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LEGAL OFFI CE PROCEDURES

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

REQU RED TEXTS; NOE; Text is not in print until Novenber. The
instructor will give handouts in lieu of a
text until that time.

—0, 000 Legal Wrds, Kurtz et al
—Per petual Desk D ary or equival ent
—A\Wbster Dictionary or equival ent

SUPPLI ES REQU RED, —Jypi ng Paper - letter size and |egal size

—Conveyanci ng Paper

—2 file folders, file labels & carbon paper

NOTES STUOranS W LL NOT BE ALEOM> | NTO CLASS W THOUT ALL PBQQO RED
TEXTS AND MATERI ALS

STUDENTS W LL COWPLETE THE ATTACHED CBJECTI VES | N ACCORDANCE W TH THE
REQU REMENT SPEC FI ED AND | N ADDI TI ON, THE FOLLON NG MUST ALSO BE
COWPLETED:

—2Attendance 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 times and dates to be
announced.

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

N.B. Feld trips and quest speakers are arranged
to suppl enment cl assroomactivities.
Attendance is mandatory. Absence, wi thout
prior notice or just cause, will result in
the | oss of 10%of the cunul ative senester
mar k.

e«.cont'd



LEGAL CFFI CE PROCEDURES

—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 ENCUGH THAT
THE STUDENT RETYPE DOCUMENTS AS THEY ARE HANDED
BACK BY THE | NSTRUCTCR  The binders are
collected at the end of each senmester and a
grade is assigned at that tinme.

Bi nder #2 due Novenber 28, 1986
Bi nder #3 due April 10, 1987

Alist of the mnimmreguirenents for each of
these binders is attached to the beginni ng of

the objectives together with a suggested marki ng
schene.

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

CGENERAL

CBJECTI VES, —J 0 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, 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 t hi ngs
are done, in addition to HONthey are done.

—2To inprove the student's grammar, English
usage and | egal vocabul ary,

—2To devel op the student into a cotpetent |egal

assi stant -
STA ENT EVALUATI CN
Typi ng Speed —2Based on three highest five-minute tinings
—St udent nust reach a typing speed of 50 gross
words per mnute by the end of Senester IIl and

60 gross words per minute by the end of Sanester
IVwith an accuracy level of 98%on five mnute
time witings.

.cont'd



LEGAL CFFI CE PROCEDURES

gr UDENT EVALUATI ON (cont i nued)

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

Assi gnment s: —100%catipletion of all assignnents is expected
with a passing grade in all assignnents,
DA LY ASSI GNMENTS NOT SUBM TTED BY DUE DATE
WLL RESULT IN THE LGSS OF 10 MARKS PER
ASSI GNVENT FROM THE TOTAL SEMESTER NARK.

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

—Anyt hi ng which is unacceptable 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 anware of a valid
r eason bef or ehand.

—Errors include:
a) nmisspelled words
b) punctuation errors
c) "unacceptabl e erasures
d) inconpl ete docunents
e) unsatisfactory preparation of docunents
f) proofreading errors

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

—2An exanpl e of a major error in an assi gnnent
whichwill result inan"I" is the reversal of
parties in docunents, i.e., plaintiff and
def endant, nortgagor and nortgagee, etc.

—2Another exaitple of amajor 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 in this section, could
result inan"I".

Any work handed back with an "1" 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



LEGAL OFFI CE PROCEDURES

—AThe nurerical equival ents corresponding to an
al phabetical grade are as foll ows:

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

0% - 59% = Repeat

FI NAL GRADE; —The final mark in both Senmester |11 and
Senester IVwll be determned by tests as
outlined in the foll owing pages, binders,
typi ng speed, and di ari es.

SEMESTER 111 AND 1V

Tests - 75%
Qui zzes (Unannounced) - 5%
Bi nder - 10%
D ary - 5%
Typi ng Speed - 5%

100%

cont'd



Date (appr.)

Jan. 5 - Jan. 30
(4 weeks)

Feb. 2 - Feb. 20
(3 weeks)

Hfl.

