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o Identify the stakeholders 
o Internal (firm, school) 
o External (clients) 
 

o Establish buy-in 
o Make sure stakeholders are invested in the process 

 
o Budget considerations/timing/logistics 

o How much will it cost? 
o Breakfast, lunch, evening program? 
o On-site or off-site? 
 

o Determine your audience 
o Attention span, level of attorney + existing expertise on the topic  
o Does your entire audience need the same information, or would attendees 

benefit from parallel programming? 
 

o Develop content/curriculum  
o With whom will you collaborate to determine body of information?         
 

o What is the most effective way to deliver this information?  
o Small group discussion?  
o Panel? 
 

o How and by whom will material be presented? 
o Understand how audience will perceive the individual providing the information 

– what is the relationship between the teacher & audience? 
o Will you utilize internal or external resources (speakers/panelists) or both?  

 
o Soliciting Feedback 

o Formal or Informal? 
o Surveys 

 


