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Lawyers, You Can Revitalize Your Career Starting Today. Whether you are in
law school or a senior partner at an Am Law 100 firm, this book can help you
revitalize your career to find the perfect job and create your ideal career.
Benjamin Barton, a law professor at the University of Tennessee, in his recent
book on the legal profession, stated that only "44 percent of BigLaw lawyers
report satisfaction with their careers." According to a 2014 Gallup poll, only
32.4% of professionals in the United States were engaged with their jobs. And
over 15% were actively disengaged. There is a disconnect between lawyer's
passions and their work. Some lawyers detest their jobs. Others tolerate their
work for the paycheck. Either way, these lawyers are detached and dissatisfied
with their jobs. They desire something deeper and more meaningful in their work
and career. This book can help you revitalize your career and achieve success,
prosperity, and personal fulfillment. Success, prosperity, and personal fulfillment
as you, and only you, define those terms. The Professional Prosperity For
Lawyers System Through the career revitalization system in this book, you will
use your strengths to achieve goals reflecting your personal vision of an ideal
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career. You will explore jobs aligned with who you are and create a career path
you have only dreamed of pursuing. Your career revitalization is based on two
central premises. First, lawyers must view their career as a business. Whether
you are a lawyer at the largest law firm in the world or are a sole practitioner, you
are a business. Your career should be run like a business. Second, run your
business as an entrepreneur if you want to be successful, prosperous, and
personally fulfilled. If you want to realize your dreams of a perfect job and ideal
career, the career revitalization process provides the framework. Use the
framework, follow the process, and take the actions. You will get your perfect job
and create your ideal career. A career giving you the freedom to do the work you
what you want to do. When you want to do it. And, with the people you want to do
it with. Imagine getting up in the morning looking forward to your day. Being
rested and full of energy. Controlling your schedule. Working on projects that
interest and excite you. Collaborating with people you like and respect. Taking
time off to spend with family and friends. Having time for leisure activities or
working on projects outside your job. This career revitalization system is
grounded in the practices, processes and actions of many lawyers who are
successful, prosperous and personally fulfilled. You will live your dreams by
implementing the career revitalization process. Why I Can Help You Revitalize
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Your Career I had a successful legal career, developed a book of business over
$3.5 million, was an equity partner at two Am Law 100 firms, was an in-house
counsel at a publicly traded investment bank, went from in-house counsel to a
law firm partner and left the law on several occasions. Most importantly, I know
how you can achieve success, prosperity and personal fulfillment, and I have a
strong desire to help you discover the path to your ideal career and life. I also
endured decades of boredom and stress as a practicing lawyer. I disliked much
of my work and was frequently disengagement from it. Substance abuse, bouts
of depression, divorce, and financial issues are part of my career story. And,
consideration of suicide on more than one occasion. I could not enjoy the fruits of
my career "success" story. I am now on a mission. A mission to help you create
an epic career of success, prosperity and personal fulfillment. Now is the time to
take action. Start today by buying and reading this book.
Law Office Management for Paralegals, Fourth Edition is a comprehensive
introduction to law office management, emphasizing ethics, law office culture, law
office systems, and “soft skills,” such as communications and critical thinking.
Assignments are drawn from real-world law office management situations and
supported by innovative visual aids and learning tools. Students get hands-on
practice with timekeeping, conflicts-checking, file management, trust accounting,
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business planning, correspondence, and much more. They are exposed to law
office software, such as Clio, and learn to perform vital functions using other
software and even freeware. Career profiles emphasize the importance of
involvement in professional organizations, advancement in the legal field without
obtaining a law degree, and that the legal profession is populated by men and
women of all ages and backgrounds. New to the Fourth Edition: New ethical
discussions: the obligation to keep up with current technology, disaster planning,
and dealing with clients using crowdfunding. New technology discussions:
artificial intelligence in legal practice, online notarization, client portals, and apps
to make the practice of law more efficient and mobile. New discussions of law as
a business: features of property insurance, malpractice insurance, insurance for
and on employees; trends in office space. New soft skills discussions: dealing
with incivility in the legal profession, managing staff through technology changes.
