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Judy A. Long: Administrative Proceduresfor the Legal Professional before purchasing it in order to gage
whether or not it would be worth my time, and all praised Administrative Procedures for the Legal Professional:

0 of 0 people found the following review helpful. Five StarsBy CitybytheseaAs ExpectedO of 1 people found the
following review helpful. Administrative Procedures for the Legal Professional Excellent.By Mary Isureall chose this
rating because the book came to me in great condition and right on time. | also pass the classwith on "A". The price
was also just right. Kudos for the book.0 of 1 people found the following review helpful. Perfect conditions!!!By
Johanal got this book in very good conditions!! | needed for my legal class!! | bough it used but it looks like new!!!

Administrative Procedures for the Legal Professional includes substantial coverage of the different types of
administrative procedures used in alaw office, and is geared to alegal secretary or legal assistant program, aswell as
serving as avaluable reference in alaw office. The various administrative procedures covered in the text are explained


http://f3db.com/pub/links.php?id=1418018333

in clear and concise language that is readily and easily understood by students, and each chapter in the text includes
key words, state specific information boxes, and review guestions. Some of the many topics explored in this
comprehensive text include ethics, research, computers, and communications, and there are practical simulated
problems for the student to solve that will strengthen their skills asthey train to be alegal professional. Sample
documents, charts, and figures give the student insight into the law office experience. This textbook provides the
student with an inclusive background of the administrative procedures required for the legal professional.

Preface Chapter 1: Law Practice Overview Chapter 2: Management of the Law Office and Ethics Chapter 3: Working
with Attorneys and Others Chapter 4: Ethics and Client Relations Chapter 5: Using Computers Chapter 6: Legal
Research Chapter 7: Research Duties Chapter 8: Filing Records Management Chapter 9: Communications Chapter 10:
Mail and Docket Control Systems Appendix A Appendix B Appendix CAbout the AuthorJudy A. Long, J.D.,isa
retired College Professor/ Paralegal Program Director and retired Attorney and has written several books focusing on
paralegal education.



