
 

Tips for Planning a CLE or Lunch-and-Learn 

Organizing Continuing Legal Education (CLE) courses  
(or non-CLE seminars) is among the core functions of 
ACBA Committees, Divisions and Sections. Here are 
some helpful tips. 

• Work with your Committee, Division and/or  
Section members on the topic idea, number  
of credits, if the credits are Substantive or Ethics, and to secure speakers and keep your staff 
liaison in the loop. 
 

• Coordinate with Holly Bedford, the ACBA’s CLE and Program Manager, on available dates. We 
work more than 60 days out, so be sure to plan ahead. CLEs are typically held on weekdays, 
most often at noon (other times can be accommodated) and usually are one or two hours.  
 

• Decide if you want the CLE to be held in-person or virtually. There are pros and cons with each 
approach. Discuss with your staff liaison determine which format is right for you. 
 

• Confirm whether or not all speakers are comfortable with the event being recorded.  
 

• Access the CLE Proposal Form at ACBA.org/cleform, or from your staff liaison. 
 

• Submit the completed CLE form to Holly Bedford at least 60 days prior to the event date. 
Deadlines must be adhered to in order to allow enough time to secure CLE credit and to allow 
time for marketing to be developed. 
 

• The ACBA will handle submitting the proposal to the Pa. CLE Board for credit. 
 

• The ACBA will devise a custom marketing plan for every CLE. The information you submit on 
your CLE form will be used to develop marketing, so be descriptive but concise (approximately 
3-5 sentences/bullets per credit) so the marketing is most impactful. The program planner may 
be consulted for specifics or details. See the “Tips for Marketing Your CLE or Event” section of 
this packet for more. 
 

• Submit CLE written materials to Holly Bedford at least 10 days prior to the event date. Materials 
should be educational and enhance the learning experience for the registrants. 
 

• Note that the registration fee for CLEs is $40 per credit for ACBA members and $65 per credit for 
non-members. For CLEs presented by a Committee, Division or Section, the members of that 
group get a $5 discount per credit. Committees, divisions or sections can subsidize this fee using 
funds out of their Committee/Division/Section budgets. 



 
• If you’re interested in seeking a sponsor for your CLE, note that all potential sponsors must be 

approved by the ACBA before the request is made. For more, see the sponsorship section of this 
packet or contact Brian Knavish at bknavish@acba.org.  
 

• For more CLE information, questions, ideas, etc., contact Holly Bedford at 412-402-6614 or 
hbedford@acba.org.  
 

 
 

 

 

 

 

 

 

 
 

Tips for a Successful Networking Event 

The ACBA encourages Committees, Divisions and 
Sections to present happy hours, holiday parties, 
receptions and similar networking events, where 
members can connect and engage. Follow these tips 
to make sure your event is as successful as possible. 

• Determine what type of event your group is  
interested in hosting: A structured networking event, casual happy hour, sit-down dinner, etc. 
  

• Establish a budget for this event. Consult with your group’s chair, treasurer and/or liaison to 
make sure the cost of the particular event in mind is feasible given other expenses your group 
may incur during the year. 
  

• Reach out to Tracy Torisky, the ACBA’s Member Services and Events Manager, with your idea. 
Work with Tracy to secure a date, time and location.  
 

• Once a date, time and location are established, complete and submit to Tracy an Event Planning 
Form, which is available from your staff liaison or at ACBA.org/eventform.  
 

• It’s essential to submit your event form to Tracy at least 45 days prior to the event date to allow 
adequate time to plan and market your event. If an event form is turned in with less than a 45-
day lead time, it may need to be rescheduled on a more feasible date.  
 
 

CLE Content Requirements from the Pa. CLE Board 

To be approved for Pa. CLE credit, a course must meet the following standards: 

• The course shall be of intellectual or practical content. 
• The course shall contribute directly to lawyers’ professional competence or skills or to 

their education with respect to their professional or ethical obligations. 
• If a course does not bear entirely on the general requirements for CLE or the practice of 

law or the substance of laws, practice or procedure, or if the method of presenting the 
course is below minimum standards, the Board may assign partial credit. 

Each faculty member must possess the necessary practical or academic skills to conduct the 
course effectively. 



• The ACBA will devise a custom marketing plan for your event. The information you submit on 
your event form will be used to develop marketing, so be descriptive but concise (approximately 
3-5 sentences/bullets) so the marketing is most impactful. The program planner may be 
consulted for specifics or details. See the “Tips for Marketing Your CLE or Event” for more. 
 

• If you’re interested in seeking a sponsor for your event, note that all potential sponsors must be 
approved by the ACBA before the sponsorship request is made. For more, see the sponsorship 
section of this packet or contact Brian Knavish at bknavish@acba.org.  
 

