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LEGAL OFFICE PROCEDURES

Prerequisites to OPL 300 IS CPL 200
Prerequisite to OPL 300 IS OPL 400

REQU RED TEXTS; NCItE Text is not inprint until Novenber. The
instructor will give handouts in lieu of a
text until that tinme.

—0, 000 Legal Words, Kurtz et al
—Per petual Desk Diary or equival ent
—A\bster Dctionary or equival ent

SUPPLI ES REQU RED: —Typi ng Paper - letter size and legal size

—Conveyanci ng Paper

—12file folders, file labels & carbon paper

NQOE: STUEBNITS W LL NOT BE ALLONED | OTO CLASS W THODT ALL RE3QI ReD
TEXTS AND NMA3: BaALS

STUDENTS W LL COWPI £TE THE ATTACHED CBJECTI VES | N ACCORDANCE W TH THE
REQU REMENT SPECI FI ED AND | N ADDI TI QN, THE FOLLOWN NG MUST ALSO BE
COWPLI ED:

—AAttendance at the Court House to witness part
of trial as arranged by the instructor,

—The instructor will arrange for the attendance
of guest speakers at tines and dates to be
announced.

—2Tours and field trips which will be arranged by
the instructor fromtine to tine.

N.B. Field trips and quest speakers are arranged
to suppl ement cl assroomactivities.
Attendance i s mandatory. Absence, without
prior notice or just cause, will result in
the l oss of 10%of the cumul ati ve sanester
mar K.

.cont'd



LEGAL OFFI CE PPDCEDURES

—One precedent binder for each semester which
will contain at |east one perfect copy of all
maj or docunents taken up during the course of
the year. | T CANNOT BE STRESSED ENOUCH THAT
THE STUDENT RETYPE DOOUMENTS AS THEY ARE HANDED
BACK BY THE | NSTRUCTCR  The bi nders are
collected at the end of each s“nester and a
grade is assigned at that tirme.

Bi nder #2 due Novenber 28, 1986
Bi nder #3 due ;~ril 10, 1987

Alist of the mnimumrequirements for each of
these binders is attached to the begi nning of
the objectives together with a suggested marking
schene.

*The student will hand all work in neatly in a
file folder, properly |abelled.

CGENERAL
CBJECTI VES; —T 0 nake the student aware of the Legal Secretary
and the various office duties.

—To indoctrinate the student in phases of |aw
such as real estate, corportation, wills,
estates and civil litigation.

—T o0 give the student the opportunity to devel op
a general know edge of |aw and of WHY things
are done, in addition to HONthey are done,

—ATo inprove the student's granmmar, English
usage and | egal vocabul ary.

—ATo devel op the student into a conpetent |egal

assi st ant -
STUraiNT EVALUATION
Typi ng Speed —Based on three highest five-mnute timngs
—St udent nust reach a typing speed of 50 gross
words per minute by the end of Semester Il and

60 gross words per nminute by the end of Senester
IVwith an accuracy |evel of 98%on five mnute
tinme witings.

cont'd



LEX3AL OFFICE PROCEDURES

STUDENT EVALUATI ON (cont i nued)

Rermedial drills will be assigned as required to ensure the student
achi eves the speed and accuracy requirenents as outlined bel cw

Assi gnnent s; —100%conpletion of all assignments is expected
with a passing grade in all assignnents.
mi LY ASSI GNVENTS NOT SUBM TTED BY DUE DATE
WLL RESULT I N THE LGSS COF 10 MARKS PER
ASSI GNVENT FROM THE TOTAL SEMESTER MARK

—Mailability or usability will be required in
al | docunent preparation and correspondence.

—Anyt hi ng which is unacc”table will be rejected
and handed back to the student for reassignnent

—Mar ks will be deducted for any work handed in
|ate unl ess the instructor is anare of a valid
reason bef or ehand.

