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CLE Program Proposal /Publicity 
Sheet and Timeline
(Due 12 weeks or more before the program)
Materials are due two weeks before the program
Title of Program: 

Sponsoring Committee/Section:
 
Program Chair: 

Firm:

Phone Number: ____________________________ E-mail:
 
Day and Date of Program:
 
Location:        Monroe County Bar Center for Education (if not, please contact Louise Spinelli)_________         
Outside Sponsor or Underwriting: _____No        _____ Yes        
Sponsor/Underwriter: 
  

Sponsor/Underwriting Contact:


Address: 


Phone: ____________________________________ E-Mail:

Length of Program:      Program starts _____ a.m. _____ p.m.       Ends _____ a.m.  _____ p.m.
                   Please see the Time Line Guidelines page where a detailed timeline is required.

                   Fifteen minutes will be added to the beginning of the program to allow for check-in.

Credit:   ______ Skills                 ______ Practice Management/Professionalism                  ______Ethics

Please break down the number of credit hours. ( Ex: For a 2.0 hr program – 1.0 hr. Skills and 1.0 hr Ethics  or 1.0 hr. Skills, 0.5 hr. Ethics and 0.5 hr. Practice Management.)  Ethics and Professionalism: The Academy requires that all programs have ethical and/ or professional components.  If you need advice on what ethical issues are involved, please call.                                                     

Level of Program:   ____ Nuts & Bolts              ____Practical Skills     
                                  ____ Beginning to Intermediate   _____Intermediate      ___ Advanced      

Is this program:     ___ Transitional - for all attorneys   or   ___Non-transitional for experienced attorneys only

Format:  ​​​​​​​​​​____Workshop        ____ Demonstration        ____Lecture        ____ Panel        ____ Other ​​
Target Audience(s) for mailings: 
                                                    

Description of Program: (What will the program cover?) 
Major topics:
What will be learned?
Why is the program important?
Optional: Please feel free to add any additional information you feel may be relevant to describe/advertise this program:

CLE Timeline Guidelines
Please fill out this form or provide your own detailed program outline.
   Detailed outlines must be provided in accordance with NYS CLE rules.
The following are the New York State CLE guidelines for presenters:

One (1) hour of continuing legal education credit shall consist of at least 50 minutes of instruction or other accredited activity, exclusive of introductory remarks, meals, breaks or other non-educational activities.

Credit hours and all certificates shall be calculated in no less than 25-minute (0.5) increments.

Chair:   Please attach or send by e-mail (Lspinelli@mcba.org) a current resume or biographical sketch for each person listed.
Moderator:
 

Title: ​​​​​​​​​​​​​​​____________________________________ Firm:

Speakers:
1. Speaking Time: From___________ to __________ or number of speaking minutes:___________
Name:______________________________________________________________________________
Title: _____________________________________ Firm:_____________________________________
Topic(s):____________________________________________________________________________
Break (if applicable): From __________to __________ or number of minutes________
2. Speaking Time: From________ to __________ or number of minutes_____________________
Name:______________________________________________________________________________
Title: ____________________________________ Firm:______________________________________
Topic(s) ____________________________________________________________________________                                

Break (if applicable): From ___________ to __________ or number of minutes______
3. Speaking Time: From________ to __________ or number of minutes_____________________
Name:______________________________________________________________________________
Title: ____________________________________ Firm:______________________________________
Topic(s) ____________________________________________________________________________                                

 Break (if applicable): From ___________ to __________ or number of minutes___
Person(s) Responsible for Ethics Portion of the Program: _____________________________________    
Monroe County Bar Center for Education
1 W. Main St., 10th Floor, Rochester, NY 14614

546.1817  Fax: 585. 546-1807

www.mcba.org