Professors and students will benefit from: Author Laurel A. Vietzen’s outstanding
reputation in the paralegal market. Drawing on her extensive background as a
professor and practitioner, she clearly presents basic law office management and
organization. Well-crafted assignments throughout the text help students hone
practical skills such as critical thinking, organization, general communication, and
computer proficiency. The text is particularly adaptable for an online or hybrid
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class.
This comprehensive new resource provides all the information needed to plan or
remodel a law firm's office space. Helpful checklists, schedules, forms, and
letters are included on the accompanying CD-ROM.
If you have natural hair, transitioning to natural hair, or interested in natural hair
topics, this book is a must read. This book provides an overview of federal and
state employment discrimination laws in the United States. You will learn more
about rights and obligations related to natural hair as an employee. You may gain
added knowledge and awareness as an employer. You may be inspired through
real-life stories. Hypotheticals, case studies, and practical tips help you navigate
natural hair in the workplace.
This Army and Marine Corps multiservice publication serves as doctrinal
reference for the employment of mortar squads, sections, and platoons. It
contains guidance on tactics and techniques that mortar units use to execute
their part of combat operations described in battalion-, squadron-, troop-, and
company-level manuals. This publication also contains guidance on how a mortar
unit's fires and displacement are best planned and employed to sustain a
commander's intent for fire support. The target audience of this publication
includes mortar squad, section, and platoon leaders, company and battalion
Page 5/21

Download Free Law Office Procedure Manual Examples
commanders, battalion staff officers, and all others responsible for controlling and
coordinating fire support during combined arms operations. Training developers
also use this manual as a source document for combat critical tasks. Combat
developers use this manual when refining and revising operational concepts for
Infantry and reconnaissance mortar organizations. This publication serves as the
primary reference for both resident and nonresident mortar tactical employment
instruction.
This publication contains the following four parts: A model Competent Authority Agreement
(CAA) for the automatic exchange of CRS information; the Common Reporting Standard; the
Commentaries on the CAA and the CRS; and the CRS XML Schema User Guide.
The legal community is notorious for generating paper--and lots of it. But lawyers can save
time and money by transitioning to a paperless office. Paperless in One Hour for Lawyers will
show even the most committed paper devotees how to run their law offices digitally.
A guide to setting policies and establishing procedures that should keep a law office operating
efficiently. This second edition features new chapters on topics such as the family and medical
leave act, Internet use, and more. The diskette contains the text in WordPerfect 6.x and ASCII
formats.
Introducing the latest editon of this step-by-step guide for planning and executing a job search.
This book is filled with practical advice that will help anyone find their personal niche in the
legal profession.
Is it really possible to be a Rainmaker AND have peace of mind? . . . We think so! The Happy
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Law Practice offers guidance on essential business development skills without sacrificing worklife balance. Twenty-one lawyers and entrepreneurs of varying expertise use their combined
knowledge in law, business development, well-being, and more to bring you tips and strategies
on how to make your business flourish and keep your stress levels low during the process.
Covering such topics as productivity, networking, branding, organization, and stress
management, The Happy Law Practice will give you the skills that all lawyers need to THRIVE
in their career. Whether you are a well-established lawyer or just starting your practice, this
book offers tips, strategies, and innovative insights that is sure to help you succeed.
Apply important legal concepts and skills you need to succeed Get educated, land a job, and
start making money now! Want a new career as a paralegal but don't know where to start?
Relax! Paralegal Career For Dummies is the practical, hands-on guide to all the basics -- from
getting certified to landing a job and getting ahead. Inside, you'll find all the tools you need to
succeed, including a CD packed with sample memos, forms, letters, and more! Discover how
to * Secure your ideal paralegal position * Pick the right area of the law for you * Prepare
documents for litigation * Conduct legal research * Manage a typical law office Sample
resumes, letters, forms, legal documents, and links to online legal resources. Please see the
CD-ROM appendix for details and complete system requirements.

