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SCHEDULE FOR
LEGAL OFFI CE PROCEDURES

SEMESTER |V
SPR 232-9
Date (approx.) Qoj ective Tooi c
Jan. 7-16 31 - 32 WIlls and succession duty
(I*5 weeks)
Jan. 17 - Feb. 8 33 - 38 I ntroduction to Real Estate
(3*5 weeks)
Feb. 11 - Feb. 22 39 - 43 Mort gages and Char ges
(2 weeks)
Feb. 25 - Feb. 29 - SPRI NG BREAK -
Mar. 3 - Mar. 12 44 - 46 D scharges and Cessations
(I'h weeks)
Mar. 13 - Apr. 11 47 - 52 Buying and Selling
(4 weeks) Real Estate
Apr. 14 - Apr. 18 53 Acting for the Mortgages
(1 week)
Apr. 21 - Apr. 25 54 - 55 M scel | aneous

(1 week) Docunent s



| NSTRUCTCR
TEXTS:

SUPPLI ES REQU RED:

LEGAL OFFI CE PROCEDURES
SEMESTER

Ms. Rose Cai cco

Procedures for the Legal Secretary-
Revised Edition - Elsie EE Swartz

Wr kbook for Procedures for the Legal
Secretary

10,000 Legal Wrds - Kurtz, et al
A Concise Law Dictionary - P.G Gsborn
Per petual Desk D ary

Wbster D ctionary or equival ent

Typi ng Paper
Conveyanci ng Paper

Car bon Paper - 8 1/2" x 11" and
8 1/2" x 14"

Typewiting Eraser
2 Duo Tangs- 8 1/2" x 14"
6 manilla file folders - 8 1/2" x 14"

6 nanilla file folders - 8V x 11"

STUDENTS WLL COWLETE THE ATTACHED OBJECTI VES PRICR TO THE END OF
SEMESTER-LV _ AND I N ADDI TI ON THE FOLLON NG MUST ALSO BE COWVPLETED:

attendance at the Court House to w tness
part of a trial as arranged by the instructor,
Attendance is nandatory.

The instructor will arrange for the attendance
of guest speakers at tines and dates to be
announced by the instructor. Attendance by
the student is nmandatory.

attendance at arranged tours is also mandatory,



GENERAL
OBJECTI VES:

- Page 2 -
LEGAL OFFI CE PROCEDURES

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

The student will keep a separate binder for each o
Senesters |11l & [V which wll contain one accurate
copy of nost of the docunents and sone of the cor-
respondence conpleted in the classroom

To make the student aware of the Legal
Secretary and the various office duties.

To indoctrinate the student in phases of
| aw such as real estate, corporation, wlls,
estates and civil, litigation.

To give the student the opportunity to devel op
a general know edge of |aw and of WAHY things
are done, in addition to HONthey are done.

To acquire skill in accuracy, upon a good
wor ki ng speed in shorthand and upon a neat
and pl easi ng appearance of all work produced
both in transcri bing shorthand and typing
docunent s,

To inprove the student's grammar, English
usage and | egal vocabul ary.

To devel op the student into a conpetent |egal
assi st ant
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STUDENT EVALUATI ON:

Typi ng Speed: Based on two highest five-mnute timngs
Determ nation of speed is by traditional
10-stroke (per error) count.

Typi ng G adi ng

Procedures: - five mnute tinmed witings
- End of Senmester Il grading for typing
speeds will be as follows:
61 - 65 » A
5 - 60 = B
50 - 54 =C
49 or less = 1|
End of Senester [V grading for typing
speeds will be as follows:
70 - 90 = A
62 - 69 = B
5 - 61 = C

54 or less = |

Assi gnnment s: 100% conpl etion of all assignnents is
expected with a passing grade of "C'
or better in all assignments.

Mai |l ability or usability will be required
in all docunment preparation and correspondence.

Anything which is unacceptable will be rejected
and handed back to the student for reassignnent.
The hi ghest grade on reassigned work will be a

- Marks will be deducted for any work handed in
late unless the instructor is aware of a valid
reason beforehand.

- errors include:

a) msspelled words

b) punctuation errors

c) unacceptable erasures
d) inconpleted docunents

e) HBEﬂhﬁBLgCtory preparation of
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Dependi ng on the severity of the error (s),
work will be graded A, B, Cor I.

An exanple of a major error in an assignnent
which will result tnan "I" is the reversa
of parties in docunents, i.e. plaintiff and
def endant, nortgagor and nortgagee, etc.

Anot her exanple of a major error is insertion
of an inproper |egal description or nortgage
repaynment cl ause.

<€ Any conbination of errors nentioned in (a)

to If) stated earlier in this section,
couldresult inan "I".

The nunerical equival ents corresponding to
an al phabetical grade are as foll ows:

85%- 100%= A
70%- 84%= B
60%- .69%= C
0 - 59%=1

N.B. Tests cannot be witten during the course of the
regul ar senester unless a pass grade is received
in the daily objectives.

Tests or Quizzes:

G her Consi derati ons:

- typing speed tests

production tined tests

of fice procedures tests based on material
studied in class (tined)

out si de assi gnnments
at t endance

ability to follow instructions
good work habits

personabl e office type characteristics
attitude
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FI NAL GRADE: - The final nark in both Senester 1l and
Senester VWl be determned as foll ows:

Typi ng speed 10%
Production in cl ass 50%
Test s 30%
C her consi derations 10%
IOO@O
MAKE- UP
PROCEDURES:

The student nust conplete all of the objectives during the course
of the regul ar senester and nust receive a grade of "C' or better.
If this is not done, then the student nmust return during the
nmake-up period in order to erase an "I" grade.

Upon conpl eti on of each main set of objectives, the student will
be tested as indicated in the attached objectives. |If the student
fails to achieve an acceptable grade on the test, a "C' or better,
the student will be required to wite a supplenental test to be
given during the course of the regular senmester. Any student who
has not attained an acceptable grade on each test or suppl enental
test by the end of the regular termw |l be given an "I1" and nust
return for the nmake-up period after the regular term The student
will only be allowed to wite one supplenental test during the
regul ar senester and one nake-up test during the nmake-up peri od.

It should be noted that the nake-up period is a privilege to be used
at the discretion of the instructor. |f the nmake-up period is abused
at any tine, the privilege nay be revoked. The highest grade on a
re-witewll be a"B".

NOTE: SPR 222-9 Legal Ofice Procedures is a ore-requisite for
SPR 232-9 Legal Ofice Procedures.



