Educating California's
Legal Support Professionals

Classes will take place online utilizing video lectures,
discussion boards, email, live Q&A sessions and quizzes.
Login information will be provided the day before the class
is scheduled to begin.

SOME OF THE TOPICS THAT WILL BE COVERED:

¢ Introduction to the Law e Preparation of Documents
Office Filed with the Court
* Duties of the Legal Secretary .« Basics of Civil Litigation

e Effective Oral
Communication Skills

e Calendaring and Timetables

e Basic Grammar Skills

e Transcription and

e Demand for Production of
Documents

¢ Request for Admissions

» Depositions/Deposition

(includes local association Proofreading Techniques RubRachas ;
SR ourt Structure o Demand for Physical
membership, subject to approval) [EE—__— Examinations
* Service of Legal Documents ¢ Discovery Timelines, Service
* Preparing a Proper Caption and Verifications

To Register go to our website:
https://www.legalprofessionalsinc.org/events
8 or Click the QR code above.

WWW LEGALPROFESSIONALSINC.ORG



