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Legal Office Procedures | OPL 200

Cour se Nane Cour se Nunber

Prerequisites to OPL 100 are TYP 110 and OPC 100
REQUI RED TEXTS Procedures for the Legal Secretary - Revised
Edition, fllsie Schwartz
Wor kbook and papers for the above
101000 Legal Wbrds, Kurtz et al
Per petual Desk Diary or equival ent

Webster Dictionary or equival ent

SUPPLI ES REQUI RED; Typi ng Paper - letter size and |egal size

- Conveyanci ng Paper “

- Duo Tangs - 8 1/2 x 14

- Legal package

Students will conplete the attached objectives in accordance with the
requi renent specified and in addition, the follow ng must also be
conpl et ed;

- attendance at the Court House to witness court procedures as arranged
by the instructor

- the instructor will arrange for the attendance of guest speakers
at tinmes and dates to be announced
- tours and field trips which will be arranged by the instructor
fromtinme to tine
N.B. - field trips and guest speakers are arranged to suppl enent
classroom activities. Attendance is mandatory. A bsence,
wi t hout prior notice or just cause, will result in the |oss

of 10% of the total senester mark.

%



Senester |1 (cont'd)
A precedent binder will contain at |east one perfect copy of al
maj or docunents taken up during the course of the year. IT

BE STRESSED ENCUGH THAT THE STUDENT RETYPE DOCUMENTS AS THEY ARE
HANDED BACK BY THE I NSTRUCTOR  The Binder is collected at the end
of the senester and a grade is assigned at that tine.

Bi nder due date: My 8, 1985

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

GENERAL (BJaQri VESs

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

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

To give the student the opportunity to devel op a general know edge
of I'aw and of WHY things are done, in addition to HONWthey are done.

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

To devel op the student into a conpetent |egal assistant.

STUWD BV EVALQATI aas

Typing Speed - based on three highest five-mnute timngs

- determnation of speed is by traditional 10-stroke
(per error) count

- student nust reach a gross typing speed of 45 w. p.m by
the end of Senester Il with an accuracy |evel of
98%on three five mnute tinmed witings.



STUDENT EVALUATI ON (cont' d)

Renedial drills will be assigned as required to ensure the student
achi eves the speed and accuracy requirenments as outlined bel ow

ASSI GSTMEMTS,

- 100% conpl etion of all assignnents is expected with a passing grade
in all assignnents.. DAILY ASSI GNMENTS NOT SUBM TTED BY DUE DATE
WLL RESULT IN THE LOSS OF 10 MARKS PER ASSI GNVENT FROM THE TOTAL

SEMESTER HARK, UNLESS THE | NSTRUCTOR IS AWARE OF A VALI D REASON
BEFOREHAND.

- Mailability or usability will be required in all docunent
preparation and correspondence.

- Anything which is unacceptable will be rejected and handed back
to the student for reassignnent.

- Errors include:
a) msspelled words
b) punctuation errors
C) unaccept abl e erasures
d) inconplete docunents
e) unsatisfactory preparation of documents
f) proofreading errors

- Depending on the severity of the error(s) work will be graded
satisfactory or inconplete.

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

- Another exanple of a major error is insertion of an inproper
| egal description or nortgage repaynent clause.

- Any conbination of errors nmentioned in (a) to (f) stated earlier
inthis section, could result inan "I".
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Senester Il (cont'd)

ASSI GWEKTSs (cont' d)

- The nunerical equivalents corresponding to an al phabetical grade
are as follows:

85%- 100%= A
70%- 84%= B

60%- 69%=C
- 0%- 59% = Repeat

HISA GRADE:

The final mark in bg"K~Bunmua @ T-jril ald .*imift"aE, LV wi Il be determ ned
by tests as outlined in the follow ng pages, binders, typing speed
and di ari es.

‘ SEMESTER LIT AND Xy " - Tests - 80%

Bi nder - 10%

D ary - 5%

Typing Speed - 5%

roU¥

Q her Considerations: - outside assignnents

- attendance
- ability to follow instructions
- good work habits

- personable office type characteristics



DATE (APPROX, )
Jan. 25 - Feb. 15

(3 weeks)

Feb. 18 - Mar. 8
(3 weeks)

Mar, 11 - Mar. 29
(3 weeks)

Apr. | - Apr. 12
(2 weeks)

Apr. 15 - Apr, 26
(2 weeks)

Apr. 29 - May 24
(4 weeks)

Each "week" refers to 5, 50 mnute periods.

SCHEDULE FOR LEGAL OFFI CE PROCEDURES

Senester |1

OBJECTI VE
1-4

12 - 13
14 - 16

17 - 18

TCOPI C

| ntroduction to preparing
| egal correspondence

Introduction to preparing
general |egal docunents;
Part |, i.e. agreenents,
contracts etc.

Introduction to preparing
general |egal docunents,
Part 11, i.e. statutory
decl arations, notari al
certificates, etc.

