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Course Querview

Topice Covered
* Introduction to the Law Office « Preparation of Documents Filed with
* Duties of the Legal Secretary the Court
» Effective Telephone Skills « Basics of Civil Litigation -
o Effective Oral Communication Skills « Interrogatories S
» Calendaring and Timetables « Demand for Prod
» Basic Grammar Skills « Request for A
 Transcription and Proofreading « Depositions/D
Techniques *
o Court Structure

» Citations
 Service of Legal Documents
Preparing a Proper Caption



