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] Materials reinforce the learning o]:)jectivcs conveged to the audience
N your Prcsentation.

You wi” leam more about the subject through thc Preparation o{: materials.

I

You will earn MCLE credit for prep time for up to 6 times your Presentation time.

b

4]—« You will increase your creclibi!itg) enhance your rePutation, and imProve Potential
business oPPortunitics.

You will better serve your !egal audience and your evaluation scores will
imProve.

6 At’ccndees cxPect your complete set OF great matcrials to be in thc
course book.

Your wc”~devc|oped materials in the course book) demonstrates you can meet
deadlines, which will imProve gour rePutation and enhance oPPortunities for
referrals from audience members.

8 it your materials are not in the course book, it may reflect negativelg on your
organizational skills and generate negative evaluation comments.

9 Onlg CLE programs with all sPealcers’ materials submitted bg the due date are
eligi le for the annual “ISBA Law Ed Program of the Year Award.”
]O if you don’t submit materials bg the deac”ine, it will be your responsibilitg and

expense to Copy hanclouts of your materials for attendees.



“Thorough) high ualitg, readable and careFu”g Prepared written
materials” (S.Ct. Rule 795(5)).

Original materials (Preferred) .
(/7( Copﬂngﬁtcd materials are subm/tteof you must /Drovialc written PcrmBs/on for ISBA to use or

Z'/mﬂ will not be included in the course book. ISBA cannot use Lexis and Westlaw materials. )

Materials sent electronica”g.
Word, WF and Fower Foint onl, ; scanning hard Cololles /oroa/uces an inferior Pr/ht c]ua//'zfg. )

Materials submitted bg the rec]uired deadline so theg are in the Law Ed

coursce bO @) l( :

* = weeks prior to program for MCLE topics

* 56 weeks /Df‘lbl' to program for Protessional R’cs/oonsﬂjlfitﬂ MCLE topics so that ISBA can
a ID/ﬂ toll SUPrcmc Ct. Commission on Frofessionalism for PMCLE credit

Supplemental Power Point slides to hi Hight imPortant Points,

submitted in advance for inclusion in the course book.
(Do not include all of your written material in the Fower Foint format. )

Signecl Presentation agreement giving ISBA non-exclusive riglﬂts to

reuse the presentation and materials.
(You also retain those r[g/n‘s as the autﬁor/Prescni'cn )



] . Establish learning otﬂ'ectives
for your Presentation and make
sure the materials suPPort your
o]ajectives.

Z. Write materials that will
Provicle a comPlete, independent
egal resource atter tne Program

Is over.

6 . Stayon topic bg cielivering
information about the topic
described in the original rochure
Promoting the program.

4’. Provide original language or
your own ParaPl"irase whenever

Possible.

5 . Dor't attach copies of
statutes or cases unless you
are Presentin from the actual
language of the attachment.
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6 . Provide forms if Pertinent;
attendees love them.

7. Provide full citations of all
cases and resources that you
reference.

8. Organize with headin S,
5 d%abilitg.

subhea ings, etc. for rea

9. Edit for grammar,
Punctuation, proper wor

usage, and S;Pe”ing. Your Law Ed
materials reflect ‘your work qua//iy.

]O Remember) your Law

Ed materials reflect your work
c]uality, Te) rePresent gourselic well
with great materials.
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The ISBA CLE Editorial Staff accepts original speaker materials in MS Word, Word

] . Perfect,and Power Point only. Please do not submit your materials in PDF format! The only exceptions to this are
court dockets, materials extracted from FastCase (or similar database research center), articles/information taken from print
magazines, copies of a case or statute, etc. (In essence, things that you, the author, did not create yourself, but have secured and
provided written permission for ISBA to reprint.)

All original materials should be:

Typed in Times New Roman
Typed in 12-point font
Double-spaced

A oe

Paginated (center bottom)

All materials (including bios) should be submitted to the ISBA CLE Editorial Staff
5 . no later than four weeks (for general MCLE) or 5-6 weeks (for PMCLE) prior to the
program date! Every program contains a course book, and every course book must be constructed, printed, and

shipped to the program location. This process takes time...which means it is imperative that you submit your materials at
least four to six weeks prior to the program. Materials submitted late will not be included in the ISBA course book and will
not be available to webcast viewers of live webcast programs. In these situations, it will be your responsibility, as the speaker,
to copy, pay for and bring enough copies of the material to hand out to the on-site registrants. Live webcast viewers will just
be left out -- to the detriment of the online viewer and your evaluation rating. Also, all Professional Responsibility topics must
have approval of the IL Supreme Court Commission on Professionalism. This application/approval process takes 2-4 weeks

and program attendees expect certainty as to PMCLE credit approval.

Materials should be submitted electronically (do not convert materials to PDF format
4’ . prior to submitting). If you have no other option than to use snail mail....

a. Do not staple materials together. Please use a paper clip. (Should the paper clip come off, this is where the page
numbers come in handy for us.)
b. Submitted copies should be “clean” and “camera ready”...no crooked photocopies, please!

Power Point slides are meant to hlghllght important pOilltS! While Power Point slide shows are a
5 great way to engage your audience during presentations, they are not the appropriate way to present all of your information.
Please limit the amount of information included on each slide. You should use an additional textual document to present the bulk

of your materials and reference information.

Please submit your bio with your materials! Every ISBA course book contains a “biography” section,
6 which is our way of giving credit where credit is due. Bios are a way for speakers to advertise themselves...to flaunt their
’ accomplishments, so to speak. Bios submitted late will not be included in the ISBA course book. If you do not have a bio, please

complete and return the biography form included in your speaker packet and ISBA staff will format the information for inclusion
in the book.