—Errors include:
a) nisspelled words
b) punctuation errors
C) unacceptabl e erasures
d) inconplete docunents
e) unsatisfactory preparation of docurents
f) proofreading errors

—bependi ng of the severity of the error(s) work
will be graded satisfactory or inconplete

—An exanple of a najor error in an assignment
whichwill result inan "I" is the reversal of
parties in docunments, i.e.”™ plaintiff and
def endantr nortgagor and nortgagee, etc.

—2Anot her exairple of a major error is insertion
of an inproper |egal description or nortgage
paynent cl ause.

—Any conbi nation of errors mentioned in (a) to
(f) stated earlier inthis section, could
result inan"I1".

Any work handed back with an "I" grade nmust be resubntted one week
after the instructor has returned it or it will be considered |ate
and have the penalty as previcusly stated.

..cont'd



LE) GAL CFFI CE PROCEDURES

—The nurrerical equivalents corresponding to an
al phabeti cal grade are as follows:

85%- 100%= A
70%- 84%=1B
60%- 69%=C

0% - 59%= Repeat

FI NAL GRACE: —The final mark in both Sanester 11l and

Senester IVwll be determined by tests as
outlined in the foll ow ng pages, binders,
typi ng speed, and di ari es.

SEMESTER |11 AND |V

Tests - 15%
Qui zzes (Whannounced) - 5%
Bi nder - 10%
Dary - 5%
Typi ng Speed - 5%

100%

, cont'd



Dat e (appr*)

Aug. 25- Cct. 3
(5 Weeks)

Cct, 6 - Nov. 14
(5 weeks)

Nov. 17 - Nov. 28
(2 weeks)

Dec. 1- Dec. 19
(2 1/ 2 weeks))

SGHEDULE FOR

LEGAL COFFI CE PRDCECURES

SMiester |11
(bj ecti ve
50 - 54

55 - 59

60

61 - 63

Topi c

Introduction to civil
litigation - Affidavits,
Pl eadi ngs, Judgrent s/

O ders

Steps indvil
Litigation

D vorce Proceedi ngs

Dockets, Entries, and
Bllirvg Procedures

NOTE: "Meek" above refers to 6, 50 m nute periods per week,

..cont'd



t

DDE CATE:

NCITE For each bi nder,
presentati on,

NINIMUH ["QUIRENEITTS FOR BINDER #2

Afidavits

Noti ces & Pl eadi ngs
Judgnent s/ O ders
Notices of Action
Notices of Intent to
Def end, Default Judgment
Statemrent of daim

Affidavit of Docunents

Noti ces, etc., Record-
conpl ete with bl ue back

D vorce Proceedi ngs

Account s, Ledgers, etc.

Noventier 28, 1986

all of cADJective 51
obj ectives 52 & 53
obj ective 54

obj ective 55 & 56

obj ective 57

obj ective 58

obj ective 59

obj ective 60

obj ectives 61 - 63

(include only a one page
account and all of

Ham | t on/ Brownl ee obj ecti ve)

10%of the grade will be assigned to
i.e. neatness, conpleteness, originality, etc

.cont'd



GBJECTI VE 50 - |1 Or'1C0CTION TO A VI L LI'TI GATI ON

OBJEX: Tl VE; The student will |earn about the various
courts and court officials and their
respective duties and responsibilities.

The student will prepare various titles

of proceedi ngs whi ch are nost cornnon to | egal
offices and will become famliar with

term nol ogy connected therewth.

The student will prepare backs for
various |egal docunents which are nost
common in | egal offices.

APPLXCATI A S: 1. Read pages 265-286 of text

2- Cotplete pages 201-206 of workbook

EVALUATI CN Al work to be graded "S" or "I "

ESTI MATED TI ME TO

oai PLEN: " 5 periods of 50 ninutes each

...cont'd



CBJECTI VE 51 - AFFIDAVI TS

CBJECTI VE: The student will conplete Affidavits for
use in courts for the Province of Ontario
together with Exhibits and carbon copi es.

