PE

INSTITUTE for
PARALEGAL EDUCATION 1

Preparation
of a Powerful
Trial Notebook

Practical Tips for Creating an Indispensable Trial Tool

Columbia, South Carolina

March 26, 2009

Basic-to-Intermediate Level Seminar

CREDIT: NALA-6.0 | NFPA - 6.0, 1.0 ethics

“
| - - :

'
i

InsTiTUTE FOR PARALEGAL EDUCATION — A Division of NBI, Inc.

Your Satisfaction Is Guaranteed!
Enroll today!
1-800-793-5274 www.ipe-sems.com



Who Will Teach You

BARBARA BELCHER is the supervising paralegal for the Maguire Law Firm and the litigation
paralegal to lan Maguire. In addition to her paralegal duties, Ms. Belcher is the system administrator
for the firm's local area network (LAN), as well as their case management software. During her
tenure with the Maguire Law Firm, Ms. Belcher has prepared medical chronologies, mediation/trial
presentations in keynote/powerpoint, and assembled multiple trial notebooks for the firm's personal
injury cases. She graduated, summa cum laude, with an associate’s degree focusing in paralegal
studies from Horry Georgetown Technical College. She is a paralegal affiliate with the American
Association for Justice, the South Carolina Association for Justice, and was First and Second Year
Paralegal Student of the Year in 2002 and 2003.

TRACYY. CLECKLEY is a paralegal working primarily in civil litigation with Fisher & Phillips, LLP,
an employment defense firm where she assists attorneys with cases in state and federal courts, the
National Labor Relations Board, and state and federal administrative agencies. Her practice areas
are employment litigation, union avoidance, union campaigns, discrimination cases and wrongful
discharge cases. During her career, she has also worked as a paralegal in the practice areas of
catastrophic automobile and products liability litigation, medical malpractice, nursing home
egligence, personal injury, workers' compensation, Social Security disability, family law, and criminal
law. Ms. Cleckley is currently a member of the Palmetto Paralegal Association and the National
Federation of Paralegal Associations. She earned her associate’s degree in paralegal studies from
Florence-Darlington Technical College in 1994, her B.S. degree in business administration from
Southern Wesleyan University in 2003, and is currently pursuing her master's degree.

SUSAN WATSON is a paralegal and office manager for Margaret D. Fabri, Attorney at Law,

where she specializes in complex domestic litigation and plaintiff's employment law. She has
extensive experience in computerized litigation support systems and corporate litigation. Ms. Watson
handles all aspects of the case from initial client contact to trial work and appeals. She earned her
paralegal certificate from Trident Technical College and has worked in the legal field for more than
20 years. Ms. Watson has been a guest lecturer on computerized litigation support for Trident
Technical College.

Why You Need to Attend

Managing the vast amount of information needed for trial is a challenging undertaking. Creation of
an effective trial notebook can be the key to helping your attorney present the client's case in an
organized and understandable fashion. While many of the elements that go into each case are
similar, every attorney has his or her own unique way of preparing for a trial. Learn how to tailor the
trial notebook to meet your individual attorney's needs while creating a trial tool that will improve
team productivity. Our panel of experienced faculty members will help you to take the next step
toward maximizing your legal team's effectiveness.

Learn how the legal team can become most effective by:

o Formatting the trial notebook to the particular case at hand.

o Creating key sections that will be regularly referenced during trial.

o Avoiding duplication by cross-referencing key documents within the trial notebook.
o Working with the attorney to anticipate relevant court-related information.

o Building in flexibility in anticipation of changing needs.

o Organizing relevant legal research that may be needed to support case theory.

o Developing additional notebooks that offer further supporting documentation.
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What You Will Learn

ETHICAL QUESTIONS - THE PRACTICAL DO'S AND DON'TS
9:00 - 10:00, Tracy Y. Cleckley

A. Avoiding Situations That May Expose You to UPL

B. Requirements for Attorney Supervision

C. Evaluating Conflicts of Interest

D. Managing Issues of Privilege

THE HOWS AND WHYS OF PREPARING A TRIAL NOTEBOOK
10:15 - 11:15, Tracy Y. Cleckley
A. What is a Trial Notebook and What Does it Do?
B. Formatting the Trial Notebook to the Case at Hand
C. When to Start Preparing It
D. Advantages and Disadvantages of a Litigation vs. Chronological Notebook

