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A practical, comprehensive text that prepares the legal assistant and legal secretarial student for the law
office. Includes a general overview of various areas of substantive law, focusing on documents and forms
that students will commonly prepare. Explanations are appropriate for students of all levels. Numerous
sample documents and forms are provided, along with practical exercises. Projects at the end of each chapter
give students practical experience with tasks they will perform on the job, such as proofreading, document
and form preparation, and advanced drafting and research assignments. Documents for selected Projects are
provided on disk in WordPerfect for easy access and editing. Students can also build a Notebook portfolio of
documents they've prepared to usein job interviews and as an on-the-job reference. A simulated law officeis
presented in the introduction in which the student will be employed throughout the text.
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From reader reviews:
Derrick Minor:

With other case, little individuals like to read book Law Office Procedures: A Practical Guide. Y ou can
choose the best book if you like reading a book. So long as we know about how isimportant any book Law
Office Procedures: A Practical Guide. Y ou can add expertise and of course you can around the world by the
book. Absolutely right, mainly because from book you can learn everything! From your country until finally
foreign or abroad you may be known. About simple matter until wonderful thing you can know that. In this
era, we can easily open abook or maybe searching by internet unit. It is called e-book. Y ou can use it when
you feel fed up to go to the library. Let's study.

Richard Haley:

Now aday those who Living in the erawhere everything reachable by connect to the internet and the
resources included can be true or not require people to be aware of each datathey get. How people have to
be smart in obtaining any information nowadays? Of course the correct answer is reading a book. Examining
a book can help men and women out of this uncertainty Information specially this Law Office Procedures. A
Practical Guide book because this book offers you rich info and knowledge. Of course the knowledge in this
book hundred % guarantees there is no doubt in it as you know.

Edward White:

Law Office Procedures: A Practical Guide can be one of your nice books that are good idea. We recommend
that straight away because this publication has good vocabulary that could increase your knowledge in
terminology, easy to understand, bit entertaining but still delivering the information. The writer giving
his/her effort to get every word into satisfaction arrangement in writing Law Office Procedures: A Practical
Guide yet doesn't forget the main stage, giving the reader the hottest and al so based confirm resource
information that maybe you can be among it. This great information could drawn you into brand-new stage
of crucial imagining.

Guadalupe McCoy:

It is possible to spend your free time to see this book this e-book. This Law Office Procedures: A Practical
Guideis simpleto deliver you can read it in the area, in the beach, train and a so soon. If you did not have
much space to bring the actual printed book, you can buy the particular e-book. It is make you much easier to
read it. Y ou can save the particular book in your smart phone. Therefore there are alot of benefits that you
will get when you buy this book.
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