APPLI CATI O\ 1. Read pages 287 and 288 of text

2. Conpl ete pages 207 - 209 of workbook

EVAWATI QW Al work to be graded "S" or "I"

ESTI MATED TI ME TO
COMPLETE: 5 periods of 50 m nutes each

cont'd



GBJECTI VE

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
Ca PLETE:

TESTNO 1

Introto Gvil Litigation and Affidavits

The student will conpl ete and pass a test
fron unprevi ened materi al

Test is based on objectives 50 and 51

Al work to be graded 'A, 'B, "Cor 'I'

2 periods of 50 m nutes each

.cont'd



OBJECTI VE 52 - NOTI CES

CBJECTI VE The student will conpl ete sonme of the
Noti ces which are nost likely to be
encountered in a legal office and in
particul ar Notice of Change of Solicitors
and Notices of Mbtion

APPLI CATI ON 1. Read pages 289-291, Section on Notices
2. Conpl ete pages 211 and 212 of wor kbook

EVALUATI ON Al work to be graded "S" or "I

ESTI MATED TI ME TO

f COMPLETE:

4 periods of 50 mnutes each

.cont'd



GBJECTI VE 53 - PLEADI NGS

CBJECTI VE: The student will conplete a Statenent of
Jaimand a Statenent of Defence. Al
docunents to be conpl eted in accordance
with legal typing principles.

APPLI CATI ON 1. Read "Pl eadings" pages 291-293

2. Qirplete pages 213-215 of wor kbook

EVALUATI ON Al work to be graded "S" or "I"

ESTI MATED Tl ME TO
COWPLETE: 4 periods of 50 m nutes each

.cont'd



OBOBCTI VE 54 - JUDGVENTS AND CRDERS

CBIJECTI VE The student will conplete an O der and a
Judgnent in accordance with legal typing
principl es

APPLI CATI ON 1. Read pages 293 and 294

2. Conpl ete pages 216-218

Ont; It*n H page 218

EVALUATI O\ Al work to be graded "S" or "I'

ESTI MATED Tl ME TO
COVPLETE: 4 periods of 50 mi nutes each

cont'd



TEST NO. 2

Noti ces and Pl eadi ngs

GBJECTI VE, The student will conplete a test from
unprevi ewed mat eri al

APPLI CATI ON Test to be based on hjectives 52 and 53
Not i ces and Pl eadi ngs

EVALUATI ON Al work to begraded '"A, 'B, 'C\ or 'l

ESTI MATED TI ME TO
COMPLETHI 2 periods of 50 m nutes each

.cont'd
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OBJECTI VE 55 - STEPS IN A VI L PROCEED NGS

CBIJECTI VE

APPLI CATI QN

EVALUATI ON

ESTI MATED TI ME TO
OCOWPLETE

(Action) Part 1 - Notices of Action

The student will conplete a Notice of Action for
use in each of the Dstrict and Suprene Courts.

The student will conplete a Notice of Action - for
nmoney only - for use in the Supreme Court of
Otari o.

NOTE: These docunents are referred to as Wits
of Sunnons in the text.

1. Read pages 311-321 of text

2. trplete page 219 and 220 of wor kbook

Al work to be graded "S" or "I

4 periods of 50 m nutes each

..cont'd



OBECTIVE 56 - SIEPS IN CIVIL UTIGKNnGN

(Action) Part 2 - Responses

Cej ECTI VE; The student will prepare a Notice of Intent to
Defend on a printed fonn and a fully typed
Notice of Intent to Defend in accordance with
l egal typing princples

The student will conplete an Affidavit of Merits,
A Default Judgnent and a Notice of D scontinuance
in accordance with legal typing principles

APPLI CATI CN Conpl et e pages 221 of wor kbook
OMT: Bill of Costs inlton 'B*

ESTI NATED TI ME TO
COMPLETE: 6 periods of 50 minutes each

ee _cont'd



{

CBJIECTI VE

APPLI CATI QJ:

EVAUWATI ON

ESTI MATED TI ME TO

COMPLETE:

GBJBCnVE 57 - SITES IN CIVIL VBOCEBYWCS

(Action) - Part 3, P eadings

The student will conplete a Stat”nent of daim
an Affidavit, a Notice of Motion, and a State-
ment of Defence and Counterclaim Al docunents

are to be coirpleted in accordance with | egal
typi ng principles

1. Conpl ete pages 225-228 of wor kbook

2, Conpl ete page 231 of wor kbook

Al work to be graded "S" or "I"