Mar. 2 - Mar. 10
(1 week)

Mar. 11 - April 15
(5 weeks)

April 16 - April 24
(1 week)

April 25 - May 1

CON7XATI GN - SATCRDAY, MAY 9,

NOTE:

SCHEDULE FCR
LEGAL CFFI CE PROCEDURES
Semester |V

oj ecti ves

64 - 67

68 - 70

Topi ¢

I ntroduction to Real
Estat e

Mort gages, Char ges,
Repayment privil eges

23 - 27 - WNTER SEMESTER BREAK

71

72 - 76

77

78 - 79

D scharges &

Cessat i ons

(i ncl udi ng assi gnment s
and partial dis-

char ges)

Vendor & Purchaser
transactions (in-

cluding reporting

out)

Mort gage transaction

House | ease. Chattel
Mort gage, F nanci ng
Change St at enent

1987

"WWek" above refers to 6, 50 ninute periods per week,

cont'd



MI'N MOM RBQU HEMEXnS FOR BI NDER «3

Deeds
Land Transfer

Mortgage Wth Spousal Consent ) Be sure to vary these to
) showone with anorti zed
) paynents? one

Mort gage Wt hout Spousal Consent) principal plus interest;
) one bl ended paynents

Charge in Land Titles
Al Discharges and Cessation of Charge

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

Reporting to the Purchaser
Acting for the Mrtgagee
Chattel Mrtgage

House Lease

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

MARF ONG 9CSBVSZ

Proofreading: -5 each occurrence

Maj or set-up errors: -3 each occurrence

Spelling: -2 each occurrence

M ssi ng docurents and/oi * affidavits: -5 each occurrence
M ssing required dates -2 each occurrence

Mssing | egal seals: -2 each occurrence
Boor corrections: -2 each occurrence
No |letterhead: -2 each occurrence

I ncorrect assenbling of docunents -2 each occurrence

10% pencLLty for each day |l ate

DCE CftIE  April 10, 1987

,.cont'd



CBJBCnVE 66 - EEED WrraODT SFOOSAL OOKSOn*

OBJEXIiVE: The student will understand the meani ng of spousal
consent.

The student will conpl ete two deeds without
spousal consent in proper legal form ready for
registration in the Registry Ofice,

APPLI CATI ON 1. Read pages 159-174 of text

2, Conpl ete pages 131, 135, 139 E and Gonly,
140 and 141 of wor kbook

3. Prepare Affidavits of Val ue of Consideration,
remnbering that these are not inserted in
deeds. Prepare intriplicate.

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

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

e.cont'd



OBJBCnVE 67 - DEBPWrm SPODRL OONSBH
- TRANSER (LAND TTTIfiS ACT)

CBJECTI 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 |and transfer under
The Land Titles Act in accordance with |egal
typing principles.

PREPARE | N TR FCICA E
APPLI CATI ON Qorrpl ete pages 133 and 137

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

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

...cont'd



TSSE ND* 6

Deeds/ Tr ansf er s

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

APPLI CATI ON Test is based on objectives 64 to 67

EVALUATI ON Al work to be graded 'A, 'B*, 'C, or *I

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

cont'd



{

GBJECTI VE

APPL| CATI ON

EVALUATI O\

ESTI MATED TI ME TO
COWPLETE:

CBJBCnVE 68 - KEAXMENIT OAJ"S

The student will understand the nost common
repayment cl auses that he/she wi Il encounter
inalegal officewth particular enphasis
bei ng put on the anortized cl ause and the

bl ended paynent cl ause.

1, Read pages 186-212 of text

2. Conpl et e pages 153-158 of wor kbook

Al work to be graded "S" or "I’

4 periods of 50 m nutes each

cont'd



CBJBCnVE 69 - HSREGFGE AND CHZVHGE WTEHOOT SFGOSAL GONSQIT

GBJECTI VE

APPLI CATi aa:

EVALUATI ON

ESTI MATED TI ME TO
COMPLETE:

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

1. i Tplete pages 159 and 162 of wor kbook

NOTE: a) change payrments to $375, 00 nonthly
(bl ended) on page 162. Al other
ternms remain the sane. A handout,
to be used as a guide will be handed
out by the instructor. (East and
Vf codwor t h)

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

¢) Change closing date on Hartwood and
Harvey agreerent of purchase and sal e
to the 2nd day of April-

Al work to be graded "S" or "I’

5 periods of 50 m nutes each

e.cont'd



CBJBCnVE 70 - NQRDGMCE WTEH SEO”MAL CXKSEKT

GBJECTI VE

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
COMPLETE

The student will ccrnplete nortgages with spousa
consent and wi || al so be abl e 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 cwner
of the property

2. Page 161

Al work to be graded "S" or "I

4 periods of 50 mi nutes each

..cont'd



GBJECTI VE;

APPLI CATI O\

EVALUATI ON

ESTI MATED TI ME TO
COVPLETE;

Mortgages/Charges

, , a test on
Ttie student will conpl ete and pass

unprevi ewed materi al .

