THE IDEAL TRAINING MANUAL FOR NEW STAFF!
QUICK REFERENCE FOR EXPERIENCED STAFF!

The Problem: Training new law office staff members is time-consuming and expensive.
The adequacy of the training is often dependent on the ability of the existing staff.
Loss of key personnel may make it impossible to train and supervise less experienced staff.
The Solution: A system for training new staff and a reference source for all existing

office personnel. The Law Office Procedures Manual, created by Legal Secretaries,
Incorporated, provides everything you need to know about the forms, rules and

procedures required in a law office. TVolume
STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice. LSI Members-Only Price: $140
FORMS: The Manual includes the major Judicial Council forms, plus typical Nonmembers Price: $175
attorney-drafted forms. Sample forms are filled out to illustrate common applications. (Includes shipping)
UP-TO-DATE: The Manual is updated twice a year to include revised Judicial Council
forms and er changes in applicable rules and procedures.

CONTENTS
e Court Structure * Adoptions Notarial Acknowledgments; Recording
* Civil Procedure * Probate Laws; Forms of Address; U.S. Postal
* Local Rules * Conservatorships and Guardianships Service Addressing Standards and State
* Discovery « Corporations and Limited Liability Code Abbreviations; Transcription and
« Unlawful Detainer Companies Proofreading; Alphabetic Filing Rules;
« Real Estate * Workers' Compensation Calendars; Legal Abbreviations
e Criminal * Miscellaneous: Practice Tips; Service and and Jargon; Ofﬁ(fe Procedures;
* Family Law . Proof of Service; Fax Filings; Verifications; Reference Materials

e Glossary

Substitution/Association of Counsel;

LAW OFFICE PROCEDURES MANUAL ORDER FORM

Law Office Procedures Manual $140 (LS| Members-Only Price)

Law Office Procedures Manual $175 (Nonmembers Price)

[] MY PAYMENT IS ENCLOSED. 45-day return privileges apply.
[] PLEASE SEND ON 45-DAY APPROVAL. If | decide not to keep this title, | will return it within 45 days at my own expense.

i
3 ways to order. Your subscription(s) to future Updates will be entered automatically. If you do not wish to receive automatic Updates, check box below.

Mail or fax this order form [0 Do not send future Updates. | understand this product has limited value without Updates. (Cost of 2011 Update #2 was $50.)
Call 1-800-747-3161 (ext. 2) NAME PHONE(____)
Visil WERUREEGIOUp-Eotm™ E-MAIL ADDRESS STATE BAR NUMBER
FIRM
Mail to THE RUTTER GROUP ADDRESS SUITE
1si7ifeo6\;%ntura Bl ary STATE pAl
Encino, CA 91436 [J Enclosed is my check for $ payable to THE RUTTER GROUP
Or fax to 1-818-377-7839 [J Charge $ onmy [ VISA [0 MASTERCARD [J AMERICAN EXPRESS
CREDIT CARD NUMBER EXP. DATE
SIGNATURE

To order or for more information, call 1-800-747-3161 (ext. 2)
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