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bias, 313
bicameral legislature, 44
big firms, working at, 13
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indictments, 80-81 caption, 150
overview, 79-80 defined, 315
charter, 314 described, 93
checklists document drafting, 150-152
initial client interviews, 182-186 establishing parties and jurisdictions, 150-151
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federal judicial system
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courts of last resort, 49-50
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diagram of, 53
overview, 47
U.S. Courts of Appeals, 48
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defined, 320
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overview, 100
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overview, 110
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federalism, 42
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felony assault, 66
felony murder rule, 66
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overview, 289
storing old files, 291-292
tracking popular files, 291
filed (in court), 320
filing motions, 144
firewalls, 270
formal advocacy, 62-63
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associate’s degree programs, 19
bachelor’s degree programs, 19
certificate programs, 18-19
overview, 18
paralegals, 18-19
forum, 320
forum non conveniens, 320
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frauds and forgeries in wills, 126
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information and belief, 322
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initial client interviews
background questions, 183, 184
checklist, 182-186
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ending, 187
event questions, 183, 185
location for, 180-181
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pre-event questions, 183, 184-185
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injunctive relief, 76
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intent, 322
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intentional misrepresentation, 75
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JNOV (judgment non obstante verdicto), 323
job hunting
bar association referral services, 28
cover letters, 30-32
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judgment notwithstanding the verdict, 323
judgment on the merits, 323
judgment-proof, 323
judicial branch, 46, 323
judicial review, 61
jurisdiction
appellate jurisdiction, 311
courts of appellate jurisdiction, 48-49
courts of general jurisdiction, 51
courts of limited jurisdiction, 51
courts of original jurisdiction, 47-48
defined, 323
determining, 90-92

establishing parties and jurisdictions, 150-151
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in personam jurisdiction, 90-91, 322
in rem jurisdiction, 91, 322
overview, 90
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defined, 324
overview, 146
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off the record, 326
office management
billing systems, 287-289
file management, 289-292
management systems, 281-287
overview, 281
online resources
Internet, research using, 276-277
overview, 276
Web conferencing, 277-278
on-the-job training, 20
open-ended questions, 182
opening statement, 150, 326
opinion evidence, 326
opinion of the attorney general, 326



opinion of the court, 326
order, 161
ordinances

overview, 53

as primary authority, 118

oo

PACE exam, 25
PACE Registered Paralegal (RP), 22
paralegal associations
on CD, 337, 341
ethical codes of, 235-238
joining, deciding on, 24
local paralegal associations, 23
National Association of Legal Assistants
(NALA), 22, 25, 235-236
National Federation of Paralegal Associations
(NFPA), 22, 236-237
national paralegal associations, 22
overview, 21
paralegal divisions of bar associations, 23
state paralegal associations, 22-23
types of, 22-23
paralegal status, disclosing your, 296
paralegals
attorney career compared, 12
big firms, working at, 13
case administration, 11
characteristics of, 16-17
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