• For more information, or for ideas for ACBA events, contact Tracy at 412-402-6613 or 
ttorisky@acba.org.  
 

Tips for Hosting a Webinar 

Whether a CLE, non-CLE seminar or other online event, 
webinars are here to stay. Consider these best practices 
for presenting remotely.  

• The ACBA typically uses Zoom for webinars. 
 

• Use a headset when possible, rather than a built-in computer speaker/microphone as 
ambient noise (even something as quiet as a computer fan) can be very loud over speaker 
phone. 
 

•  Use a wired internet connection whenever possible to reduce the chances of the feed 
“cutting out.” 

 
• Be in a room where you can close the door and there is as little background noise as 

possible. 
 
• Be careful not to breathe too close to the microphone, as this can be very distracting for 

attendees.  
 
• Have access to a clock or timer to monitor your presentation time. 
 
• Turn off cellphone ringers, audible alerts, etc. 
 
• Ensure you are familiar with how to mute and unmute yourself when it is your turn to 

speak. 
 
• Ensure you are familiar with how to share your screen if you have a PowerPoint 

presentation. Instructions are available at support.zoom.us. 
 
• If a “dry run” would be helpful to you prior to your presentation, reach out to the staff in the 

Membership Department, see the list of ACBA staff below. 
 

 
 



Tips for Marketing Your CLE or Event 

So you’ve put together an informational CLE or organized a  
really fun networking event. Now you just need people to  
find out about it so they’ll come, right? Rest assured knowing  
the ACBA devises a custom marketing plan for every CLE or  
event. Follow these tips to help us make sure the marketing  
of your event is dynamite.  

• Each event’s custom marketing plan includes a combination of a digital marketing graphic, an 
event webpage, targeted emails, social media, publicity in the ACBA Sidebar e-newsletter and/or 
coverage in the Lawyers Journal. For a detailed overview of ACBA event marketing, check out 
the ACBA Brand Book at www.ACBA.org/BrandBook.  
 

• Submit the planning form to the ACBA in time (60 days in advance for a CLE, 45 days in advance 
for an event). The event form/CLE form triggers the entire marketing effort, so the more lead 
time an event has, the more effective the marketing will be.  
 

• The information you include on your event/CLE form is what we use to devise the marketing for 
your event, so be descriptive, but concise. When things are too wordy, it is less widely to be 
read and, therefore, less effective for marketing. We recommend 3-5 sentences or bullet points 
per CLE credit or networking event. 
 

• Keep the wording about the event clear and to the point. The ACBA marketing team may adjust 
the wording for consistency or marketing flare. What we really need are the specific details. 
What topics will be discussed? Why is this significant? Who are the speakers? 
 

• If the speaker(s) are a significant “draw” note that and provide links to their online bios.  
 

• If any of the speakers are active on social media, include their Facebook or Twitter handles so 
we can tag them in social media promoting the event. 
 

• If you have any questions or ideas about the marketing of your event, reach out to Brian 
Knavish, the ACBA’s Director of Marketing, Media Relations and Strategic Partnerships, at 
bknavish@acba.org or 412-402-6620.  
 

Tips for Successful Sponsorships 

Securing a sponsorship from a law firm, vendor, consultant, etc. can help to  
make or break your event and help to keep registration prices low. The ACBA’s  
sponsorship policy is available in the ACBA Brand Book, at ACBA.org/BrandBook.  
Follow these tips to help secure the right sponsor for your event or program. 

• Consult with Brian Knavish, the ACBA’s Director of Marketing, Media  
Relations and Strategic Partnerships, before making any sponsorship  
request. Brian can be reached at 412-402-6620 or bknavish@acba.org.  
 

• It’s important that the ACBA is being consistent with what we charge for sponsorships and what 
deliverables are being offered for that price. Brian can help you devise appropriate sponsorship 
amounts, levels and deliverables. 



 
• The ACBA works with a vast network of partners, and the list is always growing and evolving, 

which makes appropriately managing these relationships essential. It’s imperative to make sure 
potential sponsors are approved by the ACBA before any asks are made so that existing 
agreements aren’t violated, so that potential sponsorships can be bundled into a package when 
appropriate and to make sure we are not “over asking” any individual sponsors. 
 

• Some ACBA Business Partners have pre-allocated money for event sponsorships of interest, 
potentially your event. In other words, while there are no guarantees, Brian may already have a 
potential sponsor ready to jump in and support your event. 
 

• While the ACBA has a robust network of partners, we’re always looking to make new 
connections. If you have an idea for a new sponsor, share the idea with Brian.  
 

