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SAMPLE COVER LETTER #1: FIRST-YEAR STUDENT

PO, Box 20803
New Heven, CT 06828203
{207y 4328000

December 1. 2013

Ms. Jaanne E Cole- Ames

Assetaent Derecior of Pasonned & Panong
Office of the Attomey General

W00 Bt Man Strest
Richenond, VA 25219

Dieanr M. Clorde- Ao

| am a first-year student @ Yalke Law School and 2 seding a posiion m the Antorney’ Ceneral's Office
for the Semmer 2004, My famiy rsks m Arington. and | phin 1o retam o (e area followng my Liw school
graduation. |f fundmg & not avassble for susmmer micns @ your office, Yale & able to fund my employment.

Ay background sad mtcrests are well-sustod 1o the work conducted by your office generally, and the Cnd
Law Dnision i partcuber, As an undergradute, | kamed about the tral process through ey woek a5 o couselor
and student pudpe for the Unnversey Judicry Commttee. | enpoved miorvcn g and preparmg wilnesses for
hearngs, anabvimn the facts of cases, and daftng opeaoms

I wll be = Virgna from December 23 to Janwary 2 and wiould wiekcome the opportundy to spesk 1o vou
about 2 pesition 2 3 sumener miern in the Office of the Aitomey Ceneral. | will call your office bier thi myoath
1o sec i an mierview might be arranged durieg that e, Thank vou foe your cossiderastion.

amcerely,
fabe £ Stadeet

Jhn €. Shadent

NOVATION AGREEMENT

(Transferor), a corporation duly organized and
insert State] with its principal office in

_
[insert city]; the (Transferee), [

appropriate add “formerly known as the =] a comporation duly

[imsert city

in
(WMATA) inter into this agreement as of

| and the Washingion Metropolian Area Transit Autharity
linsert the date transfer of

assets becomes effective under applicable State law].

()  THEPARTIES AGREE TO THE FOLLOWING FACTS:

L WMATA

has entered into certain comtracts with Transferor, namely:
linsert contract or purchase order

ly* and inses
list marked Exhibit A and incorporated in this Agreement by
reference™]. The Term “THE CONTRACTS,” as used inthis Agreement,
% 2

incloding all i
made between WMATA and the Transferor before the effective date of this
Agreement (whether or 5o performance or payment have boen completed

TAorthe’

duties, or obligatians under these contracts and purchase orders). Included

i the term

“THE CONTRACTS" are also all modifications made unsder the

and the Transferee, on o¢ after effective date of this Agresmeat.

the Transferor has transferred to the
q

As of 20,
“Transferve all of the assets of the Transferor by vinue of a

linsert term descriptive of the legal transaction involved] between the

Transferor

and Transleree.

3. The Transforee has accepted all the assets of the Transferor by virtue of the
abave transfer.

4. The Transferee has assumed all obligations and liabilities of the Transferor
under the contracts by vimse of the above transfer.
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APPLICATION FOR SUPPLYING INFORMATIONS UNDER THE RIGHT TO INFORMATION ACT, 2005.

From :(Your full nama),
{Your full address),
{four conlact number, il any).

To:
{The: 5.P.1L0. & Designation of the officer).
{Name of the public Authorityl
{Full addrass)
Letter Mo. (i1 you maintain any). Dale:

Sub : RTI Appdication Ws 6(1) of the RTI Act,05; read with W.E, RTI Rules, 06{Amended and in force
till date). (Gist of the subject matter of the information soughl. (concerned depariment, year etc

details) it you do not knaw these details then avsid it

Sir' Madam/ Autharity,

As cited
a cliizen

above |, Shri / Sl (Your full name), 8 permanent resident of (Your full address), and being
of Republic Of India and the rdghls conferred in the AT Act,05 1o the citizens, | would like to

know the following information’s from you, under section 6 sub-section (1) of the sabd act.

(1} Information sought. Ask information’s.
(2} Pul like this manner, U1 belp both 10 understand and to Supply the information’s within time.
{3} Point to point information’s.

SirMadam/Authority{ | have duly pasted Rupees Ten Courl Fee Stamp/ | have written this RTI
Application in Aupess Ten Courl Paper | have sent I P. 0. of Rupees Ten/ | have sent D.D. of
Rupees Ten) as ATl Application Fee according to the W.B. RTI Rules, 3006 amended till date and in
force. If any further RTI Fees are required then please lei me know that according to the Rules.

| would like o receive these infermation's in printed format, and through Post, at my address’ | will
personally réceive these information’s from your office, do nol Send any information’s through Post.

