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LEGAL CFH CE PROCEDURES

Senmesters 11l &1V

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

REQUJ RED TEXTS:

SUPPLI ES REQU RED,

—Procedures for the Legal Secretary - Revised
Edition, Hsie Schwartz

—2Wr kbook and papers for the above

—10, 000 Legal Wrds, Kurtz et al

—Per petual Desk. Dary or equival ent
—Webster Dictionary or equival ent

—Jypi ng Paper - letter size and | egal size
—Eonveyanci ng Paper

—bPuo Tangs - 8 12 x 14 (one for each of
senesters [l &1V)

—12 file folders, file labels & carbon paper

NOTE:  STUDENTS WLL NOT BE ALLONED | NTO CLASS WTHOUT ALL REQU RED
TEXTS AND MATER ALS

STUDENTS WLL OGOWLETE THE ATTACHED GBIJECTI VES | N ACCCRDANCE W TH THE
REQU REMENT SPEQ FI ED AND I N ADDI TION, THE FGLLON NG MUST ALSO BE

COMPLETED

—Attendance at the Court House to w tness part
of trial as arranged by the instructor.

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

—Jours and field trips which will be arranged by
the instructor fromtime to tine.

NB. Feldtrips and guest speakers are arranged
to suppl ement classroomactivities.
Attendance is mandatory. Absence, without
prior potice or just cause, WIT result in
the loss of |Z of the cumul ative senester
mark. T

cont* d






LEGAL COFFI CE PROCEDURES

SEMESTERS Il | & IV

-(ne precedent binder for each senester which

will contain at |east one perfect copy of all
maj or docunents taken up during the course of
the year. I T CANNOT BE STRESSED ENOUGH THAT
THE STUDENT RETYPE DOCUMENTS AS THEY ARE HANDED
BACK BY THE I NSTRUCTOR. The binders are
collected at the end of each senmester and a
grade is assigned at that tine.

Bi nder //2 due Novenber 29, 1985
Bi nder /"3 due April U, 1986

Alist of the mininmumrequirenents for each of
these binders is attached to the begi nning of

the objectives togut”rr- with a suggested narking
schene.

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

GENERAL

OBJECTI VES: —T o0 make the student aware of the Legal Secretary
and the various office duties.

—T o0 indoctrinate the student in phases of |aw
such as real estate, corportation, wlls,
estates and civil litigation.

—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.

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

—T o0 develop the st-udent into a conpetent | egal
assi stant.

AN

STUDENT EVALUATI ON

Typi ng Speed —Based on three highest five-mnute tinmnngs
—Student must reach a typing speed of 50 gross
words per minute by the end of Semester 111 and

60 gross words per mnute by the end of Senester
IV wth an accuracy |evel of 98%on five mnute
time witings.

.cont'd






LEGAL COFFI CE PROCEDURES

SEMESTERS Il & IV

STUDENT EVALUATI ON (conti nhued)

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

Assi gnment s: —100% conpl etion of all assignnents is expected
with a passing grade in all assignnents.
DAI LY ASSI GNVENTS NOT SUBM TTED BY DUE DATE
W LL RESULT IN THE LOSS COF 10 MARKS PER
ASS| GMENT FROM THE TOTAL SEMESTER MARK.

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

—Anyt hi ng which is unacceptable will be rejected
and handed back to the student tor reassignment

—Mar ks will be deducted for any work handed in
late unless the instructor is aware of a valid
reason bef or ehand,

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

—bPependi ng of 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 inan "I" is the reversal 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
paynent cl ause.

—Any conbi nation of errors nentioned in (a) to
(f) stated earlier in this section, could
result inan"1",

Any work handed back with an "I" grade nust be resubmtted one week

after the instructor has returned it or it will be considered |ate
and have the penalty as previously stated.

cont'd






FI NAL GRADE:

LEGAL COFFI CE PROCEDURES

Senesters |1l & 1V

-The nurerical equival ents corresponding to an
al phabetical grade are as follows:

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

0% - 59% - Repeat

*The final mark in both Senester |
Sermester IV will be determned by tests as
outlined in the followr.g pages,

typi ng speed, and :i ¢ !rles<
SEMESTER |11 .\ND 1V

Tests

Qui zzes (Unannounced)
Bi nder

D ary

Typi ng Speed

75%
5t
10%
5%
5%

100%

Il and

bi nder s,

..cont'd






Date (appr.)
Jan. 6 - Jan. 31
(4 weeks)
Feb, 3 - Feb. 21
(3 weeks)
FEB.
Mar. 3 - har. 11
(1 week)

Mar. 12 - April 16
(5 weeks)

April 17 - April 24
(1 week)

April 25 - May 2

SCHEDULE FCR
LEGAL CFFl CE PROCEDURES
Senester |V

(bj ecti ves

64 - 67

68 - 70

Topi c

Introduction to Real
Estate

Mor t gages, Char ges,
Repayrent privil eges

24 - 28 - WNTER SEMESTER BREAK

71

72 - 76

77

78 - 79

D scharges &

Cessat i ons

(including assignnents
and partial dis-

char ges)

Vendor & Purchaser
transactions (in-

cluding reporting

out)

Mort gage transaction

House | ease, Chattel
Mort gage, F nanci ng
Charge S at enent

CONVOCATI ON - SATURDAY, MAT 10, 1986

NOTE:

"Veek" above refers to 6, 50 mnute periods per week.

