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Explore Your German Ancestry! Follow your family tree back to its roots in Bavaria,
Baden, Prussia, Hesse, Saxony, Wurttemburg and beyond. This in-depth genealogy
guide will walk you step by step through the exciting journey of researching your
German heritage, whether your ancestors came from lands now in modern-day
Germany or other German-speaking areas of Europe, including Austria, Switzerland,
and enclaves across Eastern Europe. In this book, you'll learn how to: • Retrace your
German immigrant ancestors' voyage from Europe to America. • Pinpoint the precise
place in Europe your ancestors came from. • Uncover birth, marriage, death, church,
census, court, military, and other records documenting your ancestors' lives. • Access
German records of your family from your own hometown. • Decipher German-language
records, including unfamiliar German script. • Understand German names and naming
patterns that offer research clues. You'll also find maps, timelines, sample records and
resource lists throughout the book for quick and easy reference. Whether you're just
beginning your family tree or a longtime genealogy researcher, the Family Tree
German Genealogy Guide will help you conquer the unique challenges of German
research and uncover your ancestors' stories.
1.What is Identity Theft? 2.How your Identity is stolen 3.What is done with your Identity
Presents the core administrative skills needed by medical assistants.
Straightforward, practical, and focused on realistic examples, Business and
Professional Writing: A Basic Guide is an introduction to the fundamentals of
professional writing. The book emphasizes clarity, conciseness, and plain language.
Guidelines and templates for business correspondence, formal and informal reports,
brochures and press releases, and oral presentations are included. Exercises guide
readers through the process of creating and revising each genre, and helpful tips,
reminders, and suggested resources beyond the book are provided throughout. The
second edition includes new sections on information security and ethics in business
writing. New formal proposal examples have been added, and the text has been
updated throughout.
Public Relations Writing: Principles in Practice is a comprehensive core text that guides
students from the most basic foundations of public relations writing-research, planning,
ethics, organizational culture, law, and design-through the production of actual,
effective public relations materials. The Second Edition focuses on identifying and
writing public relations messages and examines how public relations messages differ
from other messages.
A handbook for paralegals, this book contains the forms, pleadings and instructions
needed to successfully handle most types of litigation. Fawcett-Delesandri (herself a
paralegal) provides model interrogatories, demand letters, sample motions, checklists
and practice tips, as well as information on meeting with clients and witnesses,
preparing exh
Lippincott Williams & Wilkins' Administrative Medical Assisting, Second Edition teaches
students the theory and skills to become effective medical office assistants. The text and
ancillary resources address all the required administrative competencies for CAAHEP and
ABHES program accreditation. The book includes critical thinking questions and is written for
maximum readability, with a full-color layout, over 100 illustrations, and boxes to highlight key
points. A bound-in CD-ROM and a companion Website include CMA/RMA exam preparation
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questions, an English-to-Spanish audio glossary, a clinical simulation, administrative skill video
clips, competency evaluation forms, and worksheets for practice. A Skills DVD with
demonstrations of the most important medical assisting skills is available separately. An
Instructor's Resource CD-ROM and online instructor resources will be available gratis upon
adoption of the text.
The Complete Medical Assistant, aligned with the latest CAHEEP and ABHES competencies,
is your source to transform engaged students into successful medical assistants
Iconoclastic scholar Li Zhi (1527–1602) was a central figure in the cultural world of the late
Ming dynasty. His provocative and controversial words and actions shaped print culture,
literary practice, attitudes toward gender, and perspectives on Buddhism and the afterlife.
Although banned, his writings were never fully suppressed, because they tapped into issues of
vital significance to generations of readers. His incisive remarks, along with the emotional
intensity and rhetorical power with which he delivered them, made him an icon of his cultural
moment and an emblem of early modern Chinese intellectual dissent. In this volume, leading
China scholars demonstrate the interrelatedness of seemingly discrete aspects of Li Zhi’s
thought and emphasize his far-reaching impact on his contemporaries and successors. In
doing so, they challenge the myth that there was no tradition of dissidence in premodern
China.
Law Office Management for Paralegals, Fourth Edition is a comprehensive introduction to law
office management, emphasizing ethics, law office culture, law office systems, and “soft
skills,” such as communications and critical thinking. Assignments are drawn from real-world
law office management situations and supported by innovative visual aids and learning tools.
Students get hands-on practice with timekeeping, conflicts-checking, file management, trust
accounting, business planning, correspondence, and much more. They are exposed to law
office software, such as Clio, and learn to perform vital functions using other software and even
freeware. Career profiles emphasize the importance of involvement in professional
organizations, advancement in the legal field without obtaining a law degree, and that the legal
profession is populated by men and women of all ages and backgrounds. New to the Fourth
Edition: New ethical discussions: the obligation to keep up with current technology, disaster
planning, and dealing with clients using crowdfunding. New technology discussions: artificial
intelligence in legal practice, online notarization, client portals, and apps to make the practice
of law more efficient and mobile. New discussions of law as a business: features of property
insurance, malpractice insurance, insurance for and on employees; trends in office space. New
soft skills discussions: dealing with incivility in the legal profession, managing staff through
technology changes. Professors and students will benefit from: Author Laurel A. Vietzen’s
outstanding reputation in the paralegal market. Drawing on her extensive background as a
professor and practitioner, she clearly presents basic law office management and organization.