Prepare for success in your career as a paralegal with Miller/Meinzinger's PARALEGAL
TODAY: THE LEGAL TEAM AT WORK, 8E. This complete resource introduces today's
legal system as you learn how current technology and social media tools are used in
practice. Real examples, hands-on practical applications and ethical dilemmas help
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strengthen your understanding of laws in current society and the importance of ethical
and professional responsibility. You refine the skills needed to thrive in today's legal
landscape. An entire chapter highlights paralegal careers and salaries to prepare you
for work choices. In addition, you examine current issues, such as legal responses to
the #MeToo movement, legal trends in protecting women's rights in the workplace, the
use of the latest online legal research tools and technical requirements in today's
courtroom. In addition, you learn how to conduct effective interviews, work with
witnesses and address today's developments in family law. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
This popular book, the only legal office procedure book to receive a 5-star rating on
Amazon.com, introduces readers to the career of a legal office assistant. It presents
basic legal concepts and the various fields of the law and outlines the preparation of
documents commonly used in these fields. It provides the information needed to select
documents appropriate for a particular situation, identify the information necessary to
complete the documents, and prepare the documents correctly.Comprehensive
coverage begins with an overview of the law office; then describes office duties;
computers and office systems; legal correspondence; the history of law; the court
structure; litigation procedures, including the preparation of legal documents,
preparations for trial, and litigation and discovery procedures; family law; wills, trust,
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and probate; business organizations; real estate; criminal law; legal research; and
careers in the law.For legal secretaries, legal assistants, paralegals, and law office
managers and staff.
The ABA Journal serves the legal profession. Qualified recipients are lawyers and
judges, law students, law librarians and associate members of the American Bar
Association.
Charles-Louis de Secondat, Baron de La Brede et de Montesquieu generally referred to
as simply Montesquieu, was a French lawyer, man of letters, and political philosopher
who lived during the Age of Enlightenment. He is famous for his articulation of the
theory of separation of powers, which is implemented in many constitutions throughout
the world. He did more than any other author to secure the place of the word despotism
in the political lexicon. Montesquieu is credited as being among the progenitors, which
include Herodotus and Tacitus, of anthropology, as being among the first to extend
comparative methods of classification to the political forms in human societies. Indeed,
the French political anthropologist Georges Balandier considered Montesquieu to be
"the initiator of a scientific enterprise that for a time performed the role of cultural and
social anthropology." According to social anthropologist D. F. Pocock, Montesquieu's
The Spirit of the Laws was "the first consistent attempt to survey the varieties of human
society, to classify and compare them and, within society, to study the inter-functioning
of institutions." Montesquieu's political anthropology gave rise to his theories on
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government. When Catherine the Great wrote her Nakaz (Instruction) for the Legislative
Assembly she had created to clarify the existing Russian law code, she avowed
borrowing heavily from Montesquieu's Spirit of the Laws, although she discarded or
altered portions that did not support Russia's absolutist bureaucratic monarchy."
Field Manual (FM) 3-34.400, "General Engineering," is the primary implementing
manual for the engineer function that bears its name (the others being combat and
geospatial engineering). This manual provides general engineering (GE) doctrine for
the United States (U.S.) Army and U.S. Marine Corps. As the implementing manual for
the engineer function of general engineering (GE), FM 3-34.400 describes the
operational environment (OE) and how to apply and integrate GE principles in support
of full spectrum operations and the linkage of GE to assured mobility. This FM focuses
on the establishment and maintenance of lines of communications (LOCs) and
sustainment operations that support operational requirements throughout the area of
operations (AO). FM 3-34.400 is designed primarily to assist Army engineers at all
echelons in planning and coordinating GE operations at the strategic, operational, and
tactical levels. It is also a resource applicable to Department of Defense (DOD), joint,
and other Army organizations and agencies that have a role in supporting, establishing,
and/or maintaining the infrastructure required to conduct and sustain military
operations. It is the primary manual to define the engineer function of GE. FM 3-34.400
is applicable across full spectrum operations. This includes the four types of Army
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operations (offense, defense, stability, and/or civil support) across the spectrum of
conflict (peace, crisis, and war). This FM recognizes the need for joint interdependence
and the reality that operations will frequently be performed in a joint, interagency, and
multinational environment.
