WWBA CLE RULES 2020-2021
Program topic and date need to be pre-approved by the WWBA Programs Committee.  Once approved, please follow below to obtain CLE credits.  
STEP I.  60 DAYS BEFORE THE PROGRAM DATE
First, notify Ann M. McNulty, the WWBA CLE coordinator, by email or phone with the date and title of the program.  She can be reached at  (212) 692-2952 or Ann.M.McNulty@MorganStanley.com.   Don’t hesitate to call with any questions.
Second, review “Required Items” below, along with the official CLE rules at http://www.wbasny.org .   All forms (liaison checklist, license to publish, attendance sheet, evaluation form, and timed agenda) are posted on the WBASNY website at “CLE Guidelines”.    Please scroll all the way to the bottom of the WBASNY page to find the link to each form. 
Third, email the completed package to Ann (email above), who will then review all materials and advise if the program can be forwarded to WBANSY for final approval or needs revision.
REQUIRED ITEMS 
1)  Program materials from each speaker.   Materials are required to be thorough, high quality, readable and must contain a comprehensive and professional treatment of the subject matter, made available for distribution and prepared specifically for this program.  NYS rules require that the program materials “CANNOT BE A SYNOPSIS OR OUTLINE OR LIST OF CASE CITATIONS”.  The NYS CLE rules require "significant intellectual or practical content and its primary objective shall be to increase the professional legal competency of attorneys in ethics and professionalism, skills, law practice management and /or areas of professional practice".  
2)   Liaison Checklist.  This form is on the WBASNY website at “CLE Guidelines” –scroll down to the bottom of the page for the link.
3) Written statement.  This is one typed page listing the title, date, location, time and faculty list for the program.
4) Copy of the advertising brochure/flyer.   The flyer must include the following:

a. statement of the hardship policy and contact person for applications (Contact me for the correct required language)
b. statement of scholarships available to attorneys who work at non-profits *            
c. anticipated number of CLE credits 
d. whether credits are transitional or advanced

e. breakdown of credit category (professionalism, skills, etc.)
5) Timed agenda.  Please break down into intervals of 15 MINUTES OR LESS – 1, 5, 10 AND 15 MINUTE INTERVALS ARE ACCEPTABLE.   IMPORTANT:  Questions and Answers, speaker introductions, introductory remarks, and breaks DO NOT COUNT towards CLE credits.  Every 50 minutes of instruction equals one CLE credit.
6) Faculty biographies/C.V.’s   Must be extensive (cannot be one brief paragraph) and demonstrate how the instructor is experienced and qualified to teach this particular subject.  An attorney in good standing has to present a major portion of the program.  
7) Signed License to Publish (Speaker Release Form) from each speaker and moderator.  The form is on the WBASNY website.  Speaker required to print and sign name.
8)  Attendance Sheet and Evaluation Form must include the typewritten heading with the program date, time and location.  Make sure your Attendance Form has both SIGN-IN AND SIGN-OUT columns and a column for email addresses. Again, all required forms are on the WBANSY website, please see “CLE Guidelines” and scroll to the bottom of the page.  
STEP 2 -  AFTER THE PROGRAM HAS BEEN

HELD AND CLE HAS BEEN GRANTED
Email or snail-mail the completed package, including all of the following items to:

Linda A. Chiaverini

LChiaverini@WBASNY.org 

Executive Director, WBASNY

P.O. Box 936, Planetarium Station

New York, NY 10024-0546.  

After all of the following items are received by WBASNY, the CLE certificates will be prepared and sent to you.  If you do not receive the certificates in a timely fashion, call or email Linda Chiaverini at WBASNY headquarters.
1) Check payable to WBASNY in the amount of $10 for each attendee plus $10 for each speaker who will receive CLE credit
2)   Copy of CLE approval sheet

3)   Liaison checklist

4)   Completed program evaluation forms

5)   Completed attendance sheets

6)   Typewritten list of all attendee and speaker names

7)   Copy of all written requests for financial hardships

8)   Statement of number of financial hardships granted

9)   Written statement

10)    Advertising flyer
11)    Timed agenda

12)    Written program materials

13)    License to publish/speaker release for each speaker
14)    Biography for each speaker
