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Your career as a top-notch paralegal starts here The demand for paralegal
professionals is exploding, and Paralegal Career For Dummies, 2nd Edition
explains the skills and requirements needed to pursue this rewarding career.
Inside, you’ll discover the ins and outs of paralegal skills, from preparing
documents and performing legal research to obtaining certification, job hunting,
and understanding legal concepts. Use this hands-on guide to help in your career
considerations, bolster your paralegal training, or as an everyday on-the-job
reference. Paralegal Career For Dummies will be your trusty assistant through all
phases of your life as a paralegal, taking you forward with tips on networking and
joining professional organizations that will enhance your career. Discover the job
skills required for success as a paralegal Learn important legal concepts you’ll
need on the job Access forms, templates, and examples on the companion
website Develop strategies to manage time and advance your career Complete
with a companion website containing a wealth of valuable information, this book
covers everything you need to become a top-notch paralegal.
The completely revised and updated fourth edition of the most trusted paralegal
desk references on the market. Now fully revised and expanded: the bestselling
desk reference for paralegals at any level. Each chapter has been completely
updated to include the latest step-by-step instructions for every aspect of a
paralegal's job, with new procedures, checklists, and resources throughout.
Topics covered include: ? Paralegal ethics ? Training programs ? Court systems
and court procedures ? Federal court practice and procedures ? Pretrial practice
and procedure ? Legal research tools ? Electronic trial preparation procedures In
addition to the general resources that will be of value to every paralegal, this
guide also includes detailed information on practice and procedures for working
in specialty law firms.
Student supplement associated with: PACE Candidates Application/Handbook,
1/e NFPA, National Federation of Paralegal Association ISBN: 0135150779
Certified Paralegal Review Manual: A Practical Guide to CP Exam
PreparationCengage Learning
This is the eBook of the printed book and may not include any media, website
access codes, or print supplements that may come packaged with the bound
book. This fully-updated text is designed to build the skill sets students need to
succeed as members of today’s civil litigation teams. NEW YORK CIVIL
LITIGATION, 2/e clearly presents legal concepts, emphasizing the details of the
litigation process, critical thinking, and hands-on exercises that develop practical
law office skills. Students will gain real-world procedural skills, master electronic
discovery and court rules; learn how to handle ethical challenges in civil litigation
practice; and develop a professional employment portfolio. This edition includes
46 video case studies that illustrate each stage of the litigation process, showing
the day-to-day activities of the litigation team preparing and trying a civil case in a
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real world setting. Extensive assignment-related case materials and documents
are provided in the text and online. This popular national text book has been
thoroughly revised by New York practitioner and educator, Robert Sarachan, to
reflect local court systems, law, process, and procedure.
Incorporating developments from both academia and industry, this exploration of
brands, brand equity and strategic brand management combines a theoretical
foundation with numerous techniques and practical insights. Suitable for both
graduates and upper-level undergraduates.
A comprehensive introduction to the field with a real world, practical emphasis
which also makes it a valuable on-the-job reference. This is the market leader
and has been updated and enhanced to include a new full-color insert outlining
key steps to success as a paralegal. The text is packed with real life insights and
information on working as a paralegal. Each chapter contains the following
helpful features: Chapter Outline, Assignments, Examples, Checklists, Chapter
Summary, and Key Terms. Revisions include a new Internet appendix, updated
ethical codes, and expanded supplement package. This text can be customized
to fit the instructor's needs.
The definitive guide to working with -- and surviving -- bullies, creeps, jerks,
tyrants, tormentors, despots, backstabbers, egomaniacs, and all the other
assholes who do their best to destroy you at work. "What an asshole!" How many
times have you said that about someone at work? You're not alone! In this
groundbreaking book, Stanford University professor Robert I. Sutton builds on his
acclaimed Harvard Business Review article to show you the best ways to deal
with assholes...and why they can be so destructive to your company. Practical,
compassionate, and in places downright funny, this guide offers: Strategies on
how to pinpoint and eliminate negative influences for good Illuminating case
histories from major organizations A self-diagnostic test and a program to identify
and keep your own "inner jerk" from coming out The No Asshole Rule is a New
York Times, Wall Street Journal, USA Today and Business Week bestseller.
