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JoAnn Lee: Thelrwin Law Office Reference Manual before purchasing it in order to gage whether or not it would
be worth my time, and all praised The Irwin Law Office Reference Manual:

6 of 6 people found the following review helpful. The Irwin Law Office Reference Manual By Kitty Taylorl am
currently studying for multiple forms of office administration (medical, law, and general. This book isused asa
textbook for two of my legal document production classes so | have had the opportunity to examineit. It isn't light
reading, but is so full of useful and necessary information that | recommend anyone interested in working in a law
office and or producing legal documents get a copy of their own. Everything from terminology to formatting
documentsisincluded. In al, thisisavery good and useful manual for anyone interested in office administration. |
highly recommend it for legal assistants, students, and secretaries alike.

This manual can serve as areference tool for studentsin their paralegal or legal secretarial courses and later, in their
careers. It addresses the specific grammar and office procedures used in law offices and is considered the definitive
reference for questions on format, procedure, and correct setup of law office documents, law office protocoal, filing,

and report writing.
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