Requesting you, i the information sought pertains ancther depariment and’ or another authority
than transfer |t under section &(4] of the AT Act,05 and sent a Intkmation to me. Flease send the
Infogrmation's within time specified under section 7(1} of the said act. H you, at any circumstances,
reject this RTI application then do send the mandatory information’s ws T(ENT), T(EMi), T8)(ii) of the

said acl.

Your's taithiully,

[Your signature. with date)

Robert Smith Phone (123) 456 78 99

Ervaall: (e Calihiti s SUrs &, C O

|I"|1I"|"||§I'ﬂi ion E.Pmi.“ﬂ Viabaite ; wowoa. quilerosurme Cam

Lirkedin lirde dincomdquikresums
Address 1737 Marsiwille Road, Alabama

SUMMARY

Immigration Spedalist with 2 years of expenence in Collaborating within the Global Taksnt Mobdkty

and

Irmmlgration Services tearm 10 endure aigrment Betwaen the TMS and Immigration Sersdoes

policies and processes and cross reglon TMS and Irmmigration cases,
SKILLS

Project Managerment, Client Retontion, Organizational , Training, Leadership.
WORK EXPERIENCE

Immigration Specialist

ABC

Conporaticn - May 2014 - 2015

wal devaloped writing and assetsment skills, ability o work ndopendsntly and with &

ki scipinary fearm,

Prepargd comprehentive mpoms and moommendaions for counsal fof admnisiralive BQency
rid o bitrakion and cowt use

Provided assistance and legal advice 10 persons In Spetific areas of the mmigralion process,
rivaking redearals as appropeiate.

Asgisted dients in undarstanding and completing Imamigration forms, ncluding necéssary
transdation of various documants

Provided relevant parties the complated reguired doourrentation acourabely and timaly,
InCiuding PERM [green card), M- 18 Vizas (New/ Cap, Exdensions, Trarsfars), |1 and L-15,
Employea Datasheets, and Labor Certification (LCA),

Inerfaced with managers, HA tesms, lepyl professionsls, and fordgn nslionals

Recruled Coordinabor Support 5 Reoruiters with scheduling, refemrals, offers. requisitions, and
traw el arrangements.,

Immigration Specialist

Delt

& Corporation - 2013 - 2014

Perfarmed L-1 and H-1B non-kmmig rant visa processes lor foneign natlonal amployees:
Reviewsd visa eguest documents induding job offer letter, .

Cornsulates in indix Communlcaled with forign nationals regarding all stages of thesr
nonlmimigrant status; and Transiated caseload millestones nbo

Ta b rmar keting &nd public relations,

Extenisive legal research Entercd new cases into compary database Prepared (minigrat|on
forma on behall of dients Propaned sworm stalements on bohall

Worked as an Independent Contractor for several [oCal imrmigration atfommeys, com panes, and
individuals within the Phoenix Malropolian Area

Profiessionally prepased and fiked applcation packets for the following processes L-1s, THS,
140s, H-1B5 and Adustment of STatus appicants

Completed applications corsisting of gatherng supporting documents, advising clents of
various options, completing LCAS, requesting cradentials,

EDUCATION
High School Diploma

© Tris Liten Farbusrs Tommd e o D copsyraght Of Qrwaliniciortes cofn Wkdgii O wido Brsd



From,

Mr. Scott,

BMC Constructions Ltd

Edinburgh

To

Mr. Stevenson,

MMRDA Constructions Matenals Ltd,

Edinburgh

Dear Mr. Stevenson,

I, Mr. Scott fromthe BMC Construdions Ltd, am forced to write this letter to bang your
attention to the fact that the quality of the construction matenals which you firm,
MMRDA Constructions Matenals Ltd, have been delivenng to the Galaxy Towers
preject of BMC Constructions Ltd is getting deteriorated by every passing
consignment The one before the last consignment did have some gdlitches in terms of
quality. However, considering the fact that the materials were al par with the
requirement levels, it was neglected

However, the last consignment not only had a quality blemish to unbearable extent but
even the time of delivery has breachedthe stipulated time. |, hereby, put forward my
grievance in this regard and urge you to look into this matter at the eardiest. | am
hopeful that necessary actions will be taken, including the raplacement of the
construction matenals delivered in the name of last consignment

Yours sincerely,

Mir. Scott

Law of management. Law of safety.