A completely updated and revised desk reference for paralegal professionals.
Paralegals are the backbone of the legal business. The Paralegal’s Handbook is a
guide to the responsibilities and tasks a paralegal may be asked to undertake. In this
comprehensive guide to the profession, expert authors Anita Haworth and Leslie Cox
explain everything paralegals need to know to handle the job with accuracy and
confidence. From ethics issues to a detailed analysis of all the tasks encountered in the
various legal specialties, The Paralegal’s Handbook provides invaluable advice and
expertise to paralegal professionals. Haworth and Cox are experienced paralegals and
provide explanations and details on the various areas of practice paralegals may
choose including Family Law, Probate, Corporate Law, Intellectual Property, Real
Estate, and Personal Injury Law. They cover everything from handling everyday tasks
to reviewing facsimiles of legal documents. This Second Edition is fully updated and
revised, with a new section on eDiscovery.
Succeed in your course and your paralegal career with WILLS, TRUSTS, AND
ESTATE ADMINISTRATION, 8th Edition. This easy-to-understand text introduces the
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basics of estate planning and bequeathing property to others through wills and trusts,
along with the laws and procedures involved, including the Uniform Probate Code.
Packed with engaging, highly visual content enhanced by detailed exhibits and a writing
style free of confusing legalese, the 8th Edition provides up-to-date coverage of
relevant laws, court procedures, cases, tax implications, ethical considerations, and the
roles paralegals and other professionals play in the process. Throughout the text, userfriendly case summaries, state-specific examples, practical assignments, detailed
documents, and real-life contemporary issues prepare you for success as a paralegal in
this important area of law. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Basics of Legal Document Preparation provides essential knowledge necessary for
students to determine the appropriate legal document required in any given situation. It
also provides the technical skills required for students to prepare each document. The
book is divided into three sections with the first consisting of goals, forms, instruments,
pleading and general American jurisprudence. The second section focuses on
instruments such as contracts, real estate transactions, wills, and trusts. And the third
section is comprised of legal pleadings for many specific areas of law such as
bankruptcy, criminal and appellate practices, federal practice, and domestic relations.
Developed by the National Association of Legal Assistants (NALA), this trusted selfstudy guide helps you master the format and content of the CP Exams and prepare for
certification success. The CP STUDY GUIDE AND MOCK EXAMINATION, Fifth
Edition, includes detailed tips and proven techniques to help you sharpen your testtaking skills, as well as a series of self-tests in each exam category to provide
invaluable hands-on practice. For even more thorough, realistic preparation, the guide
also includes a Certified Paralegal mock exam and answer key, allowing you to
simulate a full test experience. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
This brief paperback manual was written as a review manual for legal assistants
studying for the real estate certified legal assistant specialty (CLAS) exam. Sponsored
by National Association of Legal Assistants, Inc. It can also be used for any real estate
law course for legal assistants. Written by attorney-paralegal team, it is designed to
provide the legal assistant with the knowledge needed to be an effective asset in every
aspect of a law practice which emphasizes real property.
The United Nations estimates that four billion people worldwide live outside the
protection of the law. These people can be driven from their land, intimidated by
violence, and excluded from society. This book is about community paralegals sometimes called barefoot lawyers - who demystify law and empower people to
advocate for themselves. These paralegals date back to 1950s South Africa and are
active today in many countries, but their role has largely been ignored by researchers.
Community Paralegals and the Pursuit of Justice is the first book on the subject.
Focusing on paralegal movements in six countries, Vivek Maru, Varun Gauri, and their
coauthors have collected rich, vivid stories of paralegals helping people to take on
injustice, from domestic violence to unlawful mining to denial of wages. From these
stories emerges evidence of what works and how. The insights in the book will be of
immense value in the global fight for universal justice. This title is also available as
Open Access.