8 periods of 50 m nutes each

..cont'd



t OBJBCNnVE 58 - SI SSIN CIVIL WCCEEDISSCS

(Action) - Part 4, Affidavits of Documents

CBXECTIVE; The student will complete Affidavits of
Documents

I he student will conplete Affidavit as to
the Production of Documents by an individual
and an of ficer of a cotpany

APPLI CATI O\ 1. Conpl ete pages 239-240 of wor kbook

EVALUATI ON Al work to be graded "S" or "I

ESTI MATED TI ME TO
t COVPLETE: 4 periods of 50 ninutes each

, cont'd



t GBJECNnVE 59 - STEPS IN CIVIL FRXEEDINGS

(Action) - Part 5, Proceeding to Trial

CBJECTI VE The student will canplete a Record for use in
a Suprene Court action including an index.
Satement of daim Statenent of Defence and
cover in accordance with correct court
pr ocedur e

The student will canplete Notice of Readi ness
for Trial, a Notice of Listing for Trial, and a
Sunmons to Wt ness

APPLI CATI ON 1, Pages 241-245 of workbook
BEV/ ALUATI ON Al work to be graded "S" or "I’
ESTI MATED TI ME TO

f COMPLETE: 5 periods of 50 mnutes each

.cont'd



TEST NO. 3

OBJEX: TI VES: The student will conplete a test fromunpreviewed
nmateri al

APPLI CATI ON 1. Based on objectives 54-59

EVALUATI ON Al work to be graded "A, "B\ "Cor "I’

ESTI MATED TI ME TO
COVPLETE: 2 periods of 50 m nutes each

cont'd



CBJECTI VH

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
CCa"LETE:

OBJECTIVE ND. 60 - DIVORCE PROCEEDINGS

The student will conplete a Notice of Mtion,
a Financial Statenent, an Affidavit, a Notice
of Listing for Trial and a Decree N si

1. Read pages 522-528 of text
2. Conpl ete page 327 of workbook- Be sure to
update the ternminology so that it reflects

the new Rul es of Gvil Procedures

3. Pages 329-332. Qmt record index referred to
on page 329

4. Notice of Listing for Trial for Fitzgi bbons
di vorce (not in workbook)

Decree Nisi, Use Figure 33,6 as a guide for
typi ng principles, however, instructor wll

gi ve handout with updat ed wordi ng under the
new Rul es of G vil Procedures

Al work to be graded "S" or "I

8 periods of 50 m nutes each

.cont'd



CBJECTI VE

APPLI CATI O\

EVALUATI ON

ESTI MATED TI ME TO
COVPLETE:

TEST NO. 4

D vorce Proceedi ngs

The student will ccraplete a test fromunprevi ened
mat eri al

Based on obj ective 60

Al work to be graded 'A, 'B, *C, or 'l

2 periods of 50 minutes each

cont'd



GBJECTI VE

APPLI CATI ON

EVAU ATI OT:

ESTI MATED TI ME TO
COWPLETE:

GBJBCnVE 61 - DOCKETS AND ENTRI ES

The student will learn howto open a file and
how to enter entries on a docket sheet. The
student will conplete receipts both for General
and Trust accounts; cheque requisitions; cheques;
petty cash vouchers; and tel ephone charges (long
di st ance).

1. Read pages 56-78 of text

2. Conpl ete pages 41-45

Al work to be graded "S" or "I"

5 periods of 50 mnutes each

.cont'd



GBIJECTI VE

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
COMPLETE:

OB3HCTIVE 62 - PCCOXfTS

The student will knew hew to prepare sinple
accountsr including a chronol ogi cal account,
and be able to properly transfer disbursements
and retainers as part of the accounts,

1. Prepare it*ns 1-4 on page 57 in QUAECURaCKTE

Al worked to be graded "S" or "I

4 periods of 50 m nutes each

..cont'd



OBJECTIVE 63 - FCCOOtOS AND LQXXRS

CBJECTI VE; The student will know how to post two sirtple
accounts, one dealingwith a real estate trans-
action and one dealing with a notor vehicle
accident. The student will conplete all sup-
pl enent ary docunentation, i.e. telephone slips,
receipts, etc. The student will al so prepare an
account for each of these files.