The Law Office Policies, Procedures, and Operations Manual includes everything you need to create a complete, customized manual that can serve as a reference guide for your entire firm and as a training tool for new employees, associates, and temporary workers. Part I consists of a template for a policies and procedures manual that can be
adapted to the needs of any firm. Don’t keep them in your head! A law firm operations and procedures manual is a document that contains your law firm’s processes and business policies. It simply needs to outline your critical business processes. It might be a good idea to carry a notepad with you during the day to take notes. Once complete, follow
each process to test their accuracy. Write down a little “A Day in the Life” here. Tip: Does writing stress you out? Consistent billing = consistent profit.Easier delegation and training. You need to get your manual in writing and more importantly, update it when things change. In fact, stop reading this, and put 30 minutes on your calendar right now.
For example, how do you manage client work and projects? Shared files. We’ve all been where you are, wondering how you’ll ever document every single thing that makes your firm a success. For example, think about everything you do from the time you start work until the end of the workday. How to Start Creating a Law Firm Operations Manual
Sold? As your firm grows and evolves, you'll start to see your manual do the same. The only way to ensure consistency across the board is through documentation. Discuss what’s working and what isn’t. Lay out an organizational chart that defines each role in your firm. Key Sections to Include in Your Manual There are a few key sections any basic
law office procedures manual should include: Table of contents. And, when it’s complete, you'll wonder how you ever worked without it. Just open a blank document right now. You don’t have to get all of this down in one sitting. Any changes you decide to make should then be reflected in your manual. Cover policies such as payroll, confidentiality,
attendance, codes of conduct, etc.Emergency procedures. Your people systems include your processes for hiring, staffing, and overall management of your team. Define the reasoning behind each process to avoid confusion. This way, everyone has a stake in how the firm runs. In this second webinar, hear from colleagues who have chosen a variety of
ways to actively pursue th... As an attorney, we bet you know everything you do from the moment you walk into your office to the second you turn off the lights. Consider dictating into your phone, then getting a transcription from a cheap auto-transcription place like Temi.com. It’s all about creating a habit of referring to the manual. You can use tools
such as Dropbox or Google Docs to create an online manual for your team.Wiki tools. Why Does Your Firm Need a Procedures Manual? It’s a business plan, a list of visions and values, and detailed procedures. The meat of your manual will be your procedures. Don’t forget to include your emergency procedures in your manual. Make it a point to
underline the importance of following these procedures to ensure accuracy, efficiency, and client satisfaction. Now, consider each day-to-day workflow you complete. Yet, it can be done. The Law Office Policies, Procedures, and Operations Manual includes everything you need to create a complete, customized manual that can serve as a reference
guide for your entire firm and as a training tool for new employees, associates, and temporary workers. If you're frustrated having to keep all of your processes in your head - think about what your employees feel. This helps avoid messes such as complicated processes, work falling through the cracks and increased frustration amongst your team. Yet,
make sure you point them to your procedures manual when they have questions about how to complete a process. During training, you’ll work alongside each new employee to ensure a smooth onboarding process. Take some time to “brain dump” your processes. Getting those systems out of your head is going to save you a world of time and money.
We’ve found that this is one of the most common processes that attorneys start to delegate as they grow.Day-to-day workflows. A quick win. This seventh edition has been updated to account for changes in the law and the growth of virtual/hybrid law firms due to the COVID-19 pandemic. How to Structure Your Law Firm Procedures Manual After
creating your process inventory, you're ready to structure your law firm procedures manual. Consider processes such as billing, accounting, bookkeeping, and payroll.People systems. How does client communication happen? If so, the best way to get started is to just dive into your law office procedures headfirst. Date your manual and update the date
any time you make changes. Plus, video is a perfect training tool for new employees. You should also lead by example, keeping a copy of your manual nearby your own desk to stay fresh and to show its’ importance to you. Grab it today by downloading it from our Insider Library. One of our Labsters, Justie Nicol, has what she calls a Master Vision
Notebook. To make it easy on yourself, just pick one of these to start with. While we’re in the future, kind of, we still can’t download information from other people’s heads. To work efficiently, deliver the best client service, and scale your business, however, it’s imperative that you document those processes. You could also create an online wiki-type
website that’s private and password-protected for your employees.Video. This new-found freedom can be daunting. It’s critical for law office management, thoroughly outlining client acquisition, day-to-day workflows, financial systems, and more. CLE 60 min Audio and Video | On-Demand CLE Combating Scope Creep with Alternative Fee
Arrangements [CC] CLE 60 min Audio and Video | On-Demand CLE Current Developments in Defined Contribution Investment Litigation [CC] CLE 60 min Audio and Video | On-Demand CLE From Long-COVID to Compliance with Regulations: Trends in Health and Welfare Administration and Disability Litigation [CC] Sep 21 Lawyer Leadership
