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PARALEGAL STUDIES
CERTIFICATE PROGRAM
USA’s Paralegal Studies Certificate Program
teaches the essential skills needed to manage law
office operations, assume certain duties rou-
tinely performed by attorneys, and assist attorneys
in the handling of legal problems. To earn a
certificate in the Paralegal Studies Certificate
Program, students must s u c c e s s f u l l y com-
plete 14 required courses, with no more than
two excused absences per class, and two elec-
tive courses in the paralegal curriculum.
Course work must be completed in five years. 

For admission to the Paralegal Studies Certificate
Program, complete the application form on page
43 and return it to USA Special Courses with a
$65 non-refundable application fee and a copy of
your high school diploma, GED or college grade
report.

REQUIRED COURSES (14)

•Introduction to Paralegal
Studies/American Legal System
•Contracts Law
•Uniform Commercial Code
•Law of Real Property
•Legal Aspects of Business Organizations 
•Torts/Personal Injury Litigation
•Legal Research 
•Legal Writing
•Law Practice Management
•Civil Procedure
•Paralegal Discovery & Analysis
•Environmental Law
•Ethics and Professional Responsibility
•Medical Records Review &
Management

ELECTIVES (SELECT 2)
•Litigation Investigative & Interviewing
Techniques Seminar
•Word - Basic
•Family Law
•Criminal Law & Procedures
•Wills, Estates & Trusts: Probate Law
•Insurance Defense Litigation Seminar
•Bankruptcy Law for Paralegals
•Evidence
•Paralegal Internship

†Certificate registration fee includes
reading and writing assessment
required prior to starting certificate
classes. Call 431-6405 for schedule of
dates, times and locations. 

Paralegal Certificate students may
take the following online paralegal
courses through our partner JER
Online to meet the USA Paralegal
Studies Certificate Program
requirements.
• Business Organizations & 

the Law
• Ethics & the Law
• Contract Law
• Property, Regulation and
Commercial Paper
These courses are available at
www.usacontinuinged.com

Civil Procedure
Helen Floyd-Jones Joyce

This course will familiarize students with
the basic laws and principles of civil pro-
cedure.  All pleading stages of a lawsuit
will be covered, including motions and
discovery procedures.  Jurisdiction, venue,
service on defendants, and other matters
related to filing a lawsuit will be high-
lighted.

09ULA310AG, 6/15/2009 - 8/03/2009
8 Sessions, M from 6:00 PM to 9:00 PM
3.6 CEU, $159

Evidence:  The Paralegal's Role
Melinda L. Maddox

Every paralegal needs to have a working
knowledge of the law of evidence used in
court cases. The instructor will review the
rules of evidence through the use of case

law, examples and sum-
maries. Paralegals will
learn: (1) what constitutes
evidence, (2) why it is
important to be familiar

with the rules of evidence, (3) how to
determine what evidence is relevant, (4)
what evidence is excluded based on
hearsay rules, (5) whether hearsay evi-
dence may be admissible, (6) when a wit-
ness is competent to testify, and (7) what
evidence is protected from disclosure. The
instructor also addresses ethical concerns
regarding the rules of evidence.
09ULA200AG, 6/16/2009 - 8/04/2009
8 Sessions, Tue from 6:00 PM to 9:00 PM
2.4 CEU, $159

Legal Writing
Joseph P Givhan, Jr.

The legal writing component of this
course will provide paralegals
instruction in the writing of legal memo-
randa and opinions.  Emphasis will be
on form and expression in
writing...a "must" ability
for paralegals. Emphasis
will also be placed on
writing analysis and other
advanced legal writing
skills.
PREREQUISITE: Legal Research 
TEXTBOOK: Legal Research and Writing
for Paralegals
LOCATION: Law Library, 3rd floor in the
Government Plaza facility

09ULA110AG, 6/18/2009 - 8/06/2009
8 Sessions, Thu from 6:00 PM to 9:00 PM
3.0 CEU, $159

Wills, Trusts, and Estates: Probate
Law
Michael E. Ballard

In this course, you will master the intrica-
cies of estate law.  This course serves as a
complete introduction to estate law by
covering intestate succession, wills, con-
servatorships and guardianships, estate
administration, nonprobate transfers,
nature and uses of trusts, fiduciary duties,
and other estate planning concerns,
including tax issues and malpractice.

