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Judy A. Long: Law Office Procedures. A Practical Guide before purchasing it in order to gage whether or not it
would be worth my time, and all praised Law Office Procedures: A Practical Guide:

0 of 0 people found the following review helpful. On Time Delivery Good ConditionBy Carmelita lrbyl ordered this
book to use for my final college class. The book brand new in the college bookstore was $180. Even though | have
financia aid, it was only $12 online. The class had aready started, but we weren't going to use the book until the
following week. | still paid extrato have it expressed over night. After reviewing the condition of the book, | was
really pleased with the whole ordering and delivery process. My cost was under $30 and the additional $150 | saved
goes toeards my cost of living check. Thiswas awin-win situation. Very happy customer!0 of 0 people found the
following review helpful. Law Office Procedures: A Practical Guide ExcellentBy Mary Isurea The cost was great .86.
Itisactually agreat book to have. The book is very thorough and easy reading.1 of 4 people found the following
review helpful. great text; useit in my classesBy A CustomerPractical approach to the procedures followed in alaw
office. Also agreat guide for the new legal secretary or paralegal.


http://f3db.com/pub/links.php?id=0314092382

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.

Law Office Structure. Administrative Functions. Court Structure. Civil Law Practices. Criminal Law. The Trial
Process. Probate and Estate Planning. Familiy Law. Types of Business Organizations. Real Property. Contract Law.
Appendices. Glossary. Index.About the AuthorJudy A. Long, J.D., isaretired College Professor/ Paralegal Program
Director and retired Attorney and has written several books focusing on paralegal education.