ALWD Citation Manual: A Professional System of Citation, now in its Fourth Edition,
upholds a single and consistent system of citation for all forms of legal writing. Clearly
and attractively presented in an easy-to-use format, edited by Darby Dickerson, a
leading authority on American legal citation, the ALWD Citation Manual is simply an
outstanding teaching tool. Endorsed by the Association of Legal Writing Directors,
(ALWD), a nationwide society of legal writing program directors, the ALWD Citation
Manual: A Professional System of Citation, features a single, consistent, logical system
of citation that can be used for any type of legal document complete coverage of the
citation rules that includes: - basic citation - citation for primary and secondary sources citation of electronic sources - how to incorporate citations into documents - how to
quote material and edit quotes properly - court-specific citation formats, commonly used
abbreviations, and a sample legal memorandum with proper citation in the Appendices
two-color page design that flags key points and highlights examples Fast Formatsquick
guides for double-checking citations and Sidebars with facts and tips for avoiding
common problems diagrams and charts that illustrate citation style at a glance The
Fourth Edition provides facsimiles of research sources that a first-year law student
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would use, annotated with the elements in each citation and a sample citation for each
flexible citation options for (1) the United States as a party to a suit and (2) using
contractions in abbreviations new rules addressing citation of interdisciplinary sources
(e.g., plays, concerts, operas) and new technology (e.g., Twitter, e-readers, YouTube
video) updated examples throughout the text expanded list of law reviews in Appendix
5 Indispensable by design, the ALWD Citation Manual: A Professional System of
Citation, Fourth Edition, keeps on getting better

Although Yellow Pages advertising should be a major profit-building business
marketing strategy for many law firms, the harsh reality is that 99% of ads simply
don't work. This book will provide you with the information you need to create
effective, powerful Yellow Pages ads and drive your client development programs
forward. You'll find information on identifying and focusing on your target market,
as well as how to plan and design the perfect ad that not only reaches potential
clients, but motivates them to call. Book jacket.
Process to Product is written by industry professional Brian Herskowitz, an award
winning writer, producer, director with twenty-five years of teaching experience.
The book guides the student writer through the process of screenwriting, simply
and clearly, from the development of an idea through the finished, polished script.
Easy to understand with in-depth examples and helpful exercises, this book puts
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the reader on the path to the best screenplay they can create.
The Model Rules of Professional Conduct provides an up-to-date resource for
information on legal ethics. Federal, state and local courts in all jurisdictions look
to the Rules for guidance in solving lawyer malpractice cases, disciplinary
actions, disqualification issues, sanctions questions and much more. In this
volume, black-letter Rules of Professional Conduct are followed by numbered
Comments that explain each Rule's purpose and provide suggestions for its
practical application. The Rules will help you identify proper conduct in a variety
of given situations, review those instances where discretionary action is possible,
and define the nature of the relationship between you and your clients,
colleagues and the courts.
