OAD 203 : LEGAL OFFICE PROCEDURES

This course is designed to provide an awareness of the responsibilities and opportunities of professional support personnel
in a legal environment through classroom instruction and lab exercises. Emphasis is on legal terminology, the production of
appropriate forms and reports, and the importance of office procedures and practices. Upon completion, the student should
be able to perform office support tasks required for employment in a legal environment.

Credits 3

Lecture Hours 3

Lab Hours 0
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