...cont"d






M N MUM REQUI REMEMI'S FOR Bl NDER n_*

Deeds
Land Transfer

Mort gage Wth Spousal Consent ) Be sure to vary these to
) show one with anortized
) payments; one

Mort gage Wthout Spousal Consent) principle plus interest;
) one bl ended payments

Charge in Land Titles
Al Discharges and. Cessation of Charge

Conpl ete Transaction: Acting for the Purchaser
Acting for the Vendor

Reporting to the Purchaser
Acting for the Mrtgagee
Chattel Mortgage

House Lease

For either binder, add any work you wi sh by way of handouts, business
law material, or anything you feel will assist you in your career.

MARKI NG SCHEME:

Proofreading: -5 each occurrence

Mgor set-up errors: -3 each occurrence

Spelling: -2 each occurrence

M ssi ng docunents and/or affidavits: -5 each occurrence
M ssing legal seals; -2 each occurrence

Poor corrections: -2 each occurrence

No letterhead: -2 each occurrence

10% penalty for each day late

cont'd






OBJECTI VE:

APPLI CATI ON:

EVALUATI ON

ESTI MATED TIME TO
COWPLETE:

OBJECTI VE 64 - LEGAL DESCRI PTI ON

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

The student will know the difference between the
Registry Office systemand the Land Titles
systemas they apply to the Province of Ontario,
1. Read pages 112-122 of text

2. Conplete pages 117-122 of workbook

NOTE: Add the following as terns to be defined

aa)' condom ni um

bb) search

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

5 periods of 50 minutes each

,..contM






CBJECTI VE 65 - AFFIDAVI TS - AFFI DAVI T OF RESI DENCE AND COF

OBJECTI VE:

APPLI CATI ON:

EVALUATI ON:

ESTI MATED TI ME TO
COWPLETE:

VALUE OF THE CONSI DERATI ON

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

U 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

.contM



TEST NO. 6

Legal descriptions. Affidavit of Residence, etc

OBJECTI VE The student will conplete and pass a test of
unpcevi ewed nmaterial .

APPLI CATI ON Test to be based on objectives 64 and 65

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

ESTI MATED TIME TE
COVPLETE: 2 periods of 50 minutes each

cont'd



LEGAL OFFI CE PROCEDURES

AFFI DAVI T OF SESI DEHCE AND OF YALDE OF THE CONSI DERATI ON

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

49 St. Charles place in the Gty of Sault Ste, Marie. The |egal des-
criptionis the whole of lot 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 home would be $85,000 with a
$15, 000 cash down paynent and a nortgage back to the vendors for the
bal ance. There are no chattels invol ved,

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

Part of Lot 18, Plan H 168, being Parcel 1809 A goraa Wst Section.

Al'l parties are of |egal age and Canadian residents. The transfer wll
be dated today and ail affidavits will be sworn within the next few days.

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

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

M 971, being the whole of Parcel 9921 in the register for A gona East
Section. The docunents 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 Conpany, and the bal ance
will be by way of nortgage back to the vendor. It was also agreed that
chattels woul d be purchased at a total cost of $40, 000.00.

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

the North half of lot 35. White Pines Subdivision, Plan H 198. The

deed is dated the 15th of last nmonth and will be signed soon

This is an all cash transaction. The sumof $1,000 was paid in cash at
the time the contract was signed and the bal ance of $29,000 will be paid
on cl osing,

NOTE: M, Gant will act for the vendors and the Smith, Fraser firm
will act for the purchasers.

Make-up mailing addresses and assessnent roll nunber.

cont'd



OBJECTI VE:

APPLI CATI ON

EVALUATI ON:

ESTI MATED TI ME TO
COVPLETE:

OCBJECTI VE 66 - DEED W THOUT SPOUSAL CONSENT

The student will understand the meani ng of spousal
consent ¢
The student will conplete two deeds without

spousal consent in proper legal form ready for
registration in the Registry Ofice.

