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Course Introduction / Overview:

In today's complex business environment, the ability to understand, draft, and manage legal
documents is no longer a skill exclusive to lawyers. This course is meticulously designed for non-
legal professionals who frequently interact with contracts and other legal correspondence. It aims to
demystify legal jargon and provide practical, actionable skills for clear and effective legal writing and
contract drafting. As the renowned legal writing expert Bryan A. Garner emphasizes in his book
"Legal Writing in Plain English," clarity and simplicity are paramount to creating enforceable and
understandable agreements. This program moves beyond abstract theory to focus on the real-world
application of these principles. Participants will learn to construct robust contracts that protect their
organization's interests, mitigate risks, and foster positive business relationships. BIG BEN Training
Center has developed this immersive experience to empower managers, entrepreneurs, and
specialists with the confidence to navigate the contractual landscape, ensuring that every
agreement they handle is precise, professional, and legally sound. This training is an indispensable
tool for anyone seeking to enhance their commercial acumen and contribute more effectively to their
organization's legal and operational integrity.

Target Audience / This training course is suitable for:

Project Managers and Team Leaders.

Contract Administrators and Managers.

Procurement, Purchasing, and Supply Chain Professionals.

Sales and Business Development Managers.

Entrepreneurs and Small Business Owners.

Human Resources Professionals.

Finance and Accounting Managers.

Operations and General Managers.

Consultants and Freelancers.

Anyone in a non-legal role responsible for negotiating or managing contracts.



Target Sectors and Industries:

Information Technology and Telecommunications.

Construction and Engineering.

Oil and Gas.

Banking and Financial Services.

Healthcare and Pharmaceuticals.

Manufacturing and Logistics.

Consulting and Professional Services.

Retail and E-commerce.

Government and Public Sector Agencies.

Real Estate and Property Management.

Target Organizations Departments:

Procurement and Supply Chain Management.

Sales and Marketing.

Project Management Office (PMO).

Human Resources.

Finance and Accounting.

Operations.

Business Development.

Administration.

Customer Relations.

Course Offerings:

By the end of this course, the participants will have able to:

Draft clear, concise, and legally sound contract clauses from scratch.

Understand and correctly apply fundamental legal terminology in business documents.

Identify, analyze, and mitigate common contractual risks effectively.

Review third-party contracts with a critical eye to protect company interests.

Structure various types of business agreements logically and professionally.

Apply plain English principles to eliminate ambiguity and legal jargon.



Negotiate key contractual terms with greater confidence and understanding.

Manage the contract lifecycle from initial draft to final execution.

Course Methodology:

The training methodology at BIG BEN Training Center is centered on experiential learning and
practical application. This course moves away from traditional, lecture-heavy formats to a highly
interactive and engaging workshop environment. Participants will actively participate in hands-on
exercises, including the drafting of specific clauses and the review of real-world contract examples.
Through a series of carefully designed case studies, attendees will analyze complex scenarios and
collaborate in small groups to develop strategic solutions. Role-playing sessions will simulate
contract negotiations, allowing participants to practice their new skills in a controlled and supportive
setting. The instructor will facilitate dynamic discussions, provide personalized feedback, and guide
participants through the complexities of legal language. This practical approach ensures that
learning is not just theoretical but is directly transferable to the participant's professional role. The
focus is on building tangible skills and confidence, enabling attendees to immediately apply what
they have learned to improve their daily work with contracts and legal documents.

Course Agenda (Course Units):

Unit One: Fundamentals of Contract Law and Legal Writing

Introduction to the legal framework for business contracts.

The essential elements of a legally binding agreement.

Core principles of effective legal writing for non-lawyers.

The importance of plain English in preventing disputes.

Understanding and avoiding common legal jargon and ambiguous terms.

Structuring legal documents for maximum clarity and impact.

Ethical considerations in contract drafting and management.

Unit Two: The Anatomy of a Business Contract

Dissecting the key components of a standard agreement.

Drafting precise titles, party details, and recitals (whereas clauses).

The critical role of the definitions section.

Understanding operative clauses, representations, and warranties.

Distinguishing between covenants, rights, and obligations.

Mastering the use of boilerplate clauses (standard provisions).



Best practices for formatting and organizing contract sections.

Unit Three: Drafting Critical Contractual Clauses

Crafting clear payment, price, and delivery terms.

Drafting robust confidentiality and non-disclosure clauses (NDAs).

Understanding and writing limitation of liability and indemnity clauses.

Defining contract term, termination, and renewal provisions.

Formulating effective dispute resolution, governing law, and jurisdiction clauses.

Writing practical force majeure clauses to manage unforeseen events.

Controlling contract transfer with assignment and change of control clauses.

Unit Four: Advanced Drafting and Contract Review Techniques

Techniques for ensuring consistency and avoiding internal contradictions.

A systematic approach to reviewing and redlining third-party agreements.

Identifying unfair or high-risk clauses in supplier or customer contracts.

Drafting common business agreements: Service Level Agreements (SLAs) and NDAs.

Understanding Letters of Intent (LOIs) and Memoranda of Understanding (MOUs).

Navigating the legal implications of e-contracts and digital signatures.

A final checklist for proofreading and finalizing legal documents.

Unit Five: Negotiation, Management, and Practical Application

Key strategies for successful contract negotiation from a non-lawyer's perspective.

How to effectively communicate legal concepts to business stakeholders.

Introduction to the contract lifecycle management (CLM) process.

Properly handling contract amendments, addendums, and waivers.

Best practices for contract execution, storage, and record-keeping.

Understanding options and remedies in the event of a breach of contract.

Capstone Workshop: Drafting a complete business agreement based on a real-world case study.

FAQ:

Qualifications required for registering to this course?

There are no requirements.

How long is each daily session, and what is the total number of training hours for the
course?



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:

How can the principles of plain English legal writing transform not just a contract's clarity, but also
the underlying business relationship and trust between parties?

What unique qualities does this course offer compared to other courses?

This course distinguishes itself by its singular focus on the practical needs of non-legal professionals.
Unlike theoretical law courses, our pedagogical approach is rooted in real-world business scenarios.
We do not aim to turn participants into lawyers; rather, we empower them with the specific legal
writing and contract drafting skills necessary to excel in their commercial roles. The curriculum is
meticulously crafted to bridge the gap between business objectives and legal necessities,
emphasizing risk mitigation and value protection from a business perspective. A key differentiator is
the intensive, hands-on nature of the training, which prioritizes interactive workshops and case
studies over passive lectures. Participants will spend a significant portion of the course actively
drafting, reviewing, and negotiating clauses, ensuring that the skills learned are immediately
applicable. Furthermore, the course content is designed to foster a deeper interdisciplinary
understanding, enabling professionals from sales, procurement, and project management to
communicate more effectively with their legal counterparts, thereby streamlining processes and
enhancing organizational efficiency.


