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. . . THE IDEAL TRAINING MANUAL FOR NEW STAFF!
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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.

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.

STEP-BY-STEP GUIDANCE: The Manual covers each major area of law practice.

FORMS: The Manual includes the major Judicial Council forms, plus typical attorney-
drafted forms. Sample forms are filled out to illustrate common applications.

UP-TO-DATE:  The Manual is updated twice a year to include revised Judicial Council 
forms and other changes in applicable rules and procedures.
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