Test to be based on objectives 68-70

; ai wor Kt obegraded' A', ' B<, ' C«, or «l

2 periods of 50 m nutes each

...cont'd



CB3BCTIVE 71 * a) D scharge of Mrtgage
b) D scharge of Assigmant of Mrtgage
c) Partial D scharge of Mrtgage

CBJECTI VE: The student will understand the neani ng of
a di scharge of nortgager a discharge of
nort gage and subsequent assi gnment and a
partial discharge of nortgage.

The student will be able to conpl ete each of
t he above in accordance with | egal typing
pri nci pl es.

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

2. (Qonpl et e page 187
Conpl et e page 189 (D only)

3. Conpl ete handout to be distributed by
instructor for a partial discharge of
nor t gage

MOTE: For Ander son/ Pet erson Bal | oi |
docunentr use the follow 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
COWPLETE: 4 periods of 50 mnutes each

...cont'd



OBJECTIVE 72 - CESSitTICN OF CHARGE

CBJECTI VE The student will understand the nmeani 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
typi ng principl es.

APPLI CATI ON le Study pages 132-134 of text
2- Q@snplete page 189E and 189F of wor kbook
NOTE: - There is an error in the wbrkbook.

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

- Wse July 3 as date of charge

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

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

.cont'd



AEDmMoHAL AssGwranr RE DISCSMCES

Prepare a partial discharge of nortgage as foll ows:

Wxtgagcxsz

Cigi nal
Mor t gagees!

Regi stration
Particul ars:

Assi gr ment
Particul ars;

Property
Mor t gaged:

Property Bei ng
O scdi ar ged:

Consi der at i on:

Sandra McPherson and Mat hew McPherson of the Gty of
Sault Ste. Marie in the Dstrict of A gona.

The Lunber Manuf acturing Canpany, a cotipany i ncor porated
under the laws of the Province of Ontario and having its
Head O'fice at the Aty of Sault Ste, Marie in the

D strict of A gcra.

Mrtgage is dated the 14th day of July, 1967, registered
25th day of July, 1967, in the Registry (fice for the
Regi stry Dvision of Algoma at 2:05 p.m as instrunent
nunber T- 73865,

Assignnent is dated the 19th day of February, 1971,
regi stered the 13th day of March, 1971, as instrunent
nunber T-85421, at 10:15 am to Philip Munt and
Anna Mount of Sault Ste. Mrie.

The whol e of lots 1 to 20, both inclusive, in the Chipnan
Subdi vi sion according to a plan thereof registered in the
Registry Ofice for the Registry D vision of A goma as
Nunber H 456.

The whol e of ot 15 of the above nortgaged property,

$500. 00

.cont'd



ADDI TI ONAL ASS| O*MEN

RE DI SCHARGES (cont' d)

2. Prepare a discharge of itortgage and its assignment as fol | ows:

Particul ars of original nortgage:

Mor t gagor s:

i gi nal
Mor t gagees:

Begi stration
Partiailars:

Property;

Edith Foster and John Foster of the Oty of Sault
Ste. Marie inthe Dstrict of A gona.

Frank Borden and Maxi ne Borden of the Gty of Sault
Ste. Marie inthe Dstrict of A gona.

Mort gage dated February 5, 1970 and registered in
the Registry Ofice for the Registry DO vision of

Al gorma on the 8th day of February, 1970, at 2:15 p.m
as instrunent nunber T-58979.

Lot 22, Terrance Subdivision, Pl an H 819.

Particul ars of Assigrnent:

New
Mor t gagees

Samuel F. Davis and Karen Davis of the Gty of

Sault Ste. Marie inthe District of Al goma, nortgage
dated and registered the 14th day of March, 1972, as
i nstrument nunber T-78965. The tine of registration
was 10:30 a.m

The duplicate registered copy of the above nortgage has been | ost

.cont'd



GBJECTI VE:

APPLI CATI O\

EVAWATI ON

ESTI MATED TI ME TO
COMPLETE:

TEST NO. 9

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

Test to be based on objectives 71 and 72
(O scharge & Cessations)

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

2 periods of 50 mi nutes each

cont'd



CBJBCnVE 73 - SIKTB/iSSr OF AD3USIMENIS

CBJECTI VE: The student will be able to conpl ete a statement
of adjustnents setting out the purchase price,
the deposit, any adjustnents for fire insurance,
taxes, local inprovenent charges, nortgages,
rental, utilities, or any other adjustnents which
the instructor nmay feel are related to a statenent
of adj ustnents.