Introduction to D vorce
Proceedi ngs < Legal A d

WIlls

| ncor por ati ons

NOTES STUDENTS WLL NOT' BE ALLOAED | NTO CLASS W THOUT ALL REQU RED

TEXTS AND MATERI ALS.
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CBIKCTXWKi

APPLI CATI ON

EVALQATI OH:

EST MATED TI ME
TO COWPLETE;

OBJECTIVE | - THE LEGAL SECRETARY

The student will understand and learn to use the
Canadi an Law List, the Gty Drectory and the
Postal Code Directory.

1. Read pages 1 - 8 of text
2. Conplete pages 1 - 10 of workbook
3. Handout to be distributed by instructor

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

4 periods of 50 m nutes each



OBJECTIVE 2 - | NTRODUCTI ON TO LEGAL CORRESPONDENCE

OBJKCTXVE: The student will learn howto set up properly

and neatly, inside address, salutations, conplinentary
cl osings and special notations.

The student will type short letters and apply proper
rul es.

APPLI CATI QM s 1. Read pages 9 - 41 of text

2. Conplete pages 21 - 26 of wor kbook

KVaLPATI CH; Al'l work to be graded "S" or "I

ESTI MATED TI MVE
TO QOWPI i ETE, 3 periods of 50 m nutes each

%



OBJECTI VE 3 - LEGAL CORRESPONDENCE

CBJECTI VE: The student will set up longer letters fromrevised
copy applying the rules studied in ojective 2.

APPI XCATI ONs Conpl et e pages 27-30 of workbook

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

ESTIMt TED Tl ME
TO COMPSLETE; 5 periods of 50 m nutes each




10 -

OBJECTIVE 4 - TEST NO. |

OBJECTI VES The student will conplete a test from unpreviewed
materi al .

APPLI CATI CTB: Test is based on (bjectives 1, 2 and 3 (Legal
Cor r espondence)

EVA . D& OM ; All work to be graded "A", "B', "C', or "I"

ESTI MATED T1 BC
TO GOWPi ETE, 2 periods of 50 m nutes each

%



11 -

OBJECTI VE 5 - | NTRCDUCTI ON TO PREPARI NG LEGAL PAPERS

GBIKCITi VE

AgPLI 't TI OVBs

EVALUATI ON:

ESTI MATED Tl ME
TO COWLETE:

The student will learn howto properly set up

headi ngs on |egal docunments and will becore further
acquai nted with the Canadian Law List as well as the
Ontario Municipal Drectory.

The student will learn howto properly set up the
body of a printed |egal docunent.

The student will learn the typing principles of
fully typed |egal docunents.

The student will learn the proper endings for various
| egal docunents and al so how to prepare backs for sane

1. Read pages 79 - 101 of text
2. Conplete pages 81 - 86 of workbook
Note: Townshi ps of York, Etobicoke, etc., in

Toronto area are now BCOROUGHS of York,
Et obi coke, etc.

Al work to be graded "S" or "I’

5 periods of 50 m nutes each



@BJI SCT1 VEs

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME
TO COVFI £TE;

OBJECTI VE 6 - GENERAL AGREEMENT

The student will prepare a general agreenent,
intriplicate, follow ng the typing principles
studied in Objective 5.

1. Conplete item'A, page 87 of workbook
Note; Use conveyanci ng paper for all but
file copy-

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

4 periods of 50 m nutes each

%




OBJECTI VE:

APPI . | CATI ON

EVALUATI ON

ESTI MRTED TI VE
TO COWLETE

OBJECTI VE 7 - NMARR AGE CONTRACT

The student will prepare a contract using

short paper.

1, Conplete page 90, Item'B
2, Conplete page 91, Item'E
3, Conplete page 93, Item'F

Al work will be graded "S" or

4 periods of 50 m nutes each

in original

only



14

OBJECTIVE 8 - TEST NO. 2

OBJKG r XVK: The student will conplete a test from unprevi ewed
mat eri al .
ARITATQIff: Test is based on Objectives 5-7

(CGeneral Legal Docunents)

BEVAL. 1] &I Gl : Al'l work to be graded "A", "B", "C' or "I

ESTI MATED TI ME
TO COMPLKTE: 2 periods of 50 mnutes each

%



® s

OBJECTI VE 9 - REUSASE, NOTARI AL CERTI FI CATES AND STATOTCRy DECLARATI ONS

OBJECTI VE: The student will prepare a general release in
accordance with legal typing principles.

The student will prepare a Statutory Declaration
?nd a Notarial Certiticate of True Copy on printed
or ns.

The student will prepare a Notarial Certificate
of True Copy in accordance with |egal typing

principl es.
APPLI CATI ON: 1. Read pages 102 -111
" 2. Conplete page 97-A, 99-A and 101-D of
¥ I wor kbook

Note: Error on page 101 of workbook. No. 3 should
refer to PLSA 11 and not PLSA 12.

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

ESTI MATED TI VE
TO OOVl £TE: 6 periods of 50 m nutes each



16 - l

OGBJECTI VE 10 - POMNER OF ATTORNEY & (EMERAL OR SOPPORTI Ms AFFI DAVI TS

OBJECTI VE The student will conplete Affidavits of Subscribing

Wtness and Affidavits of Legal Age and Spousal Status

The student will conplete a Power of Attorney in
accordance with legal typing principles.

