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Welcome New & Current Leaders! 

Importance of LES Chapters 
 
• LES Chapters are the “grass roots” of the 
organization and provide important local 
networking events to 3000+ participants per year 
 
• LES Chapters are the entry into LES for many 
new and prospective members 
 

• As a LES Chapter leader you serve a critical role 
in driving membership, meeting attendance and 
participation in LES educational programs 
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Event Submission Forms  

 

• Each Chapter will submit a LES Chapter Event 
submission form a minimum of 4 weeks before the 
event date.   
 
 
• Chapter can use event form to submit “Save the 
Date” info; date, time, location 
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Sample Event Submission Form 
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Registration Pricing 
 
• All Chapters will offer LES member and non-
member pricing 
 
• Chapters may offer a discounted student fee 
available only to current LES Student Members 
   
• All Chapter event registrations will be processed 
through the LES website or via fax/email/mail form 
forwarded to the LES office.  Canadian Chapters 
may have alternative online registration procedures 
due to currency issues. 
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Marketing & Outreach 
 
• LES Chapter events are promoted through the 
LES website and email blasts 
 
• Up to 3 email blasts will be sent per Chapter 
event, provided the event is submitted to LES 
office with enough advance notice.  
 

• Chapter leaders may promote event to local 
networks and contacts independent of the LES 
Chapter email distribution list 
 
 
 



LES Chapter Event Management 

LES Email Marketing Schedule 
 
• Chapter Email Marketing Schedule (assumes the 
minimum 4 week notice to LES office) 
 

• Announcement (Email 1): Email sent within 3 
business day s of receipt of event submission form 
 

• First Reminder (Email 2): Email within 2 weeks 
prior to the event 
 

• Final Reminder (Email 3): Email sent within 24-48 
hours before event 
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CLE 
 
• Some LES Chapters offer Continuing Legal 
Education (CLE) credit for their events to attract 
legal professionals 
 
• If outside CA, It is the responsibility of the 
Chapter to apply with their local bar association for 
their desired event.   
 
• The LES office is available to assist with this 
process as needed, and for additional questions 
please contact chapters@les.org 
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Event Forms & Templates 
 
• Chapter will be responsible for printing and 
distributing name badges and attendance lists. 
  
• LES office will provide name badge templates, 
attendance roster templates and supplies (badge 
holders, lanyards, etc.)  Additional supplies are 
available on a per request basis. 
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Onsite Event Management 
 
Chapter leaders and/or volunteers should arrive 
early to setup the registration area and should 
include: 
 

• Printed name badges and holders 
• Expected Attendance roster 
• Sign-In Sheet 
• Onsite Registration forms 
• LES Promo materials  
  (Membership forms, meeting brochures, etc.) 
• Other forms as needed, including CLE forms 
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Onsite Registration 
 
• All onsite attendees must complete a LES Chapter 
registration form and provide payment information 
(check or credit card)  
 

•Registrants may attach a business card in lieu of 
completing the contact information section 
 
•If cash payments are received, send a check or 
money order to LES instead of the cash itself.   
•Do not send cash in the mail! 
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Chapter Event Talking Points 
 
• Introduce Chapter leaders and welcome attendees 
 
• Highlight LES Membership benefits and upcoming LES 
national meetings 
 
• Introduce speaker(s) and thank sponsor(s) as appropriate 
 
• Present speaker(s) with gift at the conclusion of the 
presentation 
 

• Thank attendees and promote online evaluation form (will 
be sent within 24 hours) 
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Chapter Payments and Reimbursement 
 
• All vendors are to be paid via check during the 
regular LES payment cycle.   
 
• LES has 2 check payment cycles per month; the 
15th and last business day of the month.   

 
• All Chapter payment requests must be received 
24 hours before the scheduled payment cycle to 
ensure processing.   
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Chapter Payments and Reimbursement 
Cont. 
 
• All vendor invoices and reimbursement requests 
must be submitted to the LES office within two 
weeks of receipt at the local level.  Payment 
requests received more than 14 days after the 
event will not be paid.  
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Chapter Event Evaluations 
 
•Online event evaluations will be sent from the LES 
office within 24 hours of the event’s conclusion.   
 

•A standard online survey will be used gather 
feedback and comments and the Chapter may add 
1 additional question per event.   
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Sample Online Survey 

 

 

 

 

 

  

 
 
 



LES Chapter Event Management 

Around the World with LES 
 
 
 
 
 
• Each LES Chapter will participate by hosting an 
event on April 26 
 

• Additional information on ATW will be provided on 
an annual basis for Chapter leaders 
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Open Discussion 
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Next Open-Mic Webinar 
 

 
 

Date: Tuesday, December 6, 2011 
4 PM EST/1 PM PST 

 
 

Topic:  Sponsorship & Local Partnerships 
 



Thank You! 

 
 

 
 
 

Thank you for participating and we look 
forward to another successful year in 2012!  

 


