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Practical Law Office Management, third edition focuses on law office management from a practical
standpoint. Designed for the paralegal student interested in day-to-day law office management topics, this
text focuses on 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. This revised edition offers an extended focus on technology, including a
full demonstration of Thomson's ProLaw software and in-depth software tutorials. It includes up-to-date
charts and graphs that present material in an easy-to-understand context. Each chapter now includes thought-
provoking questions, and expanded and interesting case studies that deal with unique facts specific to
practicing paralegals appear after most chapters. To expand the technology focus of the text, Excel exercises
appear in the timekeeping and billing and trust account chapters. In addition, this revised text has a strong
ethics focus throughout, with ethics-related cases included at the end of nearly every chapter.
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From reader reviews:

Roger Alford:

The book Practical Law Office Management can give more knowledge and information about everything
you want. So why must we leave the good thing like a book Practical Law Office Management? A number of
you have a different opinion about reserve. But one aim this book can give many data for us. It is absolutely
appropriate. Right now, try to closer with the book. Knowledge or facts that you take for that, you are able to
give for each other; it is possible to share all of these. Book Practical Law Office Management has simple
shape but you know: it has great and massive function for you. You can look the enormous world by
available and read a publication. So it is very wonderful.

Tamiko Harmon:

It is possible to spend your free time to see this book this e-book. This Practical Law Office Management is
simple bringing you can read it in the park your car, in the beach, train and also soon. If you did not have
much space to bring the particular printed book, you can buy the e-book. It is make you easier to read it. You
can save the book in your smart phone. And so there are a lot of benefits that you will get when one buys this
book.

Karen Tullis:

As we know that book is very important thing to add our expertise for everything. By a guide we can know
everything we wish. A book is a set of written, printed, illustrated or perhaps blank sheet. Every year has
been exactly added. This publication Practical Law Office Management was filled concerning science. Spend
your time to add your knowledge about your scientific research competence. Some people has various feel
when they reading a new book. If you know how big benefit from a book, you can feel enjoy to read a book.
In the modern era like at this point, many ways to get book that you just wanted.

Steven Miller:

What is your hobby? Have you heard in which question when you got college students? We believe that that
problem was given by teacher with their students. Many kinds of hobby, Everyone has different hobby.
Therefore you know that little person like reading or as examining become their hobby. You need to know
that reading is very important and book as to be the point. Book is important thing to provide you
knowledge, except your own personal teacher or lecturer. You see good news or update with regards to
something by book. Numerous books that can you choose to adopt be your object. One of them is niagra
Practical Law Office Management.
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