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Practical Law Office Management, third edition focuses on law office
management from a practical standpoint. Designed for the paralegal student
interested in day-to-day law office management topics, this text focuses on client
relations and communication skills; legal fees, timekeeping, and billing, client
trust funds and law office accounting; calendaring, docket control, and case
management; legal marketing; and file and law library management. This revised
edition offers an extended focus on technology, including a full demonstration of
Thomson's ProLaw software and in-depth software tutorials. It includes up-to-
date charts and graphs that present material in an easy-to-understand context.
Each chapter now includes thought-provoking questions, and expanded and
interesting case studies that deal with unique facts specific to practicing
paralegals appear after most chapters. To expand the technology focus of the text,
Excel exercises appear in the timekeeping and billing and trust account chapters.
In addition, this revised text has a strong ethics focus throughout, with ethics-
related cases included at the end of nearly every chapter.
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Practical Law Office Management, third edition focuses on law office management from a practical
standpoint. Designed for the paralegal student interested in day-to-day law office management topics, this
text focuses on client relations and communication skills; legal fees, timekeeping, and billing, client trust
funds and law office accounting; calendaring, docket control, and case management; legal marketing; and
file and law library management. This revised edition offers an extended focus on technology, including a
full demonstration of Thomson's ProLaw software and in-depth software tutorials. It includes up-to-date
charts and graphs that present material in an easy-to-understand context. Each chapter now includes thought-
provoking questions, and expanded and interesting case studies that deal with unique facts specific to
practicing paralegals appear after most chapters. To expand the technology focus of the text, Excel exercises
appear in the timekeeping and billing and trust account chapters. In addition, this revised text has a strong
ethics focus throughout, with ethics-related cases included at the end of nearly every chapter.
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Editorial Review

Review
My students love the hands-on projects....The CD-ROM is excellent. - North Central State University

Text is concise and covers those areas I deem important and practical for everyday working in a law firm; the
author provides excellent illustrations and descriptions which are then reinforced in clear, straight forward
examples. - Gulfport Community College

The text was chosen for the Abacus and Timeslips CD...This is the only law practice management book
available that has this type of supplement.

About the Author
Brent Roper has a J.D., and a M.B.A. from Washburn University in Topeka, Kansas. Over the pat 15 years
he has published a number of textbooks and articles on law office computing and law office management.

Users Review

From reader reviews:

Crystal McMullen:

This Practical Law Office Management are reliable for you who want to be considered a successful person,
why. The key reason why of this Practical Law Office Management can be one of many great books you
must have is giving you more than just simple studying food but feed an individual with information that
maybe will shock your preceding knowledge. This book is definitely handy, you can bring it all over the
place and whenever your conditions both in e-book and printed ones. Beside that this Practical Law Office
Management forcing you to have an enormous of experience for example rich vocabulary, giving you trial
run of critical thinking that we know it useful in your day task. So , let's have it and luxuriate in reading.

Ryan Wysocki:

The particular book Practical Law Office Management will bring you to definitely the new experience of
reading any book. The author style to elucidate the idea is very unique. In case you try to find new book to
study, this book very acceptable to you. The book Practical Law Office Management is much recommended
to you to read. You can also get the e-book from the official web site, so you can easier to read the book.

Martha Holt:

This Practical Law Office Management is great e-book for you because the content and that is full of
information for you who also always deal with world and still have to make decision every minute. This
particular book reveal it info accurately using great manage word or we can state no rambling sentences
within it. So if you are read this hurriedly you can have whole data in it. Doesn't mean it only provides
straight forward sentences but tough core information with splendid delivering sentences. Having Practical
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Law Office Management in your hand like keeping the world in your arm, information in it is not ridiculous
one. We can say that no book that offer you world with ten or fifteen second right but this guide already do
that. So , this really is good reading book. Hey there Mr. and Mrs. stressful do you still doubt that?

Mary Kerr:

Many people spending their time period by playing outside having friends, fun activity with family or just
watching TV 24 hours a day. You can have new activity to spend your whole day by reading a book. Ugh,
think reading a book will surely hard because you have to bring the book everywhere? It ok you can have the
e-book, delivering everywhere you want in your Touch screen phone. Like Practical Law Office
Management which is keeping the e-book version. So , why not try out this book? Let's notice.
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