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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 use in job interviews and as an on-the-job reference. A simulated law office is
presented in the introduction in which the student will be employed throughout the text.
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From reader reviews:

James Ronquillo:

Hey guys, do you would like to finds a new book to see? May be the book with the title Law Office
Procedures: A Practical Guide suitable to you? The book was written by popular writer in this era. Typically
the book untitled Law Office Procedures: A Practical Guideis a single of several books in which everyone
read now. This kind of book was inspired a lot of people in the world. When you read this e-book you will
enter the new dimensions that you ever know just before. The author explained their strategy in the simple
way, so all of people can easily to know the core of this publication. This book will give you a wide range of
information about this world now. In order to see the represented of the world in this particular book.

Mae Marks:

The book Law Office Procedures: A Practical Guide has a lot of information on it. So when you read this
book you can get a lot of advantage. The book was written by the very famous author. This articles author
makes some research ahead of write this book. This book very easy to read you can get the point easily after
reading this article book.

Anita Sizemore:

Are you kind of hectic person, only have 10 or maybe 15 minute in your day to upgrading your mind skill or
thinking skill actually analytical thinking? Then you are having problem with the book than can satisfy your
short time to read it because pretty much everything time you only find reserve that need more time to be
study. Law Office Procedures: A Practical Guide can be your answer as it can be read by a person who have
those short spare time problems.

Elaine Woodring:

A lot of guide has printed but it takes a different approach. You can get it by internet on social media. You
can choose the best book for you, science, comedy, novel, or whatever through searching from it. It is known
as of book Law Office Procedures: A Practical Guide. You'll be able to your knowledge by it. Without
leaving behind the printed book, it might add your knowledge and make anyone happier to read. It is most
critical that, you must aware about publication. It can bring you from one destination to other place.
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