LIKE CARRYING AROUND YOUR OWN BUSINESS LAWYER, BUT WITHOUT
ALL THE TALKING AND BILLS. Birth to Buyout gives you a straightforward, easyto-grasp understanding of the business law questions and answers you need to
run your business and prosper. Packed with refreshingly candid information, Birth
to Buyout tackles business law topics in terms you can understand. Organized to
guide you through all stages of your business - from Birth to Buyout - you learn:
SET UP A COMPANY * The difference between Corporations, S-Corporations
and Limited Liability Companies * How to pick the right entity for you * Where you
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should set up your company * How to pick a company name * What to take to the
bank when you set up your company bank account * What to put in your
business plan YOU AND YOUR PARTNERS * The big conversation you and
your partners need to have at the beginning of your venture * Picking officers,
officer titles and salaries * How to make sure you can get out when you want *
How to kick out another owner * Setting up your Board of Directors * Dangers of
serving on the Board * How to be a great Board member GETTING FUNDED *
The difference between debt and equity * What investors expect from you * The
parts of an investment deal * How to divide control between founders and
investors * Securities laws * Sources of debt financing * Parts of a loan * Building
business credit INTERNET CONTRACTS * What you need to put in your website
privacy policy and Terms of Use * Avoiding liability from user generated content *
Kids information under COPPA OFFICE LEASE * Negotiating the rent *
Difference among net leases, double net and triple net leases EMPLOYEES &
INDEPENDENT CONTRACTORS * What goes in an employment contract *
Noncompetes * Union contracts and collective bargaining * Nondiscrimination
laws * Screening candidates, including immigration forms * How to follow rules
about minimum wage and overtime and payroll INTELLECTUAL PROPERTY *
Trademark * Copyright * Patent * How to get the rights through licensing or
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buying the IP MANUFACTURING * How to plan your whole manufacturing and
fulfillment process * How to get a prototype made * How to discover the
regulations you have to know about and follow * How to hire a manufacturer
SALES AND MARKETING * How to get your product sold * Distribution channel
options * Advertising and promotions * How to comply with advertising laws *
What goes into your contract with distributors or sales agents * CanSpam and
telemarketing rules GETTING PROTECTION AGAINST LIABILITY * Contracts *
Insurance and Bonds * Vigilant Due Diligence GETTING RICH * Valuing a
business * Valuing stock * Process of selling your company * Term Sheets *
Representations and Warranties * Closing * Post closing * Tips to make for a
peaceful sale AND, THERE'S A STORY - MEET HAP, HAZARD AND A
LAWYER NAMED GRAVITY. Birth to Buyout is not just a business law almanac.
Birth to Buyout spins forward on the story of two cubicle workers who make a run
for entrepreneurship just as big corporate culture is closing in, all with the help of
their corporate lawyer (if you just want the law, you can skip the story pages).
Birth to Buyout was written to be an easy-to-follow guide to business law. That's
why: * All explanations are in plain English * Charts and diagrams are used to
make the law clear * The book celebrates American entrepreneurship and how it
can truly set you free
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Focusing on technological advances that are changing the practice of law, this
practical, hands-on text covers day-to-day law office management topics,
including client relations and communication skills; legal fees, timekeeping, and
billing; client trust funds and law office accounting; calendaring, docket control,
and case management; legal marketing; and file and law library management.
The Fourth Edition is accompanied by Clio’s Boutique Plan cloud-based
software (with in-depth tutorials) which allows students to master skills in time
and billing, accounting case management, and document management. Other
highlights of the new edition include new ethics-related case reviews, up-to-date
forms, charts, and checklists that illustrate important concepts relating to
paralegals in the law office, and hands-on exercises. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
Let's be honest, traditional small firm law practice is not working very well. Too
many small firm lawyers struggle to make ends meet, get clients, meet clients'
expectations, or they wrestle with mental health issues or substance abuse.
Meanwhile, there is a huge gap between those who need legal help and those
who can get it. But it doesn't have to be that way. We can build better firms, be
more effective with our clients, enjoy better health and a greater sense of
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fulfillment, and make a bigger impact on our communities. With the client-centric
law firm management model in The Small Firm Roadmap, you'll see that getting
started is easier than you think. The team from Lawyerist.com-Aaron Street, Sam
Glover, Stephanie Everett, and Marshall Lichty-will help you gain clarity around
your career and firm goals and identify successful strategies for starting,
managing, and growing a thriving future-oriented law firm. If you're ready to do
great work that supports a great life, this book is for you.
Robert's Rules of Order Newly Revised, commonly referred to as Robert's Rules
of Order, RONR, or simply Robert's Rules, is the most widely used manual of
parliamentary procedure in the United States. It governs the meetings of a
diverse range of organizations-including church groups, county commissions,
homeowners associations, nonprofit associations, professional societies, school
boards, and trade unions-that have adopted it as their parliamentary authority.