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Author Carole A. Bruno announces the paperback release of the Paralegal Litigation
Handbook, 2ed. is now available through CreateSpace as a paperback. Paralegal's
Litigation Handbook, originally published by West Publishing Company, was adopted by
more than 250 colleges and universities, and more than 50,000 copies were sold. The
wide scope of the book begins with a guide to the courts, and then leads you through
the initiation of a civil action, response of the defendant, and explains in action steps
interviewing techniques, motions, investigations, discovery (including medical
discovery), legal research and writing; assisting in negotiations, trial preparation, and
automated litigation support systems. “Carole's book [Paralegal's Litigation Handbook,]
has been my 'Bible' throughout my career; I have given many copies away.”Honorable
Brenda J. BickingDirector of Human ResourcesSchiffrin & Barroway, LLP[e]very item
you can think of about litigation is in that book, (Carole) she has definitions, form
templates, ideas for making work production faster, step-by-step instructions on what to
do next and where go for resources and answers, etc... It sits on my desk like a
dictionary..."Great resource!"
For courses in Introductory Econometrics Engaging applications bring the theory and
practice of modern econometrics to life. Ensure students grasp the relevance of
econometrics with Introduction to Econometrics–the text that connects modern theory
and practice with motivating, engaging applications. The Third Edition Update maintains
a focus on currency, while building on the philosophy that applications should drive the
theory, not the other way around. This program provides a better teaching and learning
experience–for you and your students. Here’s how: Personalized learning with
MyEconLab–recommendations to help students better prepare for class, quizzes, and
exams–and ultimately achieve improved comprehension in the course. Keeping it
current with new and updated discussions on topics of particular interest to today’s
students. Presenting consistency through theory that matches application. Offering a
full array of pedagogical features. Note: You are purchasing a standalone product;
MyEconLab does not come packaged with this content. If you would like to purchase
both the physical text and MyEconLab search for ISBN-10: 0133595420 ISBN-13:
9780133595420. That package includes ISBN-10: 0133486877 /ISBN-13:
9780133486872 and ISBN-10: 0133487679/ ISBN-13: 9780133487671. MyEconLab is
not a self-paced technology and should only be purchased when required by an
instructor.
Succeed on the job--and in your course--and prepare for the Certified Paralegal examination
with the NALA Manual. More than 100 leading authorities with a wide range of experience in
legal disciplines and management have contributed to this comprehensive manual since it was
introduced in 1976. Covering all the skills required of paralegals today, the updated manual
includes a collection of successful solutions to actual assignments accomplished by working
paralegals nationwide.These proven techniques and procedures can be used as starting points
from which you can make changes, adaptations, and modifications when you encounter similar
situations on the job. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
This manual is a comprehensive study tool for the Certified Legal Assistant (CLA) Examination
administered by the National Association of Legal Assistants, Inc. The manual thoroughly
covers each section of the exam with extensive outlines, examples, facts, and charts for
review. Sample tests are included at the end of each chapter. Tips for studying and successful
completion of the exam are also provided. The new edition has been completely updated to
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reflect the latest changes in the law and the CLA Examination.
Master the hands-on skills you'll need to succeed in a modern law office with INTRODUCTION
TO PARALEGALISM, 8e. Ten critical skills are covered in the book: identifying legal issues,
breaking rules into elements,applying rules to facts interviewing clients, investigating facts,
digesting discovery documents, providing litigation assistance, researching the law, drafting
documents, and representing clients at administrative agencies where authorized by
law.Packed with real-life insights and real-world examples,the text helps you understand the
ethical guidelines that lawyers and paralegals must follow and covers the efforts underway to
regulate the profession in legislatures, courts, bar associations, and paralegal associations.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
