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AGENDA 

THURSDAY , JULY 19 

Morning Session 

9: 00 OPENING REMARKS AND INTRODUCfiONS 

Kenneth C. C~no~ 
V~ecto~, Continuing Educ~on 

a.nd T.tta..irr..i.ng 

9: 10 YOUR ROLE AS A ivlEMBER OF Tiffi "EXECUTIVE TEAM": 
understanding basic management concepts ... 
planning, organizing, directing, controlling; 
how to act as an effective buffer for the judge . 

Jamu F. Va.vey 
c.t~k. 

UtU:ted Statu, V-UtJUc;t Cowvt 
V-Uruc;t on Columtua 

10:30 INTERMITSSION 

10:45 DEVELOPING YOUR ADMINISTRATIVE POTENTIAL: 
recognizing the importance of goals; how to 
set goals; integrating your goals \vith those 
of others; controlling your perfonnance to 
achieve the desired results. 

Howa.ttd Newma.n 
Ma.na.gemen.:t Con6uLta.n.:t 

Wcu, hing.ton, V. C. 

12:00 LUNCHEON INTERMISSION 

Afternoon Session 

1: 30 AVOIDING CQ\1MUNICATION BREAKOOWN: what 
communication is all about; content; process; 
barriers of communication; principles of 



effective listening; providing timely and 
effective feedback; giving feedback to a 
judge; the part communication plays in public 
relations. 

Pa.uia. Po-i..n-tvz. 
Co nwLta.n.t 

B..uun.i.ng ham, Ala.bama. 

3:00 INTERMITSSION 

3: 15 EFFECTIVE TIME MANAGEMENT: building an aware
ness of time; recognizing and preventing pro
crastination; recognizing and handling 
interruptions; scheduling and planning time; 
six major rules to follow in time management. 

Eiiza.beth C. B~enna.n 
Educ.a.U.ona.i. M.6.i6bl.n-t 

The. Fe.deJta.l Judie-i..a.i Ce.n-tvz. 

4: 30 ADJOURNMENT 

FRIDAY, JULY 20 

Morning Session 

9:00 PUBLIC RELATIONS: the court's image to the 
· public; how to handle the press and/or the 

public; ethical considerations. 

10:30 INTERMISSION . 

10: 45 FEDERAL RULES OF PROCEDURE: purpose of Civil 
and Appellate Rules; relationships to statutes 
and local rules of court; time tables for 
motions, pleadings and judgements; removal and 
remand. 



John Chcv..-ta.in, Attoltne.y 
Ge.neJLal Coun6 e1' .6 0 H.{.c.e. 

Admi~~ative. Onn.{.c.e. on the. 
UtU..te.d S:ta..:te-6 Cou.~Lt.l> 

12: 00 LUNQ-IEON INTERMISSION 

Afternoon Session 

1:30 SPEEDY TRIAL: procedural time limits that 
govern the three states of criminal prose
cution; critical dates that mark progress of 
criminal proceedings ; important ' 'Speedy 
Trial" record keeping. 

Noltbe.Jt-t Halio~n 
Spe.e.dy Tltiai Coo~dLnato~ 

Admi~~ve 000ic.e. on the. 
UtU..te.d S:ta..:te-6 Cou.~Lt.l> 

2:30 INTERMISSION 

2:45 POTPOURRI OF PROBLEMS AND SOLUTIONS: a 
question and answer period of miscellaneous 
subjects or significant problems; partic
ipants are encouraged to deliver questions 
to the moderator. 

MODERATOR ....... John W. S~~on, J~. 

PANELISTS • 

4 : 30 ADJOURNMENT 

cruen 
Manag0ne.nt T~ning B~nc.h 

Continu.{.ng Educ~on 
and T Mining 

Jamu F. Vavey 
Paui.a. Po-i.n.t~ 
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