• For more information or ideas on ACBA sponsorships, contact Brian Knavish at 412-402-6620 or 
bknavish@acba.org.  
 

Tips for Lawyers Journal Articles 

The Lawyers Journal, the ACBA’s flagship publication, is published every-other  
week and distributed to all members both in hard copy form and digitally.  
The ACBA welcomes content from ACBA members. Here are a few tips for  
securing coverage in the Lawyers Journal. 

• Ideas for substantive legal articles such as recaps of interesting cases,  
analysis of new laws, practice area trends and more, should be  
submitted to Jennifer Pulice, the ACBA’s Director of Communications  
and Publications, at least 45 days in advance of the issue date,  
at jpulice@acba.org. We suggest ensuring, with Jennifer, that the  
topic is a fit for the Lawyers Journal before writing an entire piece. 
 

• Event-related coverage, such as CLE preview articles and/or requests for event 
“photojournalism” is triggered by your CLE/Event form. CLEs of broad interest may receive a 
preview article and/or photo coverage. 
 

• All Lawyers Journal articles should be 700-900 words, are subject to edit/approval and should 
confirm with Associated Press Style and the Lawyers Journal editorial policy. More information 
on this can be found in the ACBA Brand Book at www.ACBA.org/BrandBook. 
 

• The ACBA publishes “Bar Briefs” – news briefs on attorneys being hired, switching firms, starting 
their own firms, etc. – at no charge as a member service. Submit pertinent details and 
headshots to Jennifer Pulice, the ACBA’s Director of Communications and Publications, at 
jpulice@acba.org. 
 

• The following is a list of future Lawyers Journal issue dates along with the deadline for 
articles/copy to be delivered to Jennifer Pulice, ACBA Communications and Publications Director 
and Editor of the Lawyers Journal: 

 



Aug. 25, 2023 issue – Aug. 1 copy deadline 
Sept. 8, 2023 issue – Aug. 15 copy deadline 
Sept. 22, 2023 issue – Aug. 29 copy deadline 
Oct. 6, 2023 issue – Sept. 12 copy deadline 
Oct. 20, 2023 issue – Sept. 26 copy deadline 
Nov. 3, 2023 issue – Oct. 10 copy deadline 
Nov. 17, 2023 issue – Oct. 24 copy deadline 
Dec. 1, 2023 issue – Nov. 7 copy deadline 
Dec. 15, 2023 issue – Nov. 21 copy deadline 
Dec. 29, 2023 issue – Dec. 5 copy deadline 
Jan. 12, 2024 issue – Dec. 19 copy deadline 
Jan. 26, 2024 issue – Jan. 2 copy deadline 
Feb. 9, 2024 issue – Jan. 16 copy deadline 
Feb. 23, 2024 issue – Jan. 30 copy deadline 
March 8, 2024 issue – Feb. 13 copy deadline 
March 22, 2024 issue – Feb. 27 copy deadline 
April 5, 2024 issue – March 12 copy deadline 

April 19, 2024 issue – March 26 copy deadline 
May 3, 2024 issue – April 9 copy deadline 
May 17, 2024 issue – April 23 copy deadline 
May 31, 2024 issue – May 7 copy deadline 
June 14, 2024 issue – May 21 copy deadline 
June 28, 2024 issue – June 4 copy deadline 
July 12, 2024 issue – June 18 copy deadline 
July 26, 2024 issue – July 2 copy deadline 
Aug. 9, 2024 issue – July 16 copy deadline 
Aug. 23, 2024 issue – July 30 copy deadline 
Sept. 6, 2024 issue – Aug. 13 copy deadline 
Sept. 20, 2024 issue – Aug. 27 copy deadline 
Oct. 4, 2024 issue – Sept. 10 copy deadline 
Oct. 18, 2024 issue – Sept. 24 copy deadline 
Nov. 1, 2024 issue – Oct. 8 copy deadline 
Nov. 15, 2024 issue – Oct. 22 copy deadline 
Nov. 29, 2024 issue – Nov. 5 copy deadline 

 

For more information on the Lawyers Journal, visit www.lawyers-journal.com or contact Jennifer Pulice 
at jpulice@acba.org or 412-402-6623. 

