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Legal Ofice Procedures | CPL 200

Cour se Nane Cour se Nunber

Prerequisites to OPL 100 are TYP 110 and OPC 100

REQUI RED TEXTS; - Legal Ofice Procedures, T. Kanmakaris

- Sinmulations for above
- 10,000 Legal Wrds,' Kurtz et al
- Perpetual Desk D ary or equivalent

- Webster Dictionary or equivalent

SUPPLI ES REQUI RED: - Typing Paper - letter size and |egal size

- Conveyanci ng Paper

Students will conplete the attached objectives in accordance with the
requirement specified and in addition, the follow ng nust 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 tines and dates to be announced
- tours and field trips which will be arranged by the instructor
fromtime to tine
N.B. - field trips and guest speakers are arranged to suppl enent
classroomactivities. Attendance is mandatory. Absence,
wi thout prior notice or just cause, wll result in the Toss

of 10~ of the cunulative senester mark.



Senester Il (cont'd)

- A precedent binder will contain at |east one perfect copy of all
méjor docunents taken up during the course of the year. | T CANNOT
BE STRESSED ENOUGH THAT THE SIEDENI RETYPE S AS THET ARE
HANDED BACK BY THE I NSTRUCTCR  The Binder is collected at the end
of the senmester and a grade is assigned at that timne.

Binder due date: April 17, 1987.
- The penalty for handing the binder in late is 10% per day.
SAVMPLE MARKI NG SCHEME FCR Bl NDER

Proofreading -5 each occurrence

Maj or set-up errors: -3 each occurrence

Spelling: -2 each occurrence

M ssing docunents and/or affidavits: -5 each occurrence
Mssing legal seals: -2 each occurrence

Poor corrections: -2 each occurrence

No letterhead: -2 each occurrence

- 10" penalty for each day |late
- DUE DATE APRIL 17, 1987

Ten percent of the grade for the binder will be assigned to presentatioi
| .e. neatness, conpleteness, originality, etc.

GENERAL  GBJECTI VES:

- To nake the student aware of the Legal Secretary and the various
of fice duti es.

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

- To give the student the opportunity to develop a general know edge
of law and of WHY things are done, in addition to HONthey are done.

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

- To develop the student into a conpetent |egal assistant.



ASS| GYMENTS:

;I’hiadstudent will hand all work in neatly, and properly organized in a filf
ol der.

- 100" conpletion of all assignnents is eﬁ&gct ed with a passi n&%rade
in all assignnents. DALY | GNVENTS SUBM TTED BY DUE E
WLL RESULT IN THE LGSS CP 10 MARKS PER ASSI GNVENT PROM THE TOTAL
SEII%ST?EERW UNLESS THE | NSTRUCTCR | S AWRE CP A VALI D REASON

- 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) unacceptabl e erasures
d) i1nconplete docunents
e) unsatisfactory preparation of docunents
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 assignnent which will result in
an "1" is the reversal of parties in docunents, i.e., plaintiff
and defendant, nortgagor and nortgagee, etc.

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

- Ay conbination of errors mentioned in (a) to (f) stated earlier
inthis section, could result inan "I".

- Any work handed back with an "1" grade nust be resubmtted wthin
one week after the instructor has returned it or it wll be considered
[ate and have the penalty as previously stated.



Senester |l (cont*d)

ASSI G\MENTS:  (cont ' d)

- The nunerical equival ents corresponding to an al phabetical grade
are as fol |l ows:

Q5% - 100%= A
70%- 84%=1B
60%- 69%= C

- 0%- 59% = Repeat
Pl NAL GRADE:

The final nmark will be deternmined as outlined in the follow ng pages, plur
the fol I ow ng:

Test s 70%
DCaily Wrk 1096
Bi nder 10%
D ary 5%

I zzes
not announced) 5%
100%

*NOTE:  Daily work will be graded "nailable" or "unnailable". Through-
out the senester, the instructor will randomy select 15
s_eloarate pieces of work. Each will be graded "M or "U'" and 10
will count towards the final grade. S nce the objective of all
office work is mailability, no pre-established value is given to
any piece of work. Mailability is determned by the fol [ ow ng
error-deduction schene:

-5 each incorrect spelling, proofreading error

-1 to -5 for incorrect set-up, depending on seriousness
-1 for other mnor error

-1 to -3 for poor corrections

EX If a student has 9 out of 10 "nail abl e" pieces, the
nmark earned woul d be 90% whi ch means that 90% of the
work submtted was 100% mai | abl e.

M SSED TESTS: UWnless agreed to by the instructor or by special arrange

ment, there will be no late witing of tests or quizzes
whi ch have been mssed by the student

NOTE Students will not be allowed into class without all the required
texts.



