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AHLA In-Person Program 
Written Materials Guidelines 

 
 

General Content Guidelines 

AHLA strives for excellence in its in-person programs. A key component in achieving this 
excellence is the quality of the written materials provided in conjunction with the oral 
presentations. Moreover, MCLE program approval standards generally require written materials 
to have “significant intellectual or practical content.” In addition, a number of state bar rules 
include specific requirements relating to the written materials that are distributed to participants 
at an MCLE program.  

Accordingly, AHLA in-person program speakers must submit thorough high quality written 
materials. These materials can take various forms, including: 
 

 A substantive narrative article 
 A White Paper 
 A detailed substantive outline with appropriate citations. 

 
 

The following materials, standing alone, do not meet this requirement, although AHLA 
welcomes submission of materials not easily found elsewhere to accompany the substantive 
materials: 
 

 Topical outlines without citations or explanatory notes, including PowerPoint 
presentations in simple outline format.  AHLA encourages well-crafted PowerPoint 
presentations that enhance the oral presentation and written materials. That said, 
PowerPoints are an adjunct to, not a substitute, for the written materials. A PowerPoint 
with the required level of substantive information with appropriate citations will be too 
dense to be an effective presentation guide. 

 Copies of cases, statutes or regulations or other public domain material without any 
customized substantive material. 

 Bibliographies or lists of reference materials and sources. 
 Hypotheticals without accompanying substantive analysis. 

 
.  

Unless the topic does not lend itself to the preparation of such materials, speakers are 
encouraged to include  a practical take-away, such as a checklist, sample contract language or 
a sample policy with their written materials.  
 
Please be aware that future speaking opportunities will depend in part on whether appropriate 
written materials are submitted and whether they are submitted on time.  
 
Materials submitted for in-person programs are reviewed by Programs Department Staff for 
formatting, but the substantive content of the materials is not reviewed. Many of the state CLE 
boards often review the written materials for each session to determine whether it is eligible for 
credit, and recently, have begun to scrutinize them more closely.  
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Special Content Guidelines for Legal Ethics Sessions 
 
Speakers on legal ethics issue should be aware that state bar rules require legal ethics sessions 
to address topics from recognized rules of conduct or codes of professional responsibility for 
attorneys.  Both the session title and descriptions must include the words “legal ethics”.   
 
 
Copyright and Distribution of Written Materials   
 
AHLA requests that speakers grant a non-exclusive copyright license for the written materials 
they submit.  The materials are distributed in hard copy to those attendees who elect to 
purchase the binder. All attendees have access to the materials in advance of the program on 
the AHLA website and the AHLA meeting app. Attendees will also receive the materials on a 
flash drive at the program.  
 
Formatting Guidelines 
 
 The length of all materials submitted for a particular session should not exceed 

approximately 30 pages, single-sided unless permission from AHLA is obtained. Excerpts of 
clear printed materials may be included as attachments.  
 

 The margins should be as follows: 
 Top of first page – 1.5 inches 
 All left margins – 1.5 inches 
 All other margins – 1.0 inch 
 
 It is not necessary to include a title page, as one will be provided for you. If you would like to 

acknowledge assistance in preparing the materials, please do so in a footnote at the bottom 
of your first page. 

 
 Please do not use firm/organization/company logos on the PowerPoint presentation or in the 

substantive outline. However, you may list firm/organization/company names.  
 
Deadlines for Submitting Written Materials 
 
 All materials should be submitted to AHLA on or before the announced due date to be 

included in the binder and on the flash drive.  
 
 If an author is not able to meet the deadline, the author should call AHLA in advance. 

If the submission deadline is not met by the speaker, the placement of the written materials 
in the program binder and on the flash drive cannot be guaranteed. Copying and shipping 
charges for papers that do not meet the given deadline will be the responsibility of the 
individual speaker. 

 
 If speakers will be using PowerPoint, they are encouraged to submit slides in advance of the 

program so that attendees have access to them prior to the program.  
 