EFFICIENT ORGANIZATION TECHNIQUES
11:15 - 12:15, Barbara Belcher
. Key Sections and Their Development
. Color Coding
. How to Cross-Reference Within the Trial Notebook
. What Should Not be Included
. Building in Flexibility
Effective Management of Electronic Evidence
. Automated Organizational Tools - Computerized Trial Notebooks
. Being Ready to “Troubleshoot” From the Courtroom

TOMMOO >

TRIAL RELATED DOCUMENTS
1:15 - 2:15, Barbara Belcher

A. General Contact Lists and Court-Related Information

B. Opening Statements

C. Jury Information and Analysis

D. Trial Memoranda

E. Arguments Raised by the Other Side

F. Closing Arguments and Post-Trial Matters

G. Other Ways to Assist Your Attorney Throughout the Trial Process
KEY LEGAL ELEMENTS

2:30 - 3:30, Susan Watson
A. Summary Analysis/Theory of Case
B. Pleadings and Motions
C. Legal Research — Case Citations and Other Legal Authorities
D. Depositions and Discovery
E. Establishing Proof

SUPPORTING DOCUMENTATION
3:30 - 4:30, Susan Watson
A. Witnesses, Experts and Related Information
B. Exhibits and Evidence
C. Additional Notebooks
1. Motions in Limine Notebook
2. Research Notebooks
3. Deposition Notebooks
D. Miscellaneous

* If needed, the above agenda may be changed to best accommodate all our attendees.

Who'll Be There

This basic-to-intermediate level program explores how trial notebooks can streamline the trial
process and create a more efficient and effective trial team. Those who should attend include:

* Paralegals * Legal Assistants * Legal Support Staff

Your Satisfaction is Our Guarantee.
If you aren't satisfied with a seminar or training resource, call or write us and we'll make it right.

Register Today! 1-800-793-5274
www.ipe-sems.com



Important Details

March 26 — Columbia — Embassy Suites Hotel

200 Stoneridge Drive, Columbia SC 29210 — 803-252-8700

Time

Registration — 8:30 - 9:00 am

Program — 9:00 am - 4:30 pm

Complimentary snacks and refreshments are provided — Lunch is on your own.

Registering

Pre-registration is encouraged. If you need to register at the door, you may wish to call us first to confirm availability
and to receive information regarding schedule or location changes.

Mail — registration form on back of this brochure

Phone — 800-793-5274

Fax — 715-835-7488

Online — www.ipe-sems.com

Tuition

$269 for the first registrant, $259 for each additional registrant.

Directions & Parking
To obtain directions and parking information, please contact the facility listed above.

FREE Reference Manual

Preparation of a Powerful Trial Notebook

Your learning doesn't end with the conclusion of the seminar presentation. With our comprehensive course manual,
written specifically to accompany each program, you'll have all the information you need right at your fingertips.
This manual, included with your tuition, allows you to take the seminar back to the office with you!

Audio Recordings
This seminar will be recorded in its entirety. If you can't attend, you can still obtain the benefits of the information
provided by purchasing the manual and CD. See the registration form to order.

Cancellation
Has your schedule changed? Visit us on the web or call one of our Customer Service Representatives to learn
more about your cancellation options.

Credit Information

NALA - 6.0

This seminar meets the requirements of the Certifying Board for Legal Assistants of the National Association of
Legal Assistants, Inc., for 6.0 hours, including 0.0 ethics, of continuing legal assistant education credit required to
maintain the CLA (Certified Legal Assistant) credential. Self-Study credit is available.

NFPA - 6.0
This seminar has been approved by The National Federation of Paralegal Associations, Inc. (NFPA) for 6.0 hours of
Continuing Legal Education, including 1.0 hour of ethics. Self-Study credit is available.

The specific continuing education credit(s) listed above are for attending the live seminar. The credits may or may
not apply for the audio version of this seminar. Please check with your credit board for details. For additional questions
regarding education credits please contact us at 866.240.1890.

Why Institute for Paralegal Education

For over 10 years, the Institute for Paralegal Education (IPE), a division of NBI, Inc., has provided legal
education to paralegals, legal office staff, law students, new attorneys or those beginning work in a new
area of practice. We stand by our promise to provide skill-based education intended to enhance the
professional abilities of those responsible for the hands-on-work in law offices and businesses. If you are
searching for practical ways to apply legal knowledge to your professional tasks, IPE is the training source
for you.

Our sister company, National Business Institute (NBI), has provided legal education for over 20 years.
Through NBI, we work to serve seasoned paralegals and legal staff, attorneys at all practice levels, and all
other business professionals by providing the essential training needed to navigate legal waters found in
both the business community and during the practice of law. When your professional demands require that
you have a comprehensive understanding of legal principles, tools and techniques, NBI is the educational
source for you.