Updated for 2020, Trivium Test Prep's unofficial, NEW Paralegal Study Guide 2020-2021:
Exam Prep Book and Practice Test Questions for the Paralegal Advanced Competency Exam
(PACE) isn't your typical exam prep! Because we know your time is limited, we've created a
product that goes beyond what most study guides offer. With Paralegal Study Guide
2020-2021, you'll benefit from a quick but total review of everything tested on the exam with
current, real examples, graphics, and information. These easy to use materials give you that
extra edge you need to pass the first time. NALA was not involved in the creation or production
of this product, is not in any way affiliated with Trivium Test Prep, and does not sponsor or
endorse this product. Trivium Test Prep's Paralegal Study Guide 2020-2021 offers: A full
review of what you need to know for the Paralegal exam Practice questions for you to practice
and improve Test tips to help you score higher Trivium Test Prep's Paralegal Study Guide
2020-2021 covers: Communications Jargon, Slang and Colloquialisms Grammar and Parts of
Speech Commonly Confused/Misused Words Punctuation Vocabulary Human Resources and
Interviewing Ethics NALA Code of Ethics and Professional Responsibility Legal Research Latin
Legal Terms Substantive Law The American Legal System Business Organizations Civil
Litigation Contracts Judgment and Analytical Ability ...and includes a FULL practice test! About
Trivium Test Prep Trivium Test Prep is an independent test prep study guide company that
produces and prints all of our books right here in the USA. Our dedicated professionals know
how people think and learn, and have created our test prep products based on what research
has shown to be the fastest, easiest, and most effective way to prepare for the exam. Unlike
other study guides that are stamped out in a generic fashion, our study materials are
specifically tailored for your exact needs. We offer a comprehensive set of guides guaranteed
to raise your score for exams from every step of your education; from high school, to college or
the military, to graduate school. Let our study guides guide you along the path to the
professional career of your dreams!
The inspiring and eye-opening true story of one man’s undying belief in the power of a fully
enfranchised nation. “You may think the right to vote is a small matter, and if you do, I would
bet you have never had it taken away from you.” Thus begins the story of Desmond Meade
and his inspiring journey to restore voting rights to roughly 1.4 million returning citizens in
Florida—resulting in a stunning victory in 2018 that enfranchised the most people at once in any
single initiative since women’s suffrage. Let My People Vote is the deeply moving, personal
story of Meade’s life, his political activism, and the movement he spearheaded to restore
voting rights to returning citizens who had served their terms. Meade survived a tough
childhood only to find himself with a felony conviction. Finding the strength to pull his life
together, he graduated summa cum laude from college, graduated from law school, and
married. But because of his conviction, he was not even allowed to sit for the bar exam in
Florida. And when his wife ran for state office, he was filled with pride—but not permitted to vote
for her. Meade takes us on a journey from his time in homeless shelters, to the exhilarating,
joyful night in November of 2018, when Amendment 4 passed with 65 percent of the vote.
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Meade’s story, and his commitment to a fully enfranchised nation, will prove to readers that
one person really can make a difference.
Special edition of the Federal Register, containing a codification of documents of general
applicability and future effect ... with ancillaries.
Computer Security: Principles and Practice, 2e, is ideal for courses in Computer/Network
Security. In recent years, the need for education in computer security and related topics has
grown dramatically – and is essential for anyone studying Computer Science or Computer
Engineering. This is the only text available to provide integrated, comprehensive, up-to-date
coverage of the broad range of topics in this subject. In addition to an extensive pedagogical
program, the book provides unparalleled support for both research and modeling projects,
giving students a broader perspective. The Text and Academic Authors Association named
Computer Security: Principles and Practice, 1e, the winner of the Textbook Excellence Award
for the best Computer Science textbook of 2008.