09ULA900AG, 6/18/2009 - 8/6/2009
8 Sessions, Thu from 6:00 PM to 9:00 PM
2.4 CEU, $159

Let Joseph Givhan guide you to legal writing in
this 8-session course about legal memoranda
and opinions. 

Interested in online legal
courses?

See our Legal Transcription
course on page 48.



Join Thomas Tucker in his class How to Start
and Run a Small Business that he has taught
for more than 10 years. With his experience to
give, you will learn the essential points to run
a small business.
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Accounting
Charles L Kondis, M.A.T.

Individuals in accounting operations, as
well as those wanting to acquire basic
accounting principles, will benefit from
this course. The course goal is for you to
learn basic accounting theory and imple-
mentation-in particular, generally accepted
accounting practices. The instructor will
introduce the basic accounting cycle,
including practices such as journal entries,
adjusting and closing entries, and creating
financial statements. Students will learn
how these principles are applied to a mer-
chandising operation. Additionally, the
instructor will cover more advanced
accounting principles including account-
ing for receivables, inventory valuation
and depreciation methods. 

TEXTBOOK: College Accounting

09UAC100AG, 6/15/2009-7/27/2009
13 Sessions, M and TH from 6:00 PM to
8:00 PM
2.6 CEU, $89

Get acquainted with the 
fundamentals of accounting

with our instructor 
Chuck Kondis!

How to Start and Run a Small
Business
Thomas P Tucker, Director USA Small
Business Development Center

Have you ever wanted to start your own
small business, but didn't know where to
begin?  There are certain essential points a
potential small business owner needs to
consider in order to start up, successfully
operate and ensure continuation of a small
business. The instructor covers these key
topics:  selecting a form of legal owner-
ship, record keeping, developing a busi-
ness plan, marketing, advertising and pro-
motion, financing, and sources of funds.

NOTE:  All Course materials and handouts
included.

09UBU570AG, 6/17/2009 - 7/29/2009
7 Sessions, W from 6:00 PM to 8:00 PM
1.4 CEU, $89

Technical Writing Online Certificate
Program

The Technical Writing online program is
designed for anyone who wishes to devel-
op their technical writing abilities to a
professional level. You will learn research
methods, audience considerations, style,
drafting and revision techniques, how to
work in a collaborative environment, and
more. A variety of media and formats will
be studied, including websites, emails,
proposals, memos, and instructions.
Surveys of employers have shown that
people with well-developed writing skills
are consistently hired and promoted over
those without. 

PREREQUISITE:  Good grasp of English
language grammar and punctuation.  
NOTE:  Adobe Flash Player and Acrobat
Reader are required for this course.
NOTE:  Textbooks provided with course
fee.

09URW040AG, 8.0 CEU, $1595

TO RECEIVE A FULL REFUND...
You must notify Special Courses one

working day prior to the start of
your course to receive a full refund.
No refunds are issued on the day

the class begins!

Accelerate your career in
pharmacy in our online 

program. See page 46 for
details

The Meeting COMPASS
Brian Cain

Drive out waste and increase output by
applying Operating Excellence & Lean
Principles to your meetings.  With a fresh
take on planning, conducting, and moni-
toring meetings, you can gain instant visi-
bility, accountability, and increase current
knowledge management.  Reduce time
spent planning, conducting and following
up on meeting tasks and decisions.
Designed for Managers, Directors,
Business Owners, & Executives - Learn
how you can take this tool back to your
organization for a comprehensive deploy-
ment.
Leave the session knowing that you can
apply the tools & techniques the same day
with your next meeting already planned.

