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MATERIALS MEMO

2007 Substantive Law Conference
PLEASE SUBMIT MATERIALS BY FRIDAY, JUNE 8, 2007
Overview:
The usefulness of conference materials for participants extends through the conference, back to the office and beyond.  This memo is intended to give guidance about which materials to include and how NLADA would like them submitted for reproduction.  NLADA will not duplicate any materials received after the June 8, 2007 deadline, so please plan accordingly.

For the 2007 conference, NLADA will distribute materials in two formats: 

(1) a CD ROM and 

(2) hard copies to be used on site. 

NLADA will make hard copies of all written information the trainers would like participants to be able to review during the seminars.  In order to reduce the amount of paper that participants must carry home with them, this information should be very limited and we ask each trainer to consider carefully which information participants must have in hard copy to review during the seminars.  The CD ROM will contain an electronic version of the hard copy materials distributed during each seminar, in addition to materials that are good reference materials regarding the subject matter.  

Sample Materials Cover Sheet:  When submitting materials, please include a cover sheet.  The layout should look similar to the attached example. Be sure to indicate whether the information should be “CD ROM Only” or “Hard Copy and CD ROM.”
Materials may be submitted to NLADA either electronically or by hard copy. We prefer to receive materials in an electronic format.  To assist NLADA in reproducing your materials in the most accurate format, please be sure to include a cover sheet with your materials. If you submit your materials in hard copy, the materials should be separated and held together by paperclips or binder clips. Please do NOT staple any hard copy materials. 
Submit your materials to Kate Lang at NLADA, preferably via e-mail at k.lang@nlada.org, by fax: (202) 872-1031, or mail: 1140 Connecticut Avenue NW, Suite 900, Washington DC 20036, by June 8, 2007.
