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LEGAL OFFI CE PROCEDURES 1 OPL 200
Prerequisite to OPL 100 is COPC 100

REQUI RED TEXTS; - Legal Ofice ProcedureSf T. Kamakaris

- Sinulations for above
- 10,000 Legal Wbrds, Kurtz et al
- Perpetual Desk D ary or equival ent

- Webster Dictionary or equival ent

GENERAL OBJECTI VES

Students will conplete the attached objectives in accordance with
the requirenment specified and in addition, the follow ng nust
al so 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 ement
classroom activities. Attendance is nmandatory.
Absence, without prior notice or just cause, wll result
in the loss of 10% of the cumul ative senmester mark.

- To nake the student aware of the Legal Secretary and the
various office duties.

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

- To give the student the opportunity to devel op a genera

know edge of law and of WHY things are done, in addition to HOW

they are done-

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

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

The student will hand in all work neatly, properly assenbled, in
an appropriately labelled file folder.

100% conpletion 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 PERCENT PER ASSI GNMENT.

NOTE:

Daily work will be graded "mailable" or "unmail able". Throughout
the senmester, the instructor will randomy select 15 separate
pi eces of work. Each will be graded "M or "U' and 10 w |l count
towards the final grade. Since the objective of all office work
iIs ma liability, this will be determned by the follow ng

error-deducti on schene:

-5 each incorrect spelling, proofreading error
-2 all other errors

-1/2 or *5 for punctuation (Ex. -1/2 for
commg;

-5 no end of sentence punctuation)

-2 mnor format errors

-5 major format errors

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

Exanpl e
If a student has 9 out of 10 "nmil abl e" pieces, the nmark earned

woul d be 90% which neans that 90% of the work submtted was 100%
nmai | abl e-

PRECEDENT Bl NDER

A precedent binder will contain at |east one perfect copy of al
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 | NSTRUCTOR.  The Binder is collected
at the end of the semester and a grade is assigned at that tinmne.

Bi nder due date: April 15, 1989.
The penalty for handing the binder in late is 10% per day.
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SAMPLE MARKI NG SCHEME FOR Bl NDER

each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence
each occurrence

Proofreadi ng and spelling:

M nor format errors:

Maj or format errors:

M ssing docunents and/or affidavits:
M ssing |legal seals:

Poor corrections:

No | etterhead:

No envel opes:

-10% penalty for each day late

1 1 1 1 1 1
NNDNNOITOITN O

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

FI NAL GRADE
The final mark will be determned as outlined in the follow ng
pages, plus the follow ng:

Tests 70%*

Dai ly Work 15%

Bi nder 10% **

D ary 5%

100%

* Test schedul e attached
** M ni mum requi rements attached

NOTE:

If