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Timelines and Procedures for WSBA Sections “Plan A” Progams
(Revised 12/3/08)

The following is a list of steps and general timelifogsestablishing a Section’s standard (non-midyear ouahn
CLE program. In general these one day programs an“R! programs are content specific to a Section kay m
also include joint programming with another Section. BMSCLE and the Section assume equal fiscal risk of the
program. After all costs (including administrativeagies) are addressed the Section and WSBA-CLE split all
profit or share equally in all losses. Scheduling liergrogram generally occurs in discussions betweeSdbion
and WSBA-CLE in either individual communication throughih# year or at the twice yearly scheduling meeting
between Sections and WSBA-CLE. The programs muiswfguidelines as established by the WSBA-CLE
Department under the oversight of the CLE CommittebBoard of Governors.

1.

Establishing program dates:

Discuss with CLE Department proposed dates for SectiomaemA general guideline is that the
larger (both in anticipated attendance and duratianptbgram the longer lead time in scheduling is
needed. Also to be taken into consideration is the pagplmcation of the prograngcheduling

should be 9 months to 1 year in advance, though 6 months@anonths can occur if related
programming is not already in place Even shorter timelines are possible. In case ofta “la
breaking” change in a practice area timeframes can @dgthin a few months but require excellent
communication between the Section and WSBA-CLE.

Identification of Seminar Chairs:

The Section is responsible for identifying the semitair¢s) and this should be done as early as
possible; Chair(s) should be identified within one maftlstablishing a tentative program date. For
programs being established within a six month timefra$8BA-CLE may ask for a chair to be
identified before confirming a program commitment. Gahiaformation WSBA-CLE has begun
the process of identifying an ongoing Seminar Lead fdn 8action’s annual/mid-year program,; that
same Seminar Lead may not be available for one dayarmming but every attempt will be made to
have the Seminar Lead assigned to the Section’sgrogr

Please note: the two primary factors on why semigarsot enroll well are late confirmation of
seminar chairs and late mailing of the seminar broch(oéien these are linked events). Following
Seminar Chair identification, the assigned WSBA-CLEpBrtments’ Seminar Lead will meet with the
Seminar Chair(s) to begin program development discusaimhsitial marketing.

Recruitment of faculty:

Identification of faculty by the Chairperson for the s&an should begin no later thal6 to 24weeks
prior to the seminar date. Earlier is even better.

Marketing:

The assigned WSBA-CLE Seminar Lead provides for devetopand delivery of marketing for the
program. The Seminar Lead works with the Section S@n€hair(s) and the entire WSBA-CLE
Department to provide the program’s marketing. Initiarketing plans are begun when the Section
establishes the program’s chairperson(s) and they with the Seminar Lead.

Final Program Agendas:

Complete agendas are to be received by the Seminar12&u 16 weeks prior to the scheduled
date of the seminar. Completed agendas include the final name of all sesdemand all faculty
identified—a brief description of the session is alsywaluable. During this time the Seminar Lead
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10.

11.

12.

13.

14.

15.

is working with the Chair(s) to also fill out the re$the brochure requirements (e.g. learning points,
principal marketing content, etc.)

Faculty:

WSBA-CLE Department sends “Welcome Letters” and RgdRdckets to all identified faculty. The
packets include specifics as to program logistics, nahtdeadlines, material guidelines, contact
persons, reimbursement information, etc. Faculty sikedato submit short bios as soon as possible.
At 10 weeks out the seminar brochure should be in finalompletion stage Brochures that are
completed less than 8 weeks out are the major reasgrapre do not enroll well.

8 to 10 weeks prior to seminarfirst mailing of Seminar Brochure. The first magiof the brochure
may go to a widespread possibly interested population assvétose identified as specifically
interested. An earlier program notification (i.e.es#lve-date card) may be sent.

4 weeks prior to the seminar date:

Materials from the faculty are to be turned in (step$@rocedures outlined in Faculty packets).

4 weeks prior to seminar a “reminder” brochure may be mailed to a very targeted smaller group of
specifically interested persons. An electronic notiiftza(blast email) may go out in this time period.
3 weeks prior to the seminartthe CLE Department’s Program Coordinator will coné&sath faculty
member to check any audio/visual needs or whether tikige a powerpoint presentation.

Faculty meeting:

Between 1 and 4 weeks out faculty meetings should bedeltbw the flow of the seminar to be
detailed, ensure no overlap in material covered, disam#ar format, clarify roles if needed, (e.g.
panel moderators), discuss special circumstances, afewéy questions, discuss presentation
formats, etc. Seminars that have faculty meetingsiamgly better programs than those that do not.
The Seminar Lead will assist in organizing the Facultgting if assistance is needed.

During the final week prior to the program:

A reminder email is sent to all faculty by the CLEpDeavith program details.

Day of Program:

WSBA-CLE staffs the program. Program Chair(s) easiae maintenance of the program schedule. It
is very important that the program is followed as atesyrto registrants and to faculty and to ensure
that MCLE credit is earned at the advertised amountlugtians are distributed with course materials
and available for review usually a week after the dahefprogram by Chair(s); an individual faculty
member may review his/her own evaluation infornratigth the Seminar Lead.

Fiscal review:

The Seminar Lead will provide a preliminary fiscalieav for the Section within 30 days and if
possible a final fiscal review within 60 days (very oft#l expenses, especially faculty expenses are
not turned in within shorter time frames).

Working Together to Champion Justice

Washington State Bar Association ¢ 1325 Fourth Avenue, Suite 600 / Seattle, WA 98101 ¢ 206-727-8200 / fax: 206-727-8324