The manual was first published in 1876 by .US Army officer Henry Martyn
Robert, who adapted the rules and practice of Congress to the needs of nonlegislative societies. Ten subsequent editions have been published, including
major revisions in 1915 and 1970. The copyright to Robert's Rules of Order
Newly Revised is owned by the Robert's Rules Association, which selects by
contract an authorship team to continue the task of revising and updating the
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book. The 11th and current edition was published in 2011. In 2005, the Robert's
Rules Association published an official concise guide, titled Robert's Rules of
Order Newly Revised In Brief. A second edition of the brief book was published in
2011.
I helped make your advisor's Sales Hype Do you need your advisor to succeed
with investments? Do you think your advisor's strategy can beat a market index
fund? Do you know how many sales your advisor must make to keep their job?
What is your actual total return with all costs included? Why do many Wall Street
firm owners use index funds? Most wealthy people can answer these questions.
Can you? Today, the information to answer these questions is easily available
but only savvy shoppers have used it to succeed. They realize that the retail
financial industry is extremely profitable because the sales hype works even
better than it used to work. We have learned how to manipulate behavior better.
Our margins are 29%. The $1.3 Trillion per year revenues come from YOU. I
used to work for a few firms. I helped create some of the hype that our sales
people used to separate you from your money or your potential future earnings. A
plain market index fund beat 92-95% of the returns of our "professional"
managers so we steer you away from them. However, we still get most investors
to pay even for poor results. It is marketing, sales and misleading hype! Why
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should you give up your advisor? You may be giving up 63% of your total
potential value. It is easy to do better on your own. Do you really think an expert
at selling knows anything about what will happen to a security or the market in
the next hour, week or year? Before I show you how to invest for your success, I
think it is time you understood the marketing and sales HYPE. Most retail
investors hate losing--more than they love winning. Most think Wall Street is a
casino where some win but they forget that only the house wins long term. Isn't it
time you learn how Warren Buffett avoids the Sales Hype and invests for
success.
This step-by-step guide is the key to developing a tailor-made office procedures
manual, containing everything from client data sheets and docket control
systems, to employee benefits and file management policies. In addition, the
entire text is included on CD-ROM fr easy customization.
This manual helps medium and large law firms increase productivity by providing
a model manual for law office policies and procedures. The book, an updated
and expanded version of the previous (fourth) edition, is divided into seventeen
sections, covering such topics as law office organization, management, and
administration, support personnel, office polices, personnel policies and benefits,
office security and emergency procedures, financial management, file systems,
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technology, and communications systems. The book contains numerous sample
forms and documents, as well as extensive bibliographies. A CD containing the
entire text of the manual is included, allowing customization of the manual for
particular user needs.
Introduction to Paralegal Studies: A Critical Thinking Approach introduces
paralegal students to the law and legal concepts while providing them with
practical information about what paralegals actually do in the legal system. Now
in its fourth edition, this text continues to deliver a comprehensive, intelligent
overview of all the key concepts typically covered in introduction to paralegal
studies or introduction to law courses. Qualities that make this text an excellent
teaching tool include: Critical thinking approach used to introduce students to the
study of law, encouraging them to interact with the materials through
hypotheticals, examples, and well-designed questions. Teaches students the
basic skills necessary to understand statutes and court cases. Strong pedagogy
includes ethics alerts, marginal definitions, Internet references, and legal
reasoning exercises throughout the book. Well-organized, accessible format
Excellent ancillary package, with a comprehensive Instructor's Manual, in-depth
test bank, and PowerPoint slides. Blackboard package also available. The Fourth
Edition is enriched by: New developments are incorporated throughout this
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edition. Updated ethics materials. New and updated assignments For in-depth
coverage of the legal system, the law and the analysis of it, and the role of the
paralegal within the system, choose Introduction to Paralegal Studies: A Critical
Thinking Approach.
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