APPLI CATI ON Tvfo attachnents immediately follow ng this page.
These accounts are to be typed in original only.

BEVALUATI O\ Al work to be graded "S" or "I "

ESTI MATED TI ME TO
COWPLETE: 4 periods of 50 m nutes each

e..cont'd



CBJBCnVE SB ACCCDN S AND IBJSEBS

This is with respect to the purchase of a piece of property frcmMs, S
Brownl ee, Prepare aclient's account card to showthe follow ng entries:

Cctober 5 - Search MG, plan $1,50
- Tax Certificate $2.00
- Sheriff's Certificate $6, 00

6 - Certificate of Corporate Status $10. 00

7 - Long Distance to Toronto $3.83
- Long Distance to North Bay $2.57

9 - Received $125.00 retainer fron David Frank Ham | ton
15 - Search Spzf, instrunents $1.00

21 - Registration of deed $10.00
- Land Transfer Tax $90. 00
- Sherriff's Certificate $2.00
- Search 50~

Prepare an account to M. Hamlton as fol |l ows:

To professional services rendered in acting on your behalf in connection wth
the above noted transaction, including preparing search of title and giving

opi ni on thereon, preparing necessary docurments and regi stration of sane,

checki ng taxes and executions, attending at the Registry (ffice on closing, and
reporting to you.

Qur fee - $375.00
Li st the di sbursements posted on the |edger card, transfer the retai ner and

show it on the account properly. Send M. Hamlton the account for the
bal ance.

cont'd



ACCCDNTS AND LEI EERS

M. Gant acts for Itonad Oraig Anderson in connection with a notor vehicle
accident. M. Anderson's file nunber is 6578.

Qoen an account card for this file and make the follow ng entries:

Novenber 9 - Received cheque frcmM . Anderson, $200, 00 retainer.
M . Anderson has requested a receipt fron you.

11 - Prepare the necessary cheque requisition to pay Harvey In-
vestigators Limted the sumof $50,00 in paynent of invoice
no* 7679. The cheque is to be drawn on the firmaccount.
Prepare the cheque.

12 - Paid Janes Wiite $1.05 out of petty cash for taxi fare to

Queen's Printer.
19 - Long distance tel ephone call to North Bay - $9.87.
20 - Post account for $150.00 fees charged by M. Gant.
21 - Transfer the retainer fron the trust account to the firmaccount,
Prepare an account for the above. The body of the account will read as
fol | owns:
Attended by you with instructions to negotiate with insurance conpany with

damages sustai ned by you in recent accident; negotiations with insurance
conpany, when claimis subsequently settl ed.

cont'd



DOCKET - Anders@ re: autanobile accicteit

Prepare a docket which will contain the follow ng information:

Novenber 1 - Intervieww th you discussing liabilityr and agreed to contact

i nsurance coctpany 1/2 hr. Novenber 3 - Attendi ng you and advising the in-
surance agent has opened negotiations and an appoi ntnent has been arranged for
later this week to discuss the claiml1 hr. Novenber 6 - Attended by M. Wite
of the insurance ccnpany di scussing clai mand spoke to you during the course of
interviewto verify exact time of accident. Novenber 9 - Received cheque for
$200.00 fran M. Anderson as a retainer. Novenber 11 - Cheque requisition on
the firmaccount to Harvey Investigators Linited for $50,00 for paynent of

i nvoi ce no. 7679. Novenber 12 - Arranged with James Wite to pick up anend-
ments to the Hghway Traffic Act fran the Queen's Printer. Novenber 19 -
Attended by M. Wite at length during the course of which settlenent was
reached. Tel ephoned you to advise 1 1/2 hours.

