STUDY SCHEDULE FOR CLA EXAM
-Guide refers to the CLA Study Guide and Mock Examination booklet, Fourth edition.

-Manual refers to the blue CLA Review Manual, Third Edition.

Note: NPC's study schedule differs from the schedule set forth in the Guide. The Quizzes
found in the guide, as well as the Self-tests found in the Manual, should be completed at
the appropriate time based on NPC's study schedule and your comfort level with the
material in Question.

Question and answer sessions will take place weekly on Tuesdays at 6:00 pm Eastern
Time, as listed below.

Instructors:

- Lecturer on recorded lectures: Jay Lipman
- Q&A sessions staffed by Stephen Haas and Anne Lewis

WEEK 1

Question & answer session: Tuesday, March 5, 2013, 6:00 pm ET

Overview Materials

o Read Manual pp. 1 — 28 (Introduction).

e Read Guide pp. 3 - 15.

e Goal: Develop an understanding of the CLA format and a general idea of the
substantive materials covered. These reading contain numerous tips and
suggestions regarding the Questions which you will be seeing on test day,
including strategies for how to handle some of the Questions. Don't underestimate
the importance of these readings simply because they are introductory in nature.

Communications

o Watch “CLA Review: Communications and Judgment & Analytical Ability.”

e Read Manual pp. 31 - 115 (Chapter 2). Save the Self-test at the end of the chapter
for Week 4 or Week 5

e Read Guide p. 19-28.

e Check out Strunk and White, The Elements of Style, the CLA recommended
reference book, at your local library if desired. This way you will have it on hand
if it becomes necessary.

e Goal: Establish strengths and weaknesses. Identify areas in which substantial
review might be required and plan extra study time accordingly.



Complete Communications Worksheet 1 (Page 20-21)

WEEK 2

Question & answer session: Tuesday, March 12, 2013, 6:00 pm ET

Judgment & Analytical Ability

o Read Manual pp. 221 - 238 (Chapter 4). Save the Self-test at the end of the
chapter for Week 5 or Week 6.

e Read Guide pp. 29 — 30.

e Take Judgment & Analytical Ability Quiz, Guide pp. 30 — 34

e Goal: Understand CLA logic as well as decision-making, and practice writing an
essay for the CLA.

« Do the Exercise No. 5 essay on P. 34. Read the model answer carefully AFTER
you have done the exercise.

Complete Communications Worksheet 2 (Page 30)

WEEK 3

Question & answer session: Tuesday, March 19, 2013, 6:00 pm ET
Ethics

o Watch “CLA Review: Ethics.”
e Read Manual pp. 171 — 211 (Chapter 3).
o Pay particular attention to the section titled “Application of Ethics Rules”
beginning on page 178.
e Read Guide p. 63-64.
e Goal: Build a solid foundation on which more detailed knowledge of the content
of the ABA Model Rules and the NALA Code can be built.

Human Relations & Interviewing

e Watch “Human Relations & Interviewing Review Session.”

e Read Manual pp. 123 — 163 (Chapter 2). Save the Self-test at the end of the
chapter for Week 4.

o Don't ignore the Human Relations material, but remember that the bulk of the
CLA Questions in this section will involve Interviewing.

e Goal: Understand how the CLA suggest legal assistants prepare for, conduct, and
document interviews.



Take Ethics Quiz, Guide pp. 65— 67.
Complete Ethics Self-test (Manual p. 211).

Complete Communications Worksheet 3.

WEEK 4

No Question & answer session this week!
Substantive Law Overview

e Watch “CLA Review: Substantive Law.”
General Law

Watch “CLA Review: General Law.”

Read Manual pp. 345 — 390 (Chapter 7).

Read Guide p. 49.

Save the Self-test (Manual p. 390) for Week 5.

Goal: Establish a strong understanding of the U.S. legal system and become
familiar with general concepts which will aid in the study of substantive areas of
law.

Note: For your reference, page 57 of the Guide contains a simple flowchart of the Federal
court system, and the U.S. Constitution is found on pages 58 — 62.

Take General Law Quiz, Guide pp. 51 — 55.
Substantive Law Study:

The goal for each of the four areas is the same: establish which concepts within
each area will require the most review and begin to develop your understanding of the
area of law in Question.

Pick the two areas in which you are strongest and study these as Areas 1 and 4.
That way you ease into your study of substantive law with a strength, and the area which
you have the least time to study (as Area 4 is scheduled for Week 6) is also a
strength. Of course, as with the rest of this schedule, you should adapt your plan to your
individual circumstances.

Generally, Guide Quizzes for areas of substantive law should be completed
shortly after study begins, and Manual Self-tests should be reserved for the following
week. Again, adapt this as necessary (e.g., if you are particularly strong in a certain area



you might choose to take the Self-test earlier, whereas a weaker area might require a few
days' extra study).

Substantive Law (Area 1)

Watch the appropriate CLA Exam Review Lecture.

Read the appropriate chapter in the Manual.

Read Guide materials and take the appropriate Quiz in the Guide. The Substantive
law sections are found in the Guide under Weeks 6,7 and 8.

Complete two of the previously omitted self-tests.

Complete Communications Worksheet 4

WEEK 5

No Question & answer session this week!

Substantive Law (Area 2)

Watch the appropriate CLA Exam Review Lecture.

Read the appropriate chapter in the Manual.

Read Guide materials and take the appropriate Quiz in the Guide. The Substantive
law sections are found in the Guide under Weeks 6,7 and 8.

Substantive Law (Area 3)

Watch the appropriate CLA Exam Review Lecture.

Read the appropriate chapter in the Manual.

Read Guide materials and take the appropriate Quiz in the Guide. The Substantive
law sections are found in the Guide under Weeks 6,7 and 8.

Complete two previously omitted self-tests.

Complete Communications Worksheet 5.



WEEK 6

Question & answer session: Tuesday, April 9, 2013, 6:00 pm ET
Substantive Law (Area 4)

e Watch the appropriate CLA Exam Review Lecture.

e Read the appropriate chapter in the Manual.

o Read Guide materials and take the appropriate Quiz in the Guide. The Substantive
law sections are found in the Guide under Weeks 6,7 and 8.

Legal Research

Watch “CLA Review: Legal Research.”

Read Manual pp. 253 — 300 (Chapter 5).

Save the Self-test (Manual p. 300) for Week 7.

Read Guide p. 39.

Goal: Determine the extent to which you are familiar with the specifics tested on
the Legal Research portion of the CLA, and plan study time accordingly.

Take Legal Research Quiz, Guide pp. 41 - 44,
Complete all previously omitted self-tests.

Complete Communications Worksheet 6.

WEEK 7

Question & answer session: Tuesday, April 16, 2013, 6:00 pm ET

Reinforce 2 weak areas
e Goal: Identify two areas of study which have been particularly difficult (e.g.,
Ethics and Real Estate) and work toward increasing your comfort level with these
areas.

Complete Legal Research self-test (p. 300)

Complete Communications Worksheet 7.



WEEK 8

Question & answer session: None

Review your notes and prepare for Mock Exam.

Complete Mock Exam (approximately 1 week prior to test day).
Reinforce 2 strong areas as identified by strong performance on Mock Exam.

Complete Communications Worksheet 8.

36 hours prior to the test, you should put away all your study materials
(except outline pages if you use them).

Make sure your test materials (pencil, registration, 1.D., etc) are ready. Enjoy a day off
from work and life if at all possible. Go to an early movie or read a book (unrelated to
law, of course!).

. Goal: Relax! You've studied hard and the best thing
you can do now to help your score is take it easy.