NOTE: Refund period only valid up to
three business days prior to course start
date. Substitutions are welcomed.

09SMG020AG, 6/5/2009
1 Session, Fri from 8:30 AM to 12:30 PM
0.4 CEU, $99
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Non-Profit Management Certification Program
Be the one to lead your non-profit to success!

New and experienced managers in the non-profit sector, as well as candidates identified for
future leadership must have a clear understanding of what it takes to be successful.  The
Non-Profit Management certificate program has been designed to help existing non-profit
leaders hone their skills and introduce new leaders to the skills critical to making their non-
profit effective at its mission. Courses are designed to complete the 40-week Certificate
Program, however, you have the option of only taking the individual courses that best suit
your schedule or needs. 09UBU389AG

Areas covered through the program include:
• An Overview to Non-profit Management • Fiscal Responsibility and Management
• Organizational Development • Resource Development
• Strategic Organizational Management • Evaluation
• Boards and Governance • Marketing

Led by:

Martin (Marty) E. O'Malley has worked in non-profit organizations for over 32 years. He has
led groups in organizational change, directed a non-profit Christian organization that serves
adults with disabilities for 18 years, gained vast knowledge of financial management which
includes raising money from donations, grants and special events.  These events have involved
corporate sponsorships, raised over $1.5 million, introduced over 12,000 people to a local
organization and required the recruitment and training of over 3,500 volunteers.  Marty pro-
motes team building, provides executive coaching, trains boards in management and develop-
ment and develops public relations and marketing strategies. He has served on many local and
national non-profit boards. He founded O'Malley HealthCare Technology, LLC, which helps
bring innovative products to the healthcare environment.

A native of Mobile, Pat Scanland, M.S., M.M.T. graduated from Bishop Toolen High School
and went on to earn degrees from Northeast Louisiana, Loyola/New Orleans and the
University of South Alabama where she has 60 hours toward her doctorate in Instructional
Design.  For more than 30 years, Pat has worked in non-profit organizations in the areas of
planning, organization and program management, grant writing and fund development.  In
1999, Pat founded a consulting firm to help non-profits, ministries and small businesses fulfill
their missions and achieve their full potential.

See our Online Learning 
section

on page 44
for the following courses:

Entrepreneurship:  
Start-Up & Business Owner

Management Program
•

Certified Bookkeeper Program
• 

Records Management
Certificate

•
Non-Profit Management

Certificate Program
•

Payroll Practice & 
Management

•
Bookkeeping the Easy Way

with QuickBooks
•

Legal Transcription
•

Legal Nurse Consultant

Speed Reading for the Student and
Professional
Joyce W James, M.Ed., Ed.S.

Cut your reading time in half and improve
your comprehension. Double or triple
your reading speed, or better. This course
uses the AGP Rapid Learning system to
teach speed reading. Since it can take up
to three hours each day for the average
professional to read correspondence and
literature dealing with immediate busi-
ness, this course is a must for the savvy
business person who seeks greater effec-
tiveness and efficiency. Materials included
Please bring a pocket calculator and a
"light" reading novel of your choice that
can be written in to class. 

09URW350AG, 6/16/2009 - 6/30/2009
3 Sessions, Tu from 6:00 PM to 8:00 PM
0.6 CEU, $79

NEXT COURSE IN SERIES OFFERED:
Boards and Governance
Patricia Scanland and Martin O’Malley

Learn to boost or gain leadership roles for a
non-profit organization. This class is for prospective candidates wanting to learn how to
develop a strong working board of directors for a non-profit organization and how to
effectively utilize the board to long-term success. You will learn the responsibilities of
board members, the skills and characteristics needed for boards, procedures and policies
to administer the work of the board, and how to organize and conduct meetings. This
course will involve lecture, small group discussions, and case studies. There is not a text-
book for this course; however, students will receive handouts and information pertaining
to this four-week session.

09UBU490AG, 6/16/2009-7/7/2009
4 Sessions, T From 6:00 to 8:30 PM
1.0 CEU, $99

New!
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