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This text takes an all-encompassing approach to office procedures for the legal professional student

who wants to learn "black letter law" as well as the procedures that must be followed in the law

office setting. It progresses from a general description of the law office and the court system to a

more specific explanation of the various specialty law areas and the function of a paralegal and

legal assistant in each. Practical classroom and homework assignments simulate the types of tasks

students will encounter in the law office. Students are required to keep a notebook within the text,

which consists of classroom assignments, projects, and other key items. The notebook later

becomes a valuable reference document when assignments are given on the job. The text may be

bundled with a supplemental resource manual containing various types of pleadings and documents

from different states, as well as instructions for use and execution.
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Purchased when working in attorneys office p/t for up-to-date info; however, it's more common

sense information which I didn't need. So, if you're just starting out, good product, otherwise if you

have experience like I already did, you may not want to purchase.

This book is in good condition, but it is not the right book that the course calls for it, this is a

"Resource Book" by the same author Judy A.Long, different ISBN#. I'M GONNA KEEP IT ANY

WAY. I still waiting for the right book that is god willing arriving tomorrow.



Brought this book lightly used, was not lightly used at all top of book was chewed by a cat, dirty paw

prints on pages through out the book, and some highlighting. Just find the dirty paw prints on the

page gross, was not expecting to get a lightly used book in this condition. They should have been

more clear about the condition of the book instead of lightly used.
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