1st edition

Interviewing and Investigating: Essential Skills for the Legal Professional,
Seventh Edition, reflects a thorough and practical approach for a strong
foundation in interviewing and investigating, as well as in the civil, criminal, and
non-litigation contexts in which they are used. This comprehensive text uses
realistic case scenarios, practical exercises, illustrations, and examples to teach
the essential skills of interviewing and investigating, helping students to master
rather than memorize the skills. Led by Stephen P. Parsons, an experienced
practitioner and author, readers will make connections between law and fact,
engage in critical analysis, and develop specific communication skills that are
indispensable in practice. New to the Seventh Edition: Updated and additional
websites New and freshened Examples, Hypotheticals, LBDs and Sleuth on the
Loose features More in-depth coverage on how to locate and obtain medical,
educational, and employment records References to the Federal Rules of Civil
Procedure and the Federal Rules of Criminal Procedure reflecting the latest
amendments Summaries of newly decided cases dealing with ESI issues
including spoliation and proportionality raised by the recent amendments to
FRCP 26(c)(1)(B), 37(e) and 16(b)(3) Updated coverage of the Federal Rules of
Evidence, including newly amended FRE 902(13) regarding self-authentication of
electronic records and 803(16) regarding ancient records Discussions of the
latest developments in online social networking and technology including smart
phones, social networking, and constant Internet as well as the role of public and
private surveillance cameras and surveillance drones Professors and students
will benefit from: A dynamic pedagogy, including hypotheticals, Learn by Doing
exercises, chapter summaries, and basic review questions in every chapter
Examples from civil, criminal, litigation, and non-litigation scenarios Emphasis on
ethical and professional standards, integrated throughout the text and focused on
in a chapter devoted to ethical issues Four realistic cases for analysis and use in
the Learn by Doing exercises—homicide, personal injury, domestic relations, and
a real estate development project
Designed as a self-study tool, NALA's CLA/CP STUDY GUIDE AND MOCK
EXAMINATION, fourth edition will help sharpen test-taking skills. This study
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guide offers details and tips for taking the CLA Exam, as well as a series of selftests for each exam category. The end of the book contains a CLA mock exam
with an answer key. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
A briefer, essentials version of the leading text, this edition provides an up-todate and practical introduction to the paralegal field. Changes include extensive
coverage of ethics, state-specific resources and coverage of resources on the
internet, and a full color insert on the steps students can take to ensure success
as a paralegal.ALSO AVAILABLEStudy Guide, ISBN:
0-314-13024-1INSTRUCTOR SUPPLEMENTS CALL CUSTOMER SUPPORT
TO ORDERInstructorâ€™s Manual, ISBN: 0-314-13023-3
Using short, easy-to-read chapter, this introduction to contracts focuses on the
procedural as well as substantive aspects of contract law and the Uniform
Commercial Code. It teaches essential elements of a contract and gives
examples for analysis of a Stock Purchase Agreement, Property Agreement
Between Spouses, Employment Agreement, and Sample Residential Lease.
Foundation of the Contract. Elements of Formation. Problems of Formation.
Discharge of the Contract. Remedies When the Contract Is Not Honored.
Formation of the Sales Agreement. Discharge of the Sales Agreement.
Remedies under the Sales Agreement. UCC Financing Statements. Reviewing a
Contract. Contract Language. CommercialPaper. For Paralegals.
Succeed in your course and your career as a paralegal with PARALEGAL
TODAY: THE LEGAL TEAM AT WORK. This updated Seventh Edition shows
you how current technology and social media tools are used in practice, while
helping you develop an understanding of the laws in our society, the importance
of ethical and professional responsibility, and the skills needed to thrive in today's
legal environment. Real-world examples, practical applications, ethical dilemmas,
hands-on assignments, and an entire chapter on paralegal careers (with salary
information) prepare you to meet the challenges of today's paralegal working
environment. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
U.S. Patent Prosecution for Support Staff is a practical desk reference, designed
to promote ongoing learning and job proficiency for paralegals and secretaries
assisting patent practitioners in submitting filings to the United States Patent and
Trademark Office. It presents complex filing requirements in an easy-to-follow
format, and reduces volumes of information into concise, accessible learning
points that will assist both novice and seasoned support staff alike as they work
to develop or update the breadth and depth of their knowledge of U.S. patent
prosecution. A comprehensive guide, U.S. Patent Prosecution for Support Staff
provides a detailed step-by-step guide to the filing requirements for the most
frequently filed activities in U.S. patent prosecution, as well as more novel filings.
The content includes the most recent provisions of the America Invents Act, the
American Invents Act Technical Corrections Bill, and the Patent Law Treaty.
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A clear, well-organized text for the introductory legal research and writing course,
designed specifically for paralegal students.
Focusing on technological advances that are changing the practice of law, this
practical, hands-on text covers day-to-day law office management topics,
including 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.
