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CourseIntroduction / Overview:

Clear and effective legal writing is a cornerstone of success in any private institution. This advanced training
course, from BIG BEN Training Center, is designed for professionals who want to master the art of legal
documentation and communication. We will explore key topics such as drafting complex contracts, writing
persuasive legal memos, and creating clear internal policies. Drawing on the work of legal writing experts
like Bryan A. Garner, aleading authority and author of "The Elements of Legal Style," this program goes
beyond basic legal training. Participants will learn how to structure arguments, use precise language, and
avoid common pitfallsin legal documentation. The curriculum is designed to help you streamline workflows
and ensure that all legal documents are not only legally sound but also easy to understand. Our goal isto
equip you with the knowledge and practical skills needed to support alegal team and become a more
valuable asset to your organization. Thisisa crucial course for any professional who wants to enhance their
legal writing skills.

Target Audience/ Thistraining courseissuitablefor:

o Legal department staff.
e Paralegals and legal assistants.

Contracts and compliance administrators.

Business devel opment managers.

In-house counsel.

Corporate secretaries.

Risk management professionals.

Anyone responsible for legal documentation in a private institution.
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Target Sectorsand Industries:

All private sector industries.
Corporate legal departments.
Financial services.
Technology and software.
Healthcare and real estate.
Consulting and advisory firms.
Manufacturing and energy.

Government agencies and equivalents.

Target Organizations Departments:

Legal and corporate affairs.
Contracts and procurement.
Compliance and risk management.
Business devel opment.

Operations and administration.
Human resources.

Internal audit.

Executive leadership.

Cour se Offerings:

By the end of this course, the participants will have able to:
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e Master advanced legal writing techniques.

e Draft complex contracts and agreements.

e Write persuasive legal memos and briefs.

e Create clear and concise internal legal policies.

e Manage and organize legal documentation effectively.

e Ensure documents are legally sound and easy to read.

e Use precise and professional legal language.

¢ Review and edit legal documents for clarity and accuracy.

e Streamline legal writing workflows.

Cour se M ethodology:

Thistraining course is highly interactive and practical, with a strong focus on real -world documentation. Our
methodology is centered on hands-on learning through detailed case studies that are based on real-world
legal writing challenges. Participants will get the chance to work through scenarios, like drafting a
confidentiality agreement or writing a persuasive legal memo. We also use interactive group discussions and
workshops to explore complex topics, like the legal and ethical aspects of documentation. The curriculum is
designed with practical exercises that help you apply legal conceptsto your own work. For example, a
session might involve arole-playing exercise where you are asked to draft a contract amendment on the spot.
This hands-on approach, combined with expert-led presentations and continuous feedback, ensures a
dynamic learning environment where participants can deepen their understanding and develop practical legal
writing skills. Our program is designed to be a highly effective and memorable experience, giving you the
tools to succeed in your professional journey.
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Course Agenda (Cour se Units):

Unit One: Foundations of Legal Writing

¢ Principles of clear and concise writing.

Structuring legal documents.

Legal terminology and plain English.

Grammar and punctuation rules for legal writers.

Editing and proofreading legal documents.

Unit Two: Drafting Contracts and Agreements

e Essential contract clauses.

Drafting for clarity and legal enforceability.

Risk alocation in contracts.

Boilerplate provisions.

Common drafting mistakes to avoid.

Unit Three: Writing Legal Memos and Briefs

e The structure of alegal memo.

Crafting a persuasive legal argument.

The use of facts and law.

Writing for different audiences.

Ethical considerationsin legal writing.

Unit Four: Corporate Documentation and Policies

e Drafting internal legal policies.

Minutes of meetings and corporate resolutions.

Non-disclosure agreements.

Intellectual property documentation.

Compliance-related documents.
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Unit Five: Modern Trendsin Legal Writing

e Theimpact of technology on documentation.

Using legal tech for efficiency.

The ethics of Al inlegal writing.

Writing for aglobal audience.

Future trendsin legal communication.

FAQ:

Qualificationsrequired for registering to this cour se?

There are no requirements.

How long is each daily session, and what isthe total number of training hoursfor the
cour se?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and
interactive activities, bringing the total duration to 20 - 25 training hours.

Something to think about:

As Al-powered tools become more common in legal writing, how can legal professionals ensure that their
documents are not only technically correct but also persuasive and ethically sound?

What unique qualities does this cour se offer compar ed to other
cour ses?

www.bigben-training.com




Thistraining course is unique because it is designed specifically for professionals who want to master

advanced legal writing and documentation for private institutions. While many courses offer a general
overview, our program focuses on the practical, hands-on skills needed to create legally sound documents
that are also clear and easy to understand. We use a case-based approach, which is far more engaging than a
typical lecture, to help you understand how legal principles are applied in the real world. We focus on key
areas like contract drafting, legal memo writing, and corporate documentation, giving you the tools to excel
in your role. By combining legal theory with practical, administrative training, our course helps you become
amore confident and effective legal professional.
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