Well-crafted assignments throughout the text help students hone practical skills such as critical
thinking, organization, general communication, and computer proficiency. The text is
particularly adaptable for an online or hybrid class.
Practical solutions to help you deter, detect, and defend against identity theft In 2008, 9.9
million Americans became victims of identity theft. The cost exceeded $48 billion in 2008;
consumers spend some $5 billion out-of-pocket each year to clear up resulting fraud issues.
This guide will help keep you from becoming the next victim. Written by a veteran security
professional, Identity Theft For Dummies gives you the tools to recognize what information is
vulnerable, minimize your risk, stay safe online, and practice damage control if your identity is
compromised. If you have a name, a date of birth, and a Social Security number, you're a
potential victim; this book helps you recognize your risk and defend against identity thieves
Explains what identity theft is, how it happens, and how to recognize if you have become a
victim Shows how to protect your personal information, how to be discreet in public places,
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how to interpret your credit report, and why you should monitor your financial statements Helps
you recognize risks you may not have considered, such as what you set at the curb on trash
day Provides advice on how to clear your name if you are victimized Identity Theft For
Dummies arms you to fight back against this growing threat.
Author's credits taken from front cover and p. ix.

Gain the knowledge and skills you need to move from interview candidate, to team
member, to leader with this fully updated Fourth Edition of Business and Professional
Communication by Kelly M. Quintanilla and Shawn T. Wahl. Accessible coverage of
new communication technology and social media prepares you to communicate
effectively in real world settings. With an emphasis on building skills for business writing
and professional presentations, this text empowers you to successfully handle
important work-related activities, including job interviewing, working in team,
strategically utilizing visual aids, and providing feedback to supervisors. New to the
Fourth Edition: A New “Introduction for Students” introduces the KEYS process to you
and explains the benefits of studying business and professional communication.
Updated chapter opening vignettes introduce you to each chapter with a contemporary
example drawn from the real world, including a discussion about what makes the
employee-rated top five companies to work for so popular, new strategies to update PR
and marketing methods to help stories stand out, Oprah Winfrey’s 2018 Golden Globe
speech that reverberated throughout the #metoo movement, Simon Sinek’s “How
Great Leaders Inspire Action” TED talk, and the keys to Southwest Airlines’ success.
An updated photo program shows diverse groups of people in workplace settings and
provides current visual examples to accompany updated vignettes and scholarship in
the chapter narrative.
Designed for anyone considering a career as a paralegal, the 7th edition of
PARALEGAL TODAY: THE ESSENTIALS provides students with a comprehensive
introduction to the legal system through real-world examples, practical applications,
ethical dilemmas, and hands-on assignments. With thorough coverage of the basic, key
areas of paralegal studies, this text ensures that students develop a comprehensive
understanding of the laws in our society, the importance of ethical and professional
responsibility, and the skills needed to thrive in the legal environment. The text includes
increased coverage of technology in the workplace, including critical topics such as
confidentiality issues, e-mail policies, technology in the courtroom, and the use of social
media in crime detection and enforcing delinquent court judgments. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
The newly updated Fourth Edition of CONSTRUCTION JOBSITE MANAGEMENT
examines all facets of construction project management from the contractor’s point of
view. The responsibilities of project managers, construction superintendents, and
construction engineers are covered in depth, from configuring a project team through
closing out a project. The text maintains a strong focus on jobsite personnel activities,
outlining proven procedures and offering helpful techniques to manage projects
effectively from start to finish. Clear, concise language and accurate, relevant detail
make this book an essential introduction to the real world of construction jobsite
management. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
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This guide explores beyond the major national sources of information on civil war
research, such as the National Archives in Washington.
Arabic letters on papyrus challenge the modern reader. There are few to no diacritical
dots to distinguish homographs, no systematic spacing between single words, and in
the majority of cases a low degree of graphical structuring. However, contemporary
readers usually read and understood these documents easily probably because the
recipient of a letter knew what to expect. The letters are formulaic, and their information
packaging follows an algorithm typical for their time and content. Here formulaic letter
writing means not only the reuse of the same formulae or topoi but expressing thoughts
in a predictable linguistic way and order, both as a matter of readability and as one of
adequacy and politeness. The main concern of this work is to discover these unwritten
rules and norms behind Arabic letter writing on papyrus."