The student will be able to prepare an undert aki ng
for readjustments in transactions when one is
necessary.
APPLI CATI O\ 1. Study pages 213-217 in text
2, Con™ ete pages 173-178 of wor kbook
N.B.: Change closing date on Hartwood and Harvey
Agre~nent 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 stata: nent.
Shoul d read $11. 27 per day, not $4.18.
EVALUATI ON Al work to be graded "S" or "I’

ESTI MATED Tl ME TO
COVPLETE: 6 periods of 50 m nutes each

.« . cont'd



t CB3BCTIVE 74 - fCTXSG FOR THE VS9DOR

CBJECTI VE, The student will understand an Agreerent of
Purchase and Sale and will be able to conpl ete
al | docunents and correspondence required for
a sinple sale transaction.

APPLI CATI ON 1. Study pages 123-126 in text

2, Re-type Agreenent of Purchase and Sal e on
page 125 of wor kbook

N.B. - Be sure closing date agrees with
statement of adjustrnents al ready
conpl eted as part of objective 41

Cfftipee all necessary docunentation for

Howard sale to Scott transaction on page
131 of wor kbook.

t EVALUATI O\ Al work to be graded "S" or "1"

ESTI NATED TI ME TO
Cd PLETE: 8 periods of 50 m nutes each

.cont'd



GBJECTI VE

APPLI CATI ON

EVALUATI O\

ESTI MATED TI ME TO
CWALL I 'E

ff

TEST NO. 10

Vendor Transaction

The student will corrplete and pass a test of
unprevi ewed mat eri al .

Test will be based on objectives 73 and 74

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

2 periods of 50 minutes each

e..cont*d



QBJBCNVE 75 - ACTING FOR THE W9CBPSEBL

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

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

2. Re-type contract on page 149

3. ttplete page 148

4. Conplete all necessary docurentation for
Hartwood p.f. Harvey contract as shown
on page 149 of workbook
NOTE: Fees as foll ows:
- Tax Certificate - $10-00 per |ot
- Certificate of Confornity:

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

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

ESTI MATED TI ME TO
COVPLETE: 7 periods of 50 minutes each

econt'd
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GBIECTI VE .

APPLI CATI ON

EVALUATI O\

ESTI MATED TI ME TO
COVPLETE:

OBOBCmVB 76 - BEaPQRTBIG LETTERS

Tre student will prepare a conplete reporting
letter to the vendor and al so to the purchaser
and wi || understand the meaning of a certificate
of title. The student will also prepare the
necessary account and trust statenentr together
wi th any insurance transfers.

1- Qrtiplete page 179

NOTE: ItemDof page 179 refers to Bell's
saleto Little, adapt this letter to
report out on Howard sale to Scott
(refer to page 233 of text)
For an exanpl e of a purchaser's reporting

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

Al work tobe graded "S" or "I’

6 periods of 50 m nutes each

cont'd



CBJECTI VE:

APPLI CATI ON

EVALUATI ON

ESTI MATED TI ME TO
Ga PLETE:

TEST NO 11

The student will conplete and pass a test
based on unprevi ened naterial .

Test is based on objective 75
(Purchase Transacti on)

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

2 periods of 50 m nutes each

.cont'd



GBJBCnVB 77 * ACTING FOR THE NORTGMSE

CBJECTI VE The student will conplete all the documents
and correspondence related to an act ual
application for airortgage | oan fromthe time
it reaches the solicitor's office to the final
report ontitle to the nortgages*

APPLI CATI ON This objective is not in the textbook and a
handout wi || be distributed by the instructor.

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

ESTI MATED TI ME TO
COMPLETE: 6 periods of 50 m nutes each

.cont'd



CBJBCnVE 78 - HOUSE | £ASE

CBJECTI VE The student will understand the purpose of a
| ease and in particular, a house |ease. The
student wi |l be able to cal cul ate paynment dates
under a lease and wi Il becanme famliar with some
of the legal term nol ogy.

APPLI CATI ON 1, Study pages 258-264
2, Conpl ete page 197 (A) only of workbook

3, Conpl ete page 200 of wor kbook

EVAUWATI A : Al work to be graded "S" or "1"

ESTI MATED TI ME TO
COVPLETE: 2 peri ods of 50 mi nutes each

.cont'd



CBJBCnVE 79 * CHKTTEL NORVGAGE

CBJECTI VE: The student will understand the meaning of a
Chattel Mortgage and the required supporting
affidavits. The student will al so understand
a Financing Change Statenent and will be able
to conplete this accurately.

APPLI CATI ON Thi s obj ective is not in the workbook and a
handout will be distributed by the instructor.

St udy page 184 of text.

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

ESTI MATED TI ME TO
COWPLETE: 3 periods of 50 m nutes each

.,.cont'd