The Fourth Edition is accompanied by Clio’s Boutique Plan cloud-based
software (with in-depth tutorials) which allows students to master skills in time
and billing, accounting case management, and document management. Other
highlights of the new edition include new ethics-related case reviews, up-to-date
forms, charts, and checklists that illustrate important concepts relating to
paralegals in the law office, and hands-on exercises. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
Prepare for success on the Certified Paralegal (CP) Examination with the only comprehensive
review manual prepared in partnership with the National Association of Legal Assistants
(NALA). Whether you are an experienced paralegal professional or new to the profession,
CERTIFIED PARALEGAL REVIEW MANUAL: A PRACTICAL GUIDE TO CP EXAM
PREPARATION, 4E offers an indispensable resource for preparing to take the CP Exam
administered by NALA . New material covers the latest areas of paralegal practice and
technology while detailing the most recent changes in the CP Exam. New examples, extensive
outlines, realistic practice tests, and helpful exam tips prepare you for the exam. After an
unmatched overview of test essentials, this complete manual dedicates full chapters to
examine specific content areas of the test. You'll find the skills and best practices you need
achieve your best on today's CP exam. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Prepare for any of the top three paralegal certification exams with the only comprehensive
review resource designed to help new or experienced paralegal professionals earn
certification. Koerselman Newman's THE COMPLETE PARALEGAL CERTIFICATION
HANDBOOK, 5E equips you to take certification exams from the National Association of Legal
Assistants (NALA), National Association of Legal Secretaries and Legal Professionals (NALS),
or National Federation of Paralegal Associations (NFPA). The author applies years as an
attorney, instructor, and working professional to help you achieve certification goals. New sideby-side comparisons present areas of paralegal practice that are tested with details of
eligibility, application and testing requirements, and essential content for each exam. Three
new chapters focus on the latest test content, including interviewing, estate planning and
probate, and tort law. New examples, outlines, practice tests, and testing tips help refine your
skills for certification testing and career success. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Apply important legal concepts and skills you need to succeed Get educated, land a job, and
start making money now! Want a new career as a paralegal but don't know where to start?
Relax! Paralegal Career For Dummies is the practical, hands-on guide to all the basics -- from
getting certified to landing a job and getting ahead. Inside, you'll find all the tools you need to
succeed, including a CD packed with sample memos, forms, letters, and more! Discover how
to * Secure your ideal paralegal position * Pick the right area of the law for you * Prepare
documents for litigation * Conduct legal research * Manage a typical law office Sample
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resumes, letters, forms, legal documents, and links to online legal resources. Please see the
CD-ROM appendix for details and complete system requirements.
The bad news is, you can't avoid the GMAT torture if you intend to go to graduate business
school. Because of the grade inflation that skews GPAs, most graduate business schools now
require the GMAT as a way of separating the wheat from the chaff. Now for the good news: By
doing well on the GMAT you can overcome years of goofing off in school. A dynamite GMAT
score can get you into a graduate program that otherwise wouldn't look twice at you and your
C+ GPA. On the other hand, even with a GPA of 4.0 from a top-flight school, you'll be facing
some pretty stiff competition, and a high GMAT score could make the difference between
being admitted or not. If you're one of the quarter of a million business school hopefuls taking
the GMAT this year, you'll want to use this friendly guide to help you outsmart the competition.
Written by long-time test prep coach Suzee Vlk, The GMAT For Dummies offers you an
enjoyable way to get quickly up to speed with what you need to know to: Fine-tune your testtaking skills Bring the right stuff to the test Psych out the test Spot traps built into test questions
Figure out the point behind questions Make the best educated guesses Combat test-taking
anxiety Use your breaks wisely Save time and beat the clock The GMAT For Dummies
features dozens of practice questions, two complete practice tests, and reviews to help you
monitor your progress. And it's loaded with test-taking tips, tricks, and expert advice on how to:
Assess your strengths and weaknesses Think "the GMAT way" Approach different types of
questions Nail the grammar questions Ace the reading comprehension and critical reasoning
questions Shine on the analytical writing assessments Master the general math questions
Excel on the data sufficiency math questions This fat-free test prep guide is for bright,
ambitious people on the move. It gets you on track with what you need to know and can use on
the GMAT quickly, efficiently, and thoroughly.
This public domain book is an open and compatible implementation of the Uniform System of
Citation.
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