.cont'd



TEST NO. 5

Dockets, Entries, Accounts and Ledgers

CBIJECTI VE The student will conplete a test fromunprevi ened
nmat eri al

APPLI CATI O\ Based on obj ectives 61-63

EVALUATI ON Al work to be graded "A, 'B, *C\lor 'I'

ESTI MATED TI ME TO
COVPLETE: 2 periods of 50 m nutes each

ee _cont'd
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CBJECTI VE

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
COWPLETE:

OBJECTIVE 64 - 1B3RL IXSCRIPLTON

The student will know howto type netes and bounds
descriptions in an acceptable formin accordance
with legal typing principles.

The student will know the difference between the
Registry Ofice systemand the liand Titl es
systemas they apply to the Province of Onhtario.

1, Read pages 112-122 of text

2. Conpl ete pages 117-122 of wor kbook

NOTE: Add the following as terns to be defined,

aa) condcm ni um

bb) search

Al work to be graded "S" or "I"

5 periods of 50 m nutes each

..cont'd



CBJBCnVE 65 - APFIEAVrrS - AFEnftVir OF RESIDBCE AND OF

CBJECTI VE

APPL| CATI ON

EVALUATI ON

ESTI MATED TI ME TO
COVPLETE:

VAUZE OF TOE CONSDERATION

The student will know the purpose of the
Affidavit of Residence and of Val ue of the
Consideration as it will apply to |legal docunents

1. Read pages 147-158 of text

2. Conpl ete handout - attached

Al work to be graded "S" or "I’

4 periods of 50 minutes each

cont'd



1.

LEGAL OFFI CE PROCEDURES

AFPI DAVrr OF RESI EBCE AND OF VALUE OF THE OQNSI DERATKM

M. Christopher G ahamand his wi fe Maxi ne have agreed to sell their hone
to Paul Wllians and Judith Wllianms. It is known as civic nunber

49 St. Charles place inthe Gty of Sault Ste. Marie. The |egal des-
cription is the whole of ot 15, Chain Subd., Plan H999. Al parties
are of legal age and Canadi an residents. The date of the deed will be
today and all affidavits will be sworn next nonth.

It was agreed that the sale price of the hone woul d be $85,000 with a
$15, 000 cash down paynent and a nortgage back to the vendors for the
bal ance. There are no chattel s invol ved*

Jennifer WIllianms and her husband Kenneth are selling their cottage to
Arthur and Vincent HIlI. The legal description of this property is

Part of Lot 18, Pl an M 168, being Parcel 1809 Al gona West Secti on.

Al parties are of |legal age and Canadi an residents. The transfer wll
be dated today and all affidavits will be sworn within the next few days.

The purchase price is $43,250. A deposit of $1,000 was given at the tine
contract was signed. The contract called for a cash down paynent of
$13,250 and a irortgage to be assuned with a bal ance of $30,000. in-
cluding interest.

Bruce Jennings is selling a piece of property he purchased for investnent
pur poses to Gordon Peterson. Both parties live in Sault Ste. Marie, and
are of legal age. The property in question is Part of lot 189, Pl an

M 971, being the whole of Parcel 9921 in the register for A goma East
Section. The docunments are being typed today for signature next week.

The price involved here is $125,000 of which $25,000 is cash; $75,000 is
existing as a nortgage to the International Trust Company, and the bal ance
will be by way of nortgage back to the vendor. |t was al so agreed t hat
chattel s woul d be purchased at a total cost of $40, 000. 0O.

A deed has been prepared frou Margaret E. Dolan to Fred V. Saint for

the North half of lot 35, Wite Pines Subdivision, Plan H198. The
deed is dated the 15th of last nonth and will be signed soon.

This is an all cash transaction. The sumof $1,000 was paid in cash at
the tine the contract was signed and the bal ance of $29,000 wi |l be paid
on cl osi ng.

NOTE: M. @Qant will act for the vendors and the Smth, Fraser finn
will act for the purchasers.

Make-up mai | i ng addresses and assessment roll nunber.

, cont'd