 

ACBA Resource Guide 

ACBA Website: www.ACBA.org 
ACBF Website: www.ACBF.org 
Attorney Resources: www.ACBA.org/resources 
ACBA Brand Book: www.ACBA.org/BrandBook 
Calendar: www.ACBA.org/Calendar 
CLE Proposal Form: www.ACBA.org/cleform 
Committee, Division and Section Handbook: www.ACBA.org/CDShandbook  
Diversity Programs: www.ACBA.org/Diversity  
Directory of ACBA Members: www.ACBA.org/directory 
Event Marketing Policy:  www.ACBA.org/BrandBook 
Event Planning Form: www.ACBA.org/eventform  
Employment Services: www.PittsburghLegalJobs.com 
Expert and Vendor Guide: www.ACBA.org/EVG 
Job Board: jobs.acba.org 
Lawyers Journal: www.Lawyers-Journal.com  
Lawyer Referral Service:  www.GetAPittsburghLawyer.com 
Member-to-Member Referral Guide: www.ACBA.org/m2m 
Pittsburgh Legal Journal: www.PittsburghLegalJournal.org 
Practice Management Center: www.ACBA.org/practicemanagement 
Social Media Policy: www.ACBA.org/BrandBook 
Sponsorship Policy: www.ACBA.org/BrandBook 
Video Services: www.ACBAVideo.com 

 

 

 



ACBA Staff 

 

Administration 

David Blaner, Executive Director, 412-402-6601, dblaner@acba.org 

Juli Marhefka, Director of Administration and Human Resources, 412-402-6621, jmarhefka@acba.org 

Marye Zoe Young, Administrative Assistant, 412-402-6602, myoung@acba.org  

Dorie Rancatore, Conference Room Attendant and Messenger, 412-402-6704, drancatore@acba.org 

 

Membership Services and Continuing Legal Education 

Mary Ann Fiorilli, Director of Membership, CLE and Events, 412-402-6610, mfiorilli@acba.org 

Tracy Torisky, Member Services and Events Manager, 412-402-6613, ttorisky@acba.org 

Holly Bedford, CLE and Program Manager, 412-402-6614, hbedford@acba.org 

Barbara Brumbaugh, Membership Coordinator, 412-402-6612, bbrumbaugh@acba.org 

 

Marketing and Media Relations 

Brian Knavish, Director of Marketing, Media Relations and Strategic Partnerships, 412-402-6620, 
bknavish@acba.org 

James Piaggio, Web and Digital Marketing Developer, 412-402-6652, jpiaggio@acba.org 

 

Communications and Publications 

Jennifer Pulice, Director of Communications and Publications, 412-402-6623, jpulice@acba.org 

Denise Velez, PLJ Supervisor, 412-402-6687, dvelez@acba.org 

Jessica Wysocki Valesky, Graphic Artist Supervisor, 412-402-6685, jvalesky@acba.org 

Jim Spezialetti, Typesetter, 412-402-6662, jspezialetti@acba.org 

Chuck Faber, Publications Layout Specialist, 412-402-6683, cfaber@acba.org 

 

Diversity, Equity and Inclusion 

Kellie Ware, Director of Diversity, Equity and Inclusion, 412-402-6658, kware@acba.org 

 

Finance 

Ron Slavonic, Director of Finance, 412-402-6604, rslavonic@acba.org 

Wendy Evans, Senior Accountant, 412-402-6632, wevans@acba.org 



Jeff Cubbage, Senior Accountant, 412-402-6633, jcubbage@acba.org 

Meredith Shumsky, Billing and Receivables Specialist, 412-402-6686, mshumsky@acba.org 

Maria Fonner, Staff Accountant, 412-402-6631, mfonner@acba.org 

 

Information Systems 

Ed Cwalinski, Technician, 412-402-6657, ecwalinski@acba.org 

Bill Sherman, Developer and Programmer, 412-402-6650, bsherman@acba.org 

 

Lawyer Referral Service 

Whitney Hughes, Director, Lawyer Referral Service, 412-402-6703, whughes@acba.org 

 

Legal Employment Services 

Jennifer Pulice, Director of Legal Employment Services, 412-402-6623, jpulice@acba.org 

 

Video Services 

Marty Barron, Technology Coordinator, 412-261-5588, mbarron@acba.org 

 

ACBF Staff 

 

David Blaner, Executive Director, 412-402-6601,dblaner@acba.org 

Ron Slavonic, Director of Finance, 412-402-6604, rslavonic@acba.org 

Lorrie Albert, Associate Executive Director, 412-402-6640, lalbert@acba.org 

Barbara Griffin, Director of the Pro Bono Center, 412-402-6622, bgriffin@acba.org 

Cathy Volponi, Juvenile Court Project Director, 412-391-4467, cvolponi@acbfparentadvocates.org 

Stephanie Selya, Programs and Projects Manager, 412-402-6674, sselya@acba.org 

Maggie Tarentino, Donor Relations and Events Coordinator, 412-402-6681, mtarentino@acba.org 

Patricia Jones, Pro Bono Center and Divorce Law Project Attorney, 412-402-6628, pjones@acba.org 

Olivia Hilborn, Pro Bono Center, 412-402-6641, ohilborn@acba.org 


