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8 week courge -
Online Course Commencing WOrk at your own pacer B

March 5, 2024

Course Querview

Topice Covered

* Introduction to the Law Office « Preparation of Documents Filed with
Duties of the Legal Secretary —the Court sl

 Effective Telephone Skills « Basics of Civil Litigation
Effective Oral Communication Skills o Interrogatories

« Calendaring and Timetables « Demand for Production of Documents

Basic Grammar Skills * Request for Admissions
Transcription and Proofreading « Depositions/Deposition Subpoenas
Techniques « Demand for Physical Examinations

Gourt Structure—— — ~—« Discovery Timelines

Citations » Service
~ Service of Legal Documents « Verifications

Preparing a Proper Caption cogt

To Register go to our website:

ik https://www.legalprofessionalsinc.org/events g
q or scan the QR code. WWW.LEGALPROFESSIONALSINC.ORG




