 SEQ CHAPTER \h \r 1CLM LENDING LIBRARY
BOOKS

GENERAL

1. CLM Examination Study Guide, 2nd  edition by Barry  University
2. How to Study by Gail Wood, 2nd edition, Learning Express, 2000

FINANCE

1. Law Firm Accounting and Financial Management by Bailey, Quinn & Gailin & Kolodziejczak, Law Journal Press (3rd edition -1; 4th edition -1 ) 

2.  The ABA Guide to Lawyer Trust Accounts by Jay G. Foonberg

3. The Essentials of Finance and Accounting for Non-Financial Managers by Edward Fields (2 copies)

4. Accounting for Dummies by John A. Tracy, CPA, 3rd edition

HUMAN RESOURCES
1. Human Resource Management 10th Edition, Mathis/Jackson (two copies)
2. Fundamentals of Human Resources 3rd Edition, Albrecht
3. The SHRM Learning System, Module 4 “Compensation and Benefits”, 2005 version

4. 2003 COBRA Handbook by Golub et al, Aspen Publishers 

5. 2004 Benefits Facts (Health Plans, Cafeteria Plans, COBRA, Pension Plans, 401 (K) Plans, ERISA Compliance) by the National Underwriter Company

6.  SEQ CHAPTER \h \r 1What To Do About  Personnel Problems (in Your State) by Business and Legal Reports (available for ONE WEEK ONLY take out)

7. PHR/SPHR Professional in Human Resources Study Guide by Anne M. Bogardus, SPHR
LEGAL INDUSTRY

1. ABA Model Rules of Professional Conduct, 2004 edition

2.  The ABA Guide to Lawyer Trust Accounts by Jay G. Foonberg
3. The ABA Guide to Professional Managers in the Law Office by Carolyn Thornlow

OPERATIONS

1. Guide to Build-Out and Move Strategies by Phyllis Bonsignore, Facilities Manager of Greenberg Traurig, June 2006

2. Standard Methods for Measuring Floor Area in Office Buildings, BOMA International, 1996

3. Office Relocation Planner by Karen E. Chessler, Vision Publications,  2001

4. Xerox copies of two chapters on Lease Negotiations and related issues; source unknown
5.The Office Relocation Sourcebook, A Guide to Managing Staff throughout the Move by Dennis A. Attwood, John Wiley & Sons, 1996

6. Get Clients Now! A 28-day marketing Program for Professionals and Consultants by C.J. Hayden, American management Association International, 1999

7. The Survival Guide to Office Relocation, What, When and How to Move by M.J. Grunewald, 2nd edition, Office Logistic Services, 2001

8. Facilities Planning and Relocation by David D. Owen

9. The Strategic Planning Handbook by Sally Brashear and Jeff Coburn (3 copies)

10. The Computer Glossary: The Complete Illustrated Dictionary by Alan Freedman
11. Guide to Writing a Commercial Real Estate Lease by BOMA
VHS TAPES , DVDs and CDs

1. Hiring for Success, Step-by-Step Guide, Produced by Toastmasters International (VHS tape, 25 minutes and DVD)

2. Preventing and Managing Stress from Stanford Center for Research in Disease Prevention (VHS tape, 22 minutes)

3. Performance Appraisals: Getting Results, by Toastmasters International (VHS tape, 18 minutes)

4. It Won’t Happen Here - Business Continuity and Crisis Planning (VHS tape, 21 minutes)

5. Sexual Harassment Awareness Training by Access Communications (VHS tape, 12 minutes)

6. Sexual Harassment: Serious Business by Advantage Media (VHS tape, 25 minutes)