1. Read pages 159-174 of text

2, Complete pages 131, 135, 139 E and G only,
140 and 141 of wor kbook

3. Prepare Affidavits of Value of Consideration
remenbering that these are not inserted in
deeds. Prepare in triplicate.

Al work to be graded "S" or "I’

7 periods of 50 minutes each

.cont'd
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OBJECTI VE 67 - DEED W TH SPOUSAL COSSEH
- TRANSFER (LAND TI TLES ACT)

OBJECTI VE The student will prepare a deed with spousal
consent in accordance with The Registry Act
and in accordance with legal typing principles

The student will prepare a land transfer under
The Land Titles Act in accordance with |egal
typing principles.

PREPARE | N TRI PLI CATE

APPLI CATI ON Conpl ete pages 133 and 137

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

ESTI MATED TI ME TO
COWPLETE: 5 periods of 50 minutes each

cont'd



TEST MO, 7

Deeds/ Transfers

CBIECTI VE The student will conpl ete and pass a test of
unprevi ened nateri al .

APPLI CATI ON Test is based on objectives 66 and 67

EVALUATI ON Al work to be graded 'A, 'B, 'C\or 'l

ESTI MATED Tl ME TO
OCOMPLETE 2 periods of 50 m nutes each

..cont'd
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OBJECTI VE 68 - REPAYMENT CLAUSES

OBJECTI VE The student will understand the nost conmon
repaynment clauses that he/she will encounter
in alegal office with particular enphasis
being put on the anortized clause and the
bl ended paynent cl ause.

APPLI CATI ON 1. Read pages 186-212 of text

2. Conplete pages 153-158 of workbook

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

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

cont'd



OBJECTI VE 69 -

CBJECTI VE

APPLI CATI ON:

EVALUATI ON,

ESTI MATED TIME TO
COVPLETE:

MORTGAGE AND CHARGE W THOUT SPQUSAL CONSENT

The student will prepare a nortgage and a Charge
wi t hout spousal consent and will also be able to
sel ect the proper repaynent clause for each
docunent toget her.

Conpl ete pages 159 and 162 of workbook
NOTE: a) change paynents Co $375.00 nonthly
(bl ended) on page 162, Al other
terms renain the same. A handout,
to be used as a guide will be handed

out by the instructor. (East and
Woodwor t h)

b) printing error in description - use
"Unit 15, Level 3".

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

5 periods of 50 mnutes each

conC* d

%



OBJECTI VE 70 - MORTGAGE W TH SPOUSAL CONSENT

CBJECTI VE

APPLI CATI ON

EVALUATI ON:

ESTI MATED TI ME TO
COVPLETE:

The student will conplete nortgages with spousa
consent and will also be able to understand and
conpl ete the proper nortgage repaynent clause
which will be required for each of the nortgages

1. Page 160 - Consider Ms. Longfellow as owner
of the property

2. Page 161

Al work to be graded "S" or *!

5 periods of 50 m nutes each

cont'd



CBIECTI VE

APPLI CATI CN

EVALUATI ON

ESTI MATED TI ME TO
QOWLETE

TEST NO. 8

Mor t gages/ Char ges

The student will conplete and pass a test on
unprevi ewed nateri al .

Test to be based on objectives 68-70

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

2 periods of 50 mnutes each

%

contM



OBJECTIVE 71 - a) Discharge of Mrtgage
b) Discharge of Assignnent of Mortgage
cT Partial D scharge of Mrtgage

OBJECTI VE The student will understand the neaning of
a di scharge of nortgage, a discharge of
nort gage and subsequent assignment and a
partial discharge of nortgage.

The student will be able to conplete each of
the above in accordance with |egal typing
principl ese

APPLI CATI ON: 1. Study pages 237-238 of text

2, Conpl ete page 187
Conpl ete page 189 (D only)

3, Conplete handout to be distributed by
instructor for a partial discharge of
nor t gage

NOTE: For Anderson/ Peterson Ball oil
docunent, use the followi ng registration
particul ars:
Reg. Dec. 17/80 at 11:25 a.m as
No. T-359072

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

ESTI MATED TI ME TO_
COVPLETE: 4 periods of 50 minutes each

cont'd



OBJECTI VE:

APPL| CATI ON:

EVALUATI O\

ESTI MATED TI ME TO
COVPLETE:

CBJECTIVE 72 - CESSATI ON OF CHAKGE

The student will understand the neani ng of
a Cessation of Charge under the Land Titles
Act .

The student will be able to conplete a
Cessation of Charge in accordance with | egal
typing principles.

1. Study pages 132-134 of text

2. Complete page 189E and 189F of wor kbook
NOTE: - There is an error in the workbook.

Get all the required information from
the charge in the textbook.

- Use July 3 as date of charge

Al work to be graded "S'™ or "I"

2 periods of 50 m nutes each

..cont'd



TEST NO. 9

CBJECTI VE: The student will conplete and pass a test on
unprevi ewed nmateri al .