Mastermind Series Join your fellow managing partners, practice group leaders and other law firm leaders for mastermind-style discussions of some of the most pressing issues facing law firms today. Part II goes beyond the template to provide more in-depth advice on best practices in select areas of law firm operations. (This is a common anxiety!)
But think about it — by writing down these procedures, you’ll have better success getting people to follow your systems. Each employee you hire should immediately receive a copy of your manual or a way to access your manual online. We go over this - and more - in our law firm survival guide, The Small Firm Roadmap. Click here to join Insider and
download the first chapter. We know this step sounds overwhelming. Creating a policies and procedures manual for your firm has never been easier—just save a copy of our template, delete the Author’s Notes, and choose the options that fit your firm’s needs. An editable copy of Part I is available for download at a link printed in the Preface at no
extra cost. Even if you feel like you’ve explained it verbally, go one step further by documenting it and referring back to it regularly. Think about it: Optimization. You’ll want to include what to do in the event of a natural disaster or data breach to help protect your firm.Date. After all, you're a busy attorney with a firm to run. Work smarter, not
harder, remember?Enhanced client experience. We recommend reviewing your procedures at least monthly to ensure everything is correct. Take each of these core processes and break them down into simple steps. This will help you and your team locate procedures quickly.Organizational chart. Growth becomes simpler with documented procedures.
In fact, you might be on autopilot. Also, get your team involved! This shouldn’t be a siloed project. This chart should document who’s responsible for what part of your processes, complete with contact info should an issue arise.Business policies and procedures. You could do this, too. Create an easy-to-scan table of contents at the beginning of your
manual. During monthly meetings, take some time to discuss your processes and how you can improve. Documented procedures will optimize your work to improve efficiency and speed. No! More! Paper! We believe client-centered = a paperless law firm. That’s why we created our sample Law Firm Operations & Procedures Manual Template for you
to use to create your first manual. This is the meat of your manual.Financial systems. Brain Dump Your Law Office Procedures It’s time to get all of those daily processes and to-dos out of your head and onto paper. If you want a manual that’s easily accessible for all members of your team—remote or in-office—there are options available beyond the
traditional word processing document. It’s updated monthly and emailed to the whole team for thoughts and notes. How do you send an email? May 25 Events | Webinar Leading Authentically As A Lawyer The panel will discuss how being comfortable with yourself is key both to leading an organization and providing effective legal service. After all,
updates to your procedures happen as you automate and grow. May 17 Events | Webinar Life After Lift-Off: Designing Your Future You are now on your way to living your post-practice life. Small bites, always. Consider the steps you take to acquire new clients as well as the onboarding process. We know this task is overwhelming with everything else
you have to do in a day. You might think your day-to-day is running just fine without your processes written down (though we’re gonna guess it’s more likely everything feels chaotic!), but a procedures manual is going to be that final, beautiful icing. Client-centered processes such as bill payment should be consistent for the best client experience. Add
each procedure to its own section, outlining each step, no matter how small. To create your first law firm operations manual, start with a simple document (we’ll discuss other options later). How to Use Your Manual in Work and Training We’ve heard attorneys avoid new hires because the firm runs exactly how they run it - and they’re worried no one
else will do it as they do. We promise you’ll experience some much-needed clarity once you move past this step, though. Just stick with it! As you create an inventory of your processes, you’ll want to consider: Client acquisition. They can’t read your mind. It’s a win-win. Each of these processes on your list will have its own place inside your manual.
Make your manual a priority, updating it frequently. When you have written procedures for you and your growing team to refer to, people always know what to do, even when you’re not around (you can go relax under a palm tree).Scaling and selling. You’ll decrease or even eliminate delays, ensuring you still deliver work to fuel your business and
keep your clients satisfied.Fewer mistakes. A Well-Documented Manual Is Worth the Time & Effort You Put Into It Creating documented procedures will reduce stress, improve organization, and help you run your firm like a well-oiled machine. Remember, your first procedures manual doesn’t have to be wildly in-depth. Video tools such as Loom and
Zoom make recording your procedures and workflows simple. Suggested policies and procedures are included for every facet of law firm operations, and Author’s Notes provide guidance on what nuances to consider as you choose which ones to adopt and how to implement them. You’'ve gotten into the groove of serving your clients and making it
through your day-to-day activities. You can choose to use Microsoft Word, Google Docs, or whatever word processing tool you use in your firm. Grab Our Sample Law Firm Operations & Procedures Manual Template Back when we were sitting in your chair, we needed someone to simply show us how to start. Plus, they’ll help you discover holes in
your systems that need filling to improve workflow. Plus, you can ensure your clients are well taken care of in the way they’re accustomed to, should you decide to exit your practice. Whether you’'re currently adding members to your team or plan to in the future, documented law office procedures make it easier to delegate tasks and train new
employees.
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