains professionals to 
achieve a personal best every time they present. 
She can be reached at christine@spokenwithau-
thority.com or @christineclapp.

Don’t make 
selective eye 

contact with the 
two or three 
people in the 

room who are 
smiling and 

nodding.
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Please remit $175.00 to renew your annual membership dues. 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 
  Firm Administrator
  Vaughan, Fincher & Sotelo, PC
  8609 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?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

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.)

2017 NORTHERN VIRGINIA CHAPTER ALA DUES
Northern Virginia Chapter of the Association of Legal Administrators, Inc.
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2017 Northern Virginia ALA Business Partners

SILVER SPONSOR

SunTrust Bank
SunTrust Investment Services, Inc.
Mail Code: VA ACW-5102
8330 Boone Boulevard, 8th Floor
Vienna, VA 22182
Contact: Marilyn Daniel (Marilyn.Daniel@suntrust.com)
Phone: 703-442-1501
Web: http://www.suntrust.com
Industry: Banking

BRONZE SPONSORS

Planet Depos
405 East Gude Drive, Suite 209
Rockville, MD 20850
Contact: JJ Rochefort (jj.rochefort@planetdepos.com)
Phone: 888-433-3767
703-307-7372
Web: http://www.planetdepos.com
Industry: Court Reporting/Videography/Video Conferencing

Sensei Enterprises, Inc. 
3975 University Drive, Suite 225
Fairfax, VA 22030 
Contact: Sharon Nelson (snelson@senseient.com)
Phone: 703-359-0700
Web: www.senseient.com 
Industry: IT Support for Law Firms

EBC Carpet Services, Inc
4385 Nicole Drive
Lanham, MD 20706
Contact: Elizabeth West (elizabethn@ebcusa.com)
Web: www.ebcusa.com
Phone: 301-252-5273
Industry: Specialized Flooring & Textile Cleaning  

Legal E-Employment Partners
1577 Spring Hill Road, Suite 270
Vienna, VA 22182
Contact: Jeanette Derby, President
Amber Goettlich, Administrative Coordinator  
(jderby@mylegale.com)
(amber@mylegale.com)
Web: www.mylegale.com 
Phone: 202-316-1500
Industry: Legal Staffing 

Jamison Insurance Group 
888 17th Street, N.W., Suite 212
Washington, DC 20006
Contact: Dennis M. Duff  (dduff@jamisongroup.com)
Phone: 202-775-0077
Web: www.jamisongroup.com
Industry: Insurance

Interstate Moving Relocation Logistics  
5801 Rolling Road
Springfield, VA 22152\
Contact: Mark Moore (mark.moore@invan.com) 
Phone: 703-400-9602
Web: www.moveinterstate.com 
Industry: Commercial Relocation

mailto:dduff@jamisongroup.com?subject=NOVA ALA Web Contact
http://www.jamisongroup.com
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2017 Northern Virginia ALA Business Partners

Royal Cup Coffee 
845 F Hampton Park Blvd.
Capital Height, MD 20743
Contact: Amy Pluebell (amypluebell@royalcupcoffee.com)
Phone: 202-510-6131
Web: www.royalcupcoffee.com
Industry: Office Refreshment Services 

FRIENDSHIP SPONSORS

ACCESS Information Management
9101 Owens Drive
Manassas Park, VA 20111 
Contact: Steven Woodward (swoodward@accesscorp.com)
Phone: 703-368-8180 
Web: www.informationprotected.com 
Industry: Records and Information Management

Total Document Solutions, Inc. 
19440 Golf  Vista Plaza, Suite 220 
Leesburg, VA 20176 
Contact: Jennifer J. Graham (grahamj@totaldocuments.com)
Phone: 703-771-6307 X302
Web: www.totaldocuments.com 
Industry: Records Management

Davis, Carter, Scott Ltd. 
1676 International Drive, #500 
McLean, VA 22102 
Contact: Marcia Calhoun (mcalhoun@dcsdesign.com)
Phone: 703-556-9275
Web: www.dcsdesign.com 
Industry: Interior Architecture 

Elite Document Solutions
10301 Democracy Lane, Suite 120
Fairfax, VA 22030
Contact: Keith Burke (Keith@elitedocsllc.com)
Web: www.elitedocsllc.com
Phone: 703-273-1334 
Industry: Litigation Support 

Paxton Record Retention, Inc
5280 Port Royal Road
Springfield, VA 22151
Contact: Jennie Gift (jennie@paxton.com)
Web: www.paxton.com
Phone: 703-764-3304 
Industry: Records and Information Services 

The NOVA ALA Business Partnering program’s primary goals are to: 
n	 Build positive relationships between business partners and law firm administrators.
n	 Continue to offer our members special events (such as seminars and retreats), a high caliber of  speakers at our 

monthly meetings.
n	 Provide opportunities to send more members to the annual National and Regional conferences.
n	 If  you have business partner contacts that you would like to be invited to join our program, please email 

Stephanie Angelides at SDAngelides@Venable.com or Ben Sotelo at bsotelo@vfspc.com, and give the following 
information: Contact Name, Company Name, Address, Telephone Number and Fax Number. 

Please patronize our business partners! 