Our commitment to your success is what drives our daily activities, and we're confident that you'll find the

training and education that best meet your professional objectives and skill sets. When you train with IPE
and NBI, you not only make an investment in your career, but you also make an investment in yourself.




Customize Your Educational Experience —

Additional Resources & Seminar Formats

ONLINE TRAINING

Experience Online Continuing Education Opportunities with IPE.

We understand your desire to stay up-to-date in the legal profession. That's why at IPE, we offer a
wide variety of online, paralegal-specific programs in addition to our live seminars, providing you with
more options.

Our online education options offer you:

¢ Current Information
Stay on top of the latest topics and trends taking place in the legal profession

* Convenience
Ability to learn from the comfort of your office or home

¢ Flexibility
Choice between Live Webcasts or On Demand courses
(On Demand available 24/7)

For additional information, including a complete list of IPE online seminars and registration information, visit
our website at www.ipe-sems.com.

IN-HOUSE TRAINING

Customizable, Convenient, Cost-Effective and Current.

Have any of our seminars brought to your facility on a schedule that works for you!
To request more information, visit us online — www.ipe-sems.com

PURCHASE REFERENCE MATERIALS ONLINE — www.ipe-sems.com
Search by State, Topic or Keyword

Our commitment to your success doesn't end at the conclusion of the seminar. Whether you're looking
for entry-level or advanced programs, IPE and our sister company, NBI, can fulfill your need for
continuing education with the most comprehensive library of training tools in the industry.

Our audio recordings and seminar manuals are:
o prepared and delivered by experienced professionals
« available at affordable prices
o convenient for you to train in your office, at home or during your morning commute

To learn more or to order any of the following items, please visit us online at www.ipe-sems.com.
Materials usually ship within five business days. All manuals listed below are from our sister company
NBI. New IPE manuals are coming soon!

Audio Recording & Manual - $199 | Manual - $99

Real Estate Law: Advanced Issues and Answers

© September 2008 - 285 pages (FP44876)

Real estate transactions have become increasingly sophisticated. To complete successful deals, you need to
find solutions for the more complex real estate issues clients are facing. Your clients rely on your advice to
guide them through challenging situations and find workable solutions...solutions that are financially
beneficial to their bottom line. Are you able to overcome the most difficult transactional obstacles facing
professionals dealing with real estate? If you're not sure, then this guide is for you. Order today and go
beyond the basics for an advanced look at complicated real estate concerns!

By: Cheryl H. Fisher, Charles E. Hedgepath, Stanley H. McGuffin and W. Marshall Taylor Jr.

In-Depth Title Insurance Principles

© February 2008 - 564 pages (FP41787)

Don't let inexperience or a lack of knowledge hinder your professional ability! Order this advanced-level
manual and receive training that will bring you up to date on the latest developments in title insurance and
highlight vital information you need to make the best decisions in your practice. Order today!

By: Teri K. Callen, Benjamin A. Dunn, Charles E. Hedgepath and Michael J. Polk.




YT USWEN REGISTRATION FORM
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March 26
Columbia, SC

Seminar Number: 48263ER

SEMINAR TUITION

$269 — first registrant
$259 — each adt'l registrant

UNABLE TO ATTEND?
Purchase the audio recording
and manual of this seminar.

If you would like to order, please
select the box below.

Please provide street address and
allow 2 weeks following seminar
date for delivery.

Q $269 + $7.95 shipping
(514 to AK, Hl or PR)

Shipments to CA, MN, NV, Rl, SD and
WImust also include sales tax.

© Copyright 2007 48263CM

Does this confirm a phone or fax registration? @ Yes [ No

ATTENDEE INFORMATION

Please photocopy this form for multiple registrants.

NAME

TITLE

E-MAIL ADDRESS

NAME

TITLE

E-MAIL ADDRESS

COMPANY NAME

CO. SIZE

ADDRESS

cry

STATE ZIP

PHONE ( )

PAYMENT INFORMATION
L Check enclosed payable to NATIONAL BUSINESS INSTITUTE
Q MasterCard Q VISA @ American Express Q Discover

Card No.

Exp. Date

Signature

Q) Please bill me. (If your organization requires a purchase order, please provide it)

IPE BOOKSTORE — www.ipe-sems.com

Visit IPE's online bookstore for an extensive list of reference manuals and

seminar audio recordings to purchase.

Formats for manuals include: downloadable manual, hard copy and CD-ROM.

Explore titles at: www.ipe-sems.com — Click on Bookstore and search by state, category or keyword.
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