APPLI CATI ON 1. " Study pages 147 - 154 of text
2. Conplete pages 100 C (No. 1 and 3)
104 & 105
EVALUATI ONS Al work to be graded "S" or "I"

ESTI MAQED Tl VE ~

TO COMFUSXZ: 5 periods of 50 minutes each

NOTE;

Page 104 of text (Affidavit of Legal Age & Spousal Status)

with res;r)]ect to property ownership is incorrect. The |aw

states that soneone can own property if under 18, however,
they cannot sell unless a) they are over 18 or

b) a fenale spouse (a mal e spouse

under 18 cannot sell property)

%
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OBJECTI VE:

APFU CATI A ff:

EVAXMATI QN

ESTI MATED TI ME
*TOCOWLETE:

17 -

OGBJECTI VE 11 - TEST NO. 3

The student will conplete a test from unprevi ewed
materi al .

Test is based on objectives 9 and 10
(CGeneral Legal Docunents)

Al work to be graded "A', "B", "C', or "I"

2 periods of 50 m nutes each



OBJECTI VE:

AJPPLI CIWIAINs

EVALUATI ON

ESTI MaSTED Tl ME
TO COMPLETE:

OBJECTI VE 12 - DI VORCE PROCEED NGS

The student will conplete a Separation Agreenent,
a Petition for Divorce, and a Notice of Petition

for Divorce in accordance with |
princi pl es.

1. Read pages 522 - 528 of text

2. Conplete page 323 - Donestic Contract
" 325 - Petition for D vorce

Note; Page 333 - Add "Oficia
item"Q to be defined.

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

5 periods of 50 mnutes each

egal typing

Quar di an"

as

%



OBJECTI VE:

APFLI G anON\:

WrPdJOLTZOS:

ESTI MATED TI ME
O COWITEM:

OBJECTI VE 13 - LEGAL AID

The student will conplete a Solicitor's Legal Ad
Report (Form 10)

The student will understand and prepare an account
ready for submssion to the correct offices to
acconpany the said Form 10.

The student will conplete an account for Duty
Counsel in a Gvil Mtter in accordance with the

Legal Aid Act.

This objective is not in the workbook and a
handout will be distributed by the instructor

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

5 periods of 50 m nutes each



GBJECTI VE:

APPLI CATI O\

EVALUATI ON

ESTI MATED TI ME
TO W ETE

20

OBJECTI VE 14 - WLL CLAUSES

The student will understand basically sone of the
nore common Will clauses that are used in the
preparation of a coomon will, i.e. opening clause
debts, duties and taxes clause; infants cl ause;

i nvest ment cl ause; and ot hers.

The student will prepare a short will on proper
will paper in accordance with proper |egal typing
princi pl es-

1. Study pages 394 - 405 of text

2. Page 267 - G
Page 268 & 269 - d auses 1-6
Page 272 - B only

3. Conplete Affidavit of Execution of WII

Al worX to be graded "S" or "I

4 periods of 50 m nutes each

%



OBJECTI VES

APPL| CATI ONS

EVALUATI ON:

ESTIMt TED Tl VE
TO GOWPl . ETE

21

OBJECTI VE 15 - WLLS

The student will prepare a sinple |onger wll
using the clauses studied in ojective 14 .

The student will learn howa wll is executed
in proper form

Conpl ete page 272 - C & D
", 275
"2 76

Student will be graded "S" or "I

4 periods of 50 m nutes each



GBJECTI VE:

AFPLI CATI C8l :

E*"FMMKTXOSs

ESTI MATED TI ME
TO COVPLETE;

22

OBJECTIVE 16 - TEST NO 4

The student will conplete a test from unpreviewed
materi al -

Test is based on (hjectives 12 - 15
(General Legal . Docunents)

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

2 periods of 50 m nutes each

%

%



OGBJECTI VE 17

OBJEC TVE:

APPI J: CATI (»i :

EVALUATI ON

ESTIMftTgP TIME
TO COMEIJSTE:

23

| NCORPCRATI HG AN ONTARI O CORPCRATI ON

The student will prepare Articles of I|ncorporation

in accordance with legal typing principles and The

Busi ness Cor poration Act.

*The student will prepare a sinple By-Law in accordance
with legal typing principles.

Read pages 448 - 492
Conpl ete page 297 - A
302

303
304 - F

Al worX to be graded "S" or "I

8 periods of 50 mnutes each



OBJECTI VE 18 - CORPORATE MEETINGS, M MITES AMJ RESCLt JTI ON\S

OBJECTI VE:

APFLI CATI AW

SSIMJJIXTXaSz

ESTI MATED TI ME
TO COWPX TE:

The student will prepare Resolutions and M nutes of
an Annual Meeting, a Board of Directorsr and
a Sharehol ders Meeti ng.

Read pages 493 - 509
Conpl et e page 305 A&B

Al'l work to be graded "S" or

8 periods of 50 m nutes each

« »
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