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LEGAL CFFI CE PROCEDURES A 400
Cour se Nane Cour se Nunber

Prerequisite to CPL 300 is CPL 200
Prerequisite to CPL 300 is CPL 400

REQU RED TEXT; "Legal (fice Procedures”, 2nd edition, Tina Kamakaris

- 10,000 Legal Words, Kurtz et al
- Perpetual Desk D ary or equival ent
- Wbster Dictionary or equival ent

SUPPLI ES RECDI RED, - Typing paper - letter size and |egal size
- QGonveyanci ng paper
- 12 file folders, file labels and carbon paper
- Index box or suitable alternative

NOTE: STUDENTS WLL NOT BE ALLOMED | NTO CLASS WTHOUT ALL REQU RED TEXTS
AND NATERI ALS.

STUDENTS WLL OOWPLETE THE ATTACHED OBJECTI VES | N ACOCCRDANCE WTH THE
REQJngEDN'I' SPEC FI ED AND IN ADDI TI ON, THE FOLLON NG MJST ALSO BE

- Attendance at the Court House to witness part of trial as arranged by
i nstruct or -

- 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 from
time to tinmne.

NB. - Feldtrips and guest speakers are arranged to suppl enent cl ass-
roomactivities. Attendance is mandatory. |If a student is not
in attendance, then the student will have a choice of either
(a) a loss of 10%of the accunul ative semester nark, or

b) preparing a paper relating to the field trip or topic under
iscussion - particulars to be approved by instructor.



LBGAL OFFI CE PROCEDURES
SEMESTERS |11 AND |V

One precedent binder for each semester which will contain at |east one
perfect copy of all mmjor docunents taken up during the course of the year.
| T CANNOTI' BE STRESSED ENOUGH THAT THE STUDENT RETYPE DOCUVMENTS AS THEY ARE
HANDED BACK BY THE | NSTRUCTOR. The binders are collected at the end of
each senester and a grade is assigned at that tine.

Bi nder #2 due Novenber 27, 1987
Bi nder #3 due ApriT 38, 1988

A list of the minimumrequirenments for each of these binders is attached to
the beginning of the objectives together with a suggested marki ng schene.

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

GENERAL OBJECTI VES:

- 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 real estate,
corporation, wills, estates and civil litigation.

- To give the student the opportunity to develop a general know edge of
| aw and 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.

STUDENT EVALUATI ON

Typing Speed - Based on three highest five-mnute timngs
- Student nust reach a typing speed of 50 gross words
per mnute by end of Senester IV with an accuracy
| evel of 98% on five mnute tinme witings.

Renmedial drills will be assigned as required to ensure the student achieves
the speed and accuracy requirenents as outlined bel ow
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Assi gnnent ss

100% conpl etion of all assignments is expected with a passing grade in
all assignnments. DALY ASSI G\MENTS NOT' SUBM TTED BY DUE DATE WLL RESULT
IN THE LCSS OF 10 PERCENT EPR ASSI GNVENT.

NOTE: Daily work will be graded "mailable" or "unnailable". Throughout
the senmester, the instructor will randomy select 15 separate pieces of
work. Each will be graded "M or "U' and 10 will count towards the
final grade. Since the objective of all office work is mailability,
this wll be determned by the follow ng error-deducti on schene:

-5 each incorrect spelling, proofreading error

-1 to -3 for incorrect set-up, depending on seriousness
-1 for other mnor error

-1 to -3 for poor corrections

Any nailable itens nust receive at least 6 out of 10.

Ex. |If a student has 9 out of 10 "nail abl e" pieces, the nark earned
woul d be 90% whi ch nmeans t hat 90% of the work submtted was
100%nai | abl e.
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The nurerical equival ents corresponding to an al phabetical grade are as
fol | ows:

LEGAL CFFI CE PROCEDURES
Senesters Il and |V

85%- 100% = A
70%- 85% = B
60%- 69% = C
0%- 50% = Repeat
FINAL GRADE; - The final mark in both Senester Il and Senester |V

W ll be determined by tests as outlined in the
foll ow ng pages, binders, typing speed, and diaries.

SEMESTER |1 AND |V

Tests 65%
Daily Assignents 10%
Qui zzes (Unannounced) 5%
Bi nder 10%
D ary 5%
Typi ng Speed 5%

100%

NOTE; |If a student is not able to wite a test because of illness, or

a legitimate enmergency, that student nust contact the instructor
prior to the test and provide an expl anati on which is acceptable
fo the instructor (medical certificates or other appropriate

proof nay be required). In cases where the student has contacted
the instructor, and ere the reason is not classified as an
energency, i.e. slept in, forgot, etc. the highest achievabl e
grade is a "C'. In cases where the student has not contacted the

Instructor, the student will receive a mark of "0" on that test.
THERE WLL BE NO RE-WR TES OF TESTS R QU ZZES.



Date (appr>)

Jan. 11-27
(2 1/2 weeks)

Jan. 28 - Feb.

(1 1/2 weeks)

Feb. 11 - Mar.

(4 1/2 weeks)

Mar. 10 - Mar.

(2 1/2 weeks)

Mar. 31 - Apri

(2 1/2 weeks)

April 21 - 29
(1 1/2 weeks)

30

20

SCHEDULE FOR LEGAL OFFI CE PROCEDURES

Semest er

Si mul ati on

100- 102

103- 104

105- 108

109-110

111-112

113

Topi ¢

Intro to Real Estate

Deeds, Affidavit of
Resi dence and Land
Transfer Tax

Mor t gages, Di schar ges,
and Document GCener al

Vendor transaction;
reporting out

Pur chaser transaction;
reporting out

Mort gage transaction;
reporting out
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Al l

Al l

Al l
Al l
Al l
Al
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Simul ati on

S mul ation

S mul ati on

S nul ation
Simul ati on
S mul ati on

S mul ati on

M N MM REQU REMENTS FCR BI NDER «2

103 & 104
105 & 106

107

108
109 & 110
111 & 112
113

Deeds/transfers and schedul es

Mort gages/ chargeS/ Affidavit of
Resi dence and Val ue, etc.

D scharges of nortgages and
correspondence, etc-

Docunent s Gener al
Vendor transaction
Pur chaser transacti on

Mort gage transaction



CBJECTI VE

APPLI CATI ON

ESTI NATED TI ME
10 CUWLETE

SI MULATI ON 100

| NTRCDUCTI ON TO REAL ESTATE

The student will be introduced to an agreenent
of purchase and sale as well as various ways of
taking/holding title-

1. Read Chapter 23, pages 332-340 of text

2. Conplete review questions, page 340 of text

3. Conplete page 132 of sinulations text

3 Hours to conplete
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GBJECTI VE

APPLI CATI O\

ESTI MATED TI ME
10O CUVWPLETE

SI MULATI ON 101

LAND REQ STRY SYSTEM

The student will be introduced to the Land Registry
System and description of property.

1. Read Chapter 24 of text, pages 341-352

2. Conplete page 353 of text

3. Conplete 24.1 and 24.2 of simulations nanual
(pages 133 and 134)

4 Hours to conplete



S| MULATI ON 102

| NTRCDUCTI ON TO DOOUMENTS | N LAND REJ STRY SYSTEM AND PCOLAR S

CBJECTI VE The student will be introduced to the Province of
Ohtario Land Registry Infornmation System (PCLAR S)
APPLI CATI O\ 1. Read Chapters 25 and 26 of text, pages 354-374

2. Conplete review questions on pages 369 and 374 of
t ext

ESTI NATED TI ME
TO COVMPLETE 3 Hours to conplete




OBJECTI VE

APPLI CATI ON:

ESTI MVATED TI ME
TO COWPLETES

SI MULATI ON 103

DEBD OF LAND - FORM 1

The student will prepare one of the nost commonly
found docunents in conveyancing a deed or transfer

1. Read Chapter 27, pages 375-395

2. Conplete page 135, 27.1A, 27.1C, 27.1D and
page 136, 27.2C, 27.3B

7 Hours to conplete



S| MULATI ON 104

AFFI DAVI T OF RESI DENCE AND LAND TRANSFER TAX

OBJECTI VE: The student will be introduced to the tax structure
I N conveyanci ng,

APPLI CATI O\ 1. Read Chapter 24, pages 395-400

2+ Conpl ete review questions, pages 400-401 of text
3. Conplete page 139, 27.4 "AC'

ESTI NATED Tl ME
TO COWPLETE; 4 Hours to conplete




SI MULATI ON 105
MORTGAGES - FORM 2 - REPAYMENT PROVI SI ONS
OBJECTI VE: The student wil be introduced to the form used

in the nost common way of securing noney under
a conveyance. Repaynent provisions wll be

enphasi zed.
APPL| CATI O\ 1- Read Chapter 28, pages 402-418 of text
2. Conplete page 140 28.1 and 28.2 of sinulations
t ext
TO COVPLETE 7 Hours to conpl ete

'f: ESTI MATED Tl ME



SI MULATI ON 106

MORTGAGES

OBJECTI VE: The student will conplete a full charge/ nortgage
under PCLAR S system

APPLI CATI ON 1. Read Chapter 28, pages 419-422 of text
2. Conpl ete review questions, pages 422-423 of text

3. Conplete page 141, 28.4

ESTI MATED Tl ME
f TO COVPLETE 5 Hours to conplete
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CBJECTI VE

APPLI CATI ON

ESTI MATED TI ME

0 CUVPLETE

SI MULATI ON 107

D SCHARGE CF MORTACGE, FCRM 3

The student will be instructed as to the proper form
to use to renmove a nortgage fromtitle.

1.
De
3.

Read Chapter 29 of text, pages 424-432
Conpl ete revi ew questions, pages 432-433 of text
Conpl et e pages 143 and 144, 29-1, "A- 1"

6 Hours to conpl ete



CBJECTI VE:

APPLI CATI ON

ESTI MATED TI ME
TO COVPLETE

SI MULATI ON 108

DOCUMENT, (ENERAL - FCRM 4

The student will conpl ete docurments general
I n accordance with the POLAR' S system

1. Read Chapter 30, pages 434-438 of text
2. Conpl ete review questions, page 438 of text
3. Conplete page 301, page 144 of sinulations text

3 Hours to conpl ete



SI MULATI ON 109
VENDCOR/ SALE TRANSACTI ON
OBJECTI VE: The student will followa sinple sale trans-

action fromthe agreenent of purchase and sal e
to closing and reporting out.

APPLI| CATI ON 1. Read Chapter 33, pages 449-461
Conpl ete pages 148, 33.1

N

3. Handout to be given by instructor

ESTI MATED TI ME
f TO COMPLETES 6 Hours to conpl ete



SI MULATI ON 110

SALE TRANSACTI ON

APPLI CATI O\ 1. Refer to Chapter 33

2* Conpl ete review questions, pages 4 61-462
of text

3. Conplete item33.2, pages 148-153 of simlation
t ext

ESTI MATED Tl ME
TO COVPLETE 8 Hours to conplete
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GBJECTI VE

APPLI CATI ON

ESTI MATED TI ME

0 CUMPLETE

SI MULATI N 111

PURCHASE TRANSACTI ON

The student will follow a sinple purchase
transaction fromthe agreenent of purchase
and sale to closing and reporting out.

1. Read Chapter 34 of text, pages 463-476

2. Conplete 34-2 fromstep 1-27 of simulations
t ext

8 Hours to conplete



APPLI CATI ON

ESTI MATED TI ME
10 CUMPLETE

SI MOLATI CH 112

PURCHASER TRANSACTI ON' (cont ' d)

1. Refer to Chapter 34 of text

2. Conpl ete review questi ons, pages 47 6-477
of text

3. Conplete steps 27 and 28 on pages 159 of
simul ation text

4 Hours to conpl ete



OBJECTI VE:

APPLI CATI ONS

ESTI NATED TI ME
f TO COWLETE

SI MLATI ON 113

ACTI NG FOR THE MORTGAGEE

The student will conplete a nortgage transaction
as woul d be done when acting on behal f of an
I ndependent nort gagee.

1. This simulation is not in your text and wll
be assigned by the instructor.

6 Hours to conplete