APPLI CATI O\ Test to be based on objectives 71 and 72
(O scharge & Cessati ons)

BEVALUATI ON Al work to be graded ' A ' BA *C or 7

ESTI MATED TI ME TO_
OOVPLETE: 2 periods of 50 mnutes each

, .cont'd



CBJECTI VE

APPLI CATI ON

EVALUATI ON:

ESTI MATED TI ME TO
COVPLETE:

OBJECTIVE 73 - STATEMENT OF ABJUSTMEHTS

The student will be able to conplete a statenent
of adjustnents setting out the purchase price,

the deposit, any adjustments for fire insurance,
taxes, local inprovement charges, nortgages,
rental, utilities, or any other adjustnents which
the instructor may feel are related to a statenent
of adj ustnents.

The student will be able to prepare an undertaki ng

for readjustments in transacti ons when one is
necessary.

1. Study pages 213-217 in text
2. Conplete pages 173-178 of workbook
N.B.: Change closing date on Hartwood and Harvey
Agreenent of Purchase and Sale fromthe
"1st of the next nonth" to the "2nd day of
April" (page 149 of wor kbook).
Al so, check per diemrate on nortgage statenent. %
Shoul d read $11.27 per day, not $4, 18.

Al work to be graded "S" or "X

6 periods of 50 minutes each

.cont'd



OBJKCTI VE 75 - ACTI NG FOR THE PURCHASER

OBJECTI VE The student will be able to prepare all the
necessary docunents and letters which will be
required in a sinple purchase transaction, in-
cluding ordering a search of title, nortgage
docunents (if applicable), ordering of tax
certificates and any other certificates or
rel evant material .

APPLI| CATI ON 1. Read pages 126-131 of text

2. Re-type contract on page 149

3. Conplete page 148

4- Conplete all necessary documentation for
Hartwood p.f. Harvey contract as shown
on page 149 of workbook
NOTE: Fees as foll ows:
- Tax Certificate - $10.00 per lot
- Certificate of Conformty:

- $20.00 in Toronto
- $5.00 in Sauit Ste. Marie

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

ESTI MATED TI ME TO
COVWPLETE: 7 periods of 50 m nutes each

..cont'd



GBIECTXVS 78 - BQOUSE LEASE

CBRIECTI VE: The student will understand the purpose of a
lease and in particul ar, a house |sase, The
student will be able to cal cul ate payment dates
under a lease and will becorme famliar w th some
of the | egal terninol ogy.

APPLI CATI ON 1, Sudy pages 258-264
2, Conplete page 197 (A) only of workbook

3- Conpl ete page 200 of wor kbook

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

ESTI MATED Tl ME TO
OOWPLETE 2 periods of 50 minutes each

.e.cont'd



OBJECTI VE:

APPLI CATI ON

EVALUATI ONM

ESTI MATED TI ME TO
COWPLETE:

OBJECTI VE 79 - CHATTEL MORTGAGE

The student will understand the neaning of a
Chattel Mrtgage and the required supporting
affidavits. The student will al so understand
a Financing Change Statement and will be able
to conplete this accurately.

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

Study page 184 of text

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

3 periods of 50 mnutes each



CBJECTI VE 76 - REPORTI NG LETTERS

OBJECTI VE: The student will prepare a conplete reportiing
letter to the vendor and also to the purchaser
and will understand the meaning of a certificate
of title. The student will also prepare the
necessary account and trust statenment, together
with any insurance transfers.

APPLI CATI ON 1, Conplete page 179

NOTE: Item D of page 179 refers to BellV sj”-
sale to Little, adapt this letter to
report out on Howard sale to Scott
(refer to page 233 of text) AN

For an exanple of a purchaser's reporting

letter, refer to page 229-232 of text and
do report on Hartwood p-f. Harvey.

EVALUATI ON, Al work, to be graded "S" or "X q

ESTI MATED TI ME TO_
COVPLETE: 6 periods of 50 m nutes each

%

econt'd



CBIECTI VBN A

APPLI CATI ON,

EVALUATI ON

ESTI MATED Tl ME TO'
COWPLETE:

TEST NO. 11

The student will conplete and pass a test
based on unprevi ewed materi al .

Test is based on objective 75
(Purchase Transacti on)

Al work to be graded 'A*, 'B» '"C or 'X

2 periods of 50 minutes each

cont'd



CBJECTI VE

APPLI CATI ON

EVALUATI ON:

ESTI MATED TI ME TO
COVPLETE:

OBJECTIVH 77 - ACTI NG FOR THE MORTGACGEE

-The student will conplete all

t he docunents
and correspondence related to an actua
application for a nortgage loan fromthe tine
it reaches Che solicitor's office to the final

report on title to the nortgages-

This objective is not

in the textbook and a
handout will

be distributed by the instructor.

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

6 periods of 50 minutes each

cont'd
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