Pima County Bar Association CLE 

CLE Form

Attached to this document you will find a “CLE Form”, please complete and return to admin@pimacountybar.org.  From this form a registration flyer and advertisement on the “CLE Seminars” section of PCBA’s website, www.pimacountybar.org, will be created.  This information will also be used to advertise the seminar in The Writ, at least approximately one month before the schedueled date.  Be sure to include any Ethics Credit Hours on the CLE form.

Materials

All materials for the seminar are due at least 10 days prior to the schedueled date for copying and binding.  Please send either originals to 177 N. Church Ave., #101 Tucson, AZ 85701 or electronic copy to admin@pimacountybar.org.  A short biography for each presenter is also due no later than the time of material submission.  The biographies will be included in the front of the materials booklet.  Materials should have at least 10 pages of content for every credit hour offered in the seminar (i.e. 2 HOURS MCLE = 20 pages).  If the presenters would like to include a table of contents page or divide the materials by speaker sections, it should be noted with material submission.  

Copyright

If you intend to use someone else’s copyrighted work in your materials we request that you obtain written permission. Under federal copyright law, only the copyright owner or someone acting with the owner's authority, such as a publisher, can grant that permission. While not every unauthorized use of a copyrighted work is an infringement, whenever you use another person's words, illustrations, photographs, charts or graphs in your own work you must be sensitive to the risk of infringing that individual's copyright. If you have any questions about or need help obtaining copyright permission please feel free to contact the PCBA at (520)623-8258 or admin@pimacountybar.org. 
Equipment

The PCBA does offer the use of an overhead projector, TV with DVD/VCR, wall screen and LCD PowerPoint projector to CLE presenters.  If any equipment is needed for the presentation it must be noted on the CLE form.  It is further suggested that presenters arrive 30 minutes early the day of the seminar.  

Evaluations

After the seminar a copy of the compiled seminar evaluations will be mailed to both the coordinator and presenters.


[image: image1]
Presentation Form

This form MUST be returned to PCBA within TWO (2) WEEKS of the date of receipt for publicity preparations.  You can type directly on this form, and then return it to Julie Nicolay by fax (520-623-9772) or by email (admin@pimacountbar.org).     
BASIC INFO

	1. CLE Date and Time


	

	2. Title of CLE

	

	3. Full Name(s) of Faculty AND                         Firm(s)/Organization(s) 
     (as you would like them on  

      promotional materials)
	


SEMINAR CONTENT 

	4. Please provide a BRIEF DESCRIPTION explaining the seminar’s premise or the subject, using bullets in the format is preferred.  
NOTE: THIS INFORMATION WILL BE USED FOR THE CLE PUBLICITY MATERIALS

* If applicable, please include  

  any ethics hours.
	  

	5. Please provide a BRIEF BIO (150 words or less) for EACH faculty 
Attach additional sheets if necessary 

	


EQUIPMENT NEEDED

	6. Using the options listed below, please note any audiovisual equipment needed: 
               (a) overhead projector                      
             (b) VCR / DVD            
             (c) LCD (for PowerPoint presentations)

             (d) no equipment needed 
	  


We encourage faculty using equipment to arrive 30 minutes prior to the presentation to test/prepare equipment.
CONTACT PERSON

	7. Please provide a CONTACT PERSON’S NAME, PHONE, & EMAIL 
(if questions arise)
	  





Proposed Topic:__________________	Scheduled Date/Time:______________





CLE Coordinator:_________________





CLE Form Due Date:______________	Materials Form Due Date:___________








YLD SEMINARS ONLY


Please abide to all of the above directions with the addition of the following:


After the CLE form is received by the PCBA office an electronic copy of the registration flyer will be sent back to the YLD coordinator for distribution on the YLD Listserve.  The PCBA will also post the registration flyer on the YLD website.


The PCBA will allow up to 40 people to register for YLD MCLEs, however, the session will be capped 2 days prior to the event to allow for a final catering total.  The total catering price will be due to Executive Director no less than 24 hours prior to the event.  A check for catering expenses will then be available at the PCBA office the day of the event.  











177 N. Church Ave., #101Tucson, AZ 85701 TELE: 520/623-8258  FAX: 520/623-9772

www.pimacountybar.org