Sales and marketing is a fast-paced environment, and there is never enough time to
write good letters—letters that will communicate, convince, and close. Sales & Pitch
Letters for Busy People will help salespeople at every level save time and avoid having
to produce sales and pitch letters from scratch. Sales & Pitch Letters for Busy People is
a handy, quick-reference guide that not only tells you how to write virtually any kind of
sales pitch letters, but includes a wide range of samples that you can easily and quickly
adapt and use right now.This book includes concise, easy-to-use writing tips and
resources that get attention—and results! Packed with solid writing advice and useful
techniques, this guide will cut the time you spend on writing sales, marketing, and pitch
letters by half—and will help you get the results you want and need. Don't worry about
finding the "right" word or phrase, or even the "right" format of your sales
correspondence—the work has been done for you. Some example letters presented are:
* Sales letters offering special discounts * Pitch letters introducing a new product or
service * Letters that request referrals * Referral marketing campaigns * Pitch letters to
the media * Cold call sales letters * Marketing campaigns for service businesses * Email pitch and sales letters * Letters for selling more to existing customers The letters
can be copied, modified, and customized to fit your requirements. Creating and writing
compelling and effective sales and pitch letters have never been so easy!
This casebook introduces students to the principles of estate planning and challenges them to
analyze simulated client scenarios. Featuring a case-study and problems approach in which
the principles of estate planning are first introduced and then demonstrated through student
analysis of short exercises and simulated client situations. A forms supplement on a CD is an
additional tool for giving students practice with drafting exercises.
The go-to guide for everything you want to know about international adoption From the initial
decision—Is adoption right for you?—through returning home with your child—How can you ease
the transition?—The Complete Book of International Adoption takes parents step by step
through the entire process of adopting a child from another country. You will find: • An easy-tounderstand analysis of the differences between domestic and international adoption • Advice
on choosing a country, including 25 important factors to consider, such as the waiting times
involved and the estimated costs for each of the top placing countries, with charts for easy
comparison • A detailed discussion of the potential health issues based on the latest research
and interviews with doctors who specialize in international adoption • Worksheets and a
suggested system for preparing and organizing the extensive paperwork involved • Parenting
tips to enhance attachment and suggestions for addressing the issues that come up in raising
an internationally adopted child • Real parents’ stories and advice at every stage of the
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process • Plus all of the information you need to select your agency, plan financially, prepare
for the home study, travel sensibly, evaluate your child’s health and integrate your new family
More than just provide the facts, The Complete Book of International Adoption also helps
parents manage the emotional rollercoaster that comes with the territory. Sensitive, wise, and
often witty, this book is a must-have for any parent considering building their family through
adoption.
Provides examples and advice on writing announcements, condolences, invitations, cover
letters, resumes, recommendations, memos, proposals, reports, collection letters, direct-mail,
press releases, and e-mail.
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.
"Your toolkit for prevention, redemption, and occasionally retribution." -Ralph Nader Whenever
you purchase goods or services in a personal, household, or family capacity, you are entitled
to the rights and remedies of state and federal consumer law. Realistically, only a very small
percentage of consumer problems can be addressed by hiring a private attorney. Everyday
Law for Consumers teaches practical self-help remedies that ordinary Americans can use to
protect their consumer rights. Michael L. Rustad, a nationally known practicing attorney and
legal scholar, translates into plain English the legalese that forms the basis for many common
transactions, including consumer loans, credit repair, credit, consumer leases, usury, interest
rates, Internet transactions, identity theft, distance contracts, home shopping, television
advertisements, door-to-door sales, and telephone solicitations. Using real-life examples,
sample complaint letters, and an appendix of further examples, this easy-to-read book
empowers everyday people to become effective self-advocates in an increasingly consumerdriven society.
Within this comprehensive, visual reference, succinctly captioned, step-by-step screen shots
show you how to accomplish more than 300 Office tasks. You’ll learn how to format text and
apply styles in Word, work with Excel formulas and functions, add animation to PowerPoint
slides, create an Access database, manage contacts with Outlook, collaborate with OneNote
and Live Meeting, and create publications with Publisher. A bonus CD-ROM includes demo
software, add-ins, sample files, and additional chapters.
The Complete Book of International AdoptionA Step by Step Guide to Finding Your
ChildHarmony
Provides a guide to planning and drafting letters and memos, and includes sample letters for
different business situations
This book provides a detailed examination of the issue of conformity of goods and documents
under the United Nations Convention on Contracts for the International Sale of Goods 1980
(CISG). This issue lies at the heart of sales law and is one of the most frequently litigated. The
book explores: the Convention's requirements as to quality, quantity, description and
packaging of the goods (conformity); the requirements flowing from the need for the goods to
be free from rights or claims of third parties; and the questions of what documents the seller
must deliver to the buyer and what constitutes a 'good' document under the CISG. The book
engages extensively with a substantial body of cases decided under the CISG and academic
commentary. It systematises the Convention's experience to date with a view to turning it into
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an integrated, comprehensive and distinctive CISG legal regime on conformity of goods and
documents. The analysis is comparative and draws on the experience of some major domestic
legal systems, such as English and US law. The focus is both analytical and practical. The
book will be of interest to legal practitioners, academic lawyers and students with an interest in
international and comparative sales, commercial and contract law.
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