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STUDENT A: You are a lawyer.
Discuss items to do with STUDENTS B

| gal assistant

AbOU I:

e Entry of appearance

* Delegating work



A. Chulng ta hay néi vé nhirng cong viéc can lam ngay hém nay?
B. Chic chiin

A. Trwée tién, ching ta can xem xét hé so' cho Mr.C

B. Toi c6 thé lam diéu dé mot cach dé dang.

A. Xin dirng quén. Han chot la ngay hdm nay.

B: Toi diit n6 ¢ dau danh sach cia toi dé lam.

A. Va tdi da thwe hién mdt s6 cong viéc cho vu an ba X. Téi da tri hodn vai ngay.
B. Piéu d6 la khong tot dau.

A: Ngay hdm qua, toi da c6 gang dé thwe hién no, nhwng thit 1a cé qua nhiéu viée dé thwe hién.
B: Ban c6 mudn toi dé chon mdt sé cho thw ky?

A: Y kién hay. P6 1a mot phan nhirng gi ching dang ¢ day nay.

B: Nhung ban c6 tin twéng rang ho sé 1am cho né dwec thue hién mét cach chinh xac?
A: Téi chic chin r%ng tat ca ching déu cé thé xir ly gis?'ly to' va thwe hién nhirng cudc goi dién thoai
B: Piing rdi ban. CO 1& ti sé hoi cO M néu co ay c6 thé gitp téi dwa ra ngay hém nay véi mot so Cac
gidy to.
A: Téi chic ring co Ay sé rat vui dé giip ban mét tay.



UNIT 2.
CALENDARS




STUDENT A:You are a legal secretary.
Discuss with STUDENT B:

e Adding appointments

* The master calendar

e Calendar software

STUDENT B:You are a lawyer. answer
STUDENT A's questions.




A: A/B..., ban c6 mot it thoi gian?

B: Chac chan.

A: T61 dang cdp nhat lich chinh thirc. Cé phai ban cé cudc hen ma toi can phai théem ko?

B: 0, Vang. Mot vai, toi chic chan. Kiém tra ké hoach cua téi.

A: OK. Tbi chi can thém mot sb thong tin dinh vao lich tir cac ho so 6 van dé. Toi nghi rang mot s trong nhing
thoi han chét cung cdp cho ban, vi vay ban c6 thé cin dé kiém tra.

B: OK, t01 s€ xem Sau.

A: Tién thé, chlng ta thyc sy nén c6 duge mot hé théng lich trinh t6t hon so véi cai nay. Ban c6 biét ngay nay ho
¢6 phan mém tuyét voi ko?

B: A, t0i c6 nghe. Nhung t6i khong chac chan t6i s& thich nghi duge véi lich trén may tinh. Hay dé t6i theo ‘mau
truyén thOng’!

A: Nhung ching rat hiru ich! That dé dang dé theo doi lich trinh ciia minh, céc cudc hop ké hoach va tranh trung
1ap - va ban chi phai nhap thong tin mot lan!

B: Mot lan thoi ha?

A Vang. M0t $6 chuong trinh tham chi s€ tu dong nhic nhé ban vé thoi han sép hét.

B: A, do d6 ban s€ khong can phai lwu tAm veé nhitng ho so c6 van dé nira a!

A: That vay! Do s€ 1a mot ctru tro!

B: OK, t01 s€ xem xét no.

A: Cam on, t6i danh gia cao diéu nay.




UNIT 3.
DOCUMENT RETENTION




USE LANGUAGE SUCH AS:
Now I just need you to sign ...
Nothing can be destroyed until ...
How longis the time period?

STUDENT A: You are a new employee at a law firm. Talk
to Student B about:

e document retention

* how long to keep documents

e clectronic storage

STUDENT 8. You are a secretary. Answer Students Als
questions.




: Toi da ky hop dong ciia tdi va cac vin ban (thé thire) khac.

- Tot qua. xin Ban vui l0ng ciing co thé ky chinh sach lwu giir tai liéu khong,?

: Do lagia?

: PG 12 mot thé thire giai thich bao 1au ching ta phai giir lai tat ca cac ho so ctia chuing ta.
O. T6i da khong nhén thirc nhirng tai liéu nhw vy ton tai.

Thue sw? Ching cuc Ky quan trong, diic biét 1a trong cong ty luat. Tat ca moi thir phai
dwoe Irru gitr va ‘dong Ehénh tap’. Chlng ta khong thé hiiy bat cir thir gi cho dén khi mot

khoang thoi gian cu thé quy dinh.
A:Va ban thwong gitr tai li€u trong bao lau? .
B: Hau hét cac tai liéu dwoc lwu giit trong 6 nim, nhwng mét sd, nhw bién ban hep, dwoc

giir vinh vién.

A: Wow! O, @6 1a mét viéc tot ma, hién nay ban cé thé lwu trir nhirng thir néu trén trong

mot may tinh, phai khong?

B: Thue té, ching ta phai giir hau hét cac tai liéu nhw nhirng ‘béin cwng Va néu chiing ta

khong tuan thu chung ta c6 thé phai chiu phat va tham chi la ric roi véi phap luat.

A: Toi hiéu réi. A, Téi sé ky n6 ngay bay gio day!
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With a partner, act out the roles below

g

Student A: You are a client.
Talk to Student B about: Student B: You are a

° hourly rates paralegal- Answer
e retainer fees Student A's questions.
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A: Xin chao, S..... day. Toi vira nhan dugc mot 1a thu lién quan dén phi thanh
toan cua ban.

B: Oh vang, tat nhién.
A: Ban c6 thé cho t61 biét murc phi theo gio cua 6ng D...., XIn vul long?

B: Mr.D....? Anh ay la mot cong tac cao cap. Lé phi cua Ong ay cao hon dang
ké so vai viéc ching toi da bao gia cho ban trong thu.
A: Toi biét. Tuy nhién, toi thuc sy nghi rang chuyén mon ctia 6ng 1a can thiét
cho vu an nay.

B: Pugc roi. Bé t6i xem nao. Phi theo gio cta 6ng ay 1a $650 mot gio. Va phi
giit chd cua ong 1a $1.000. Tat nhién, néu phi giir lai khong duoc sir dung
trong thoi gian cia vu an, n6 duogc tra lai cho ban sau do.
A: T6i hiéu. Va toi s& gilt cho su dat trude véi su lua chon nhé?

B: Vang, ban ctr thuc hién.
A: C6 mét su lya chon voi phi theo ti 1€ ko a?

B: T6i can nodi chuyén voi 6ng D... vé diéu do.
A: Ban s€ lam viéc d6 cho t61 nhe?

B: Tat nhién. T6i s& noéi chuyén véi 6ng ay hom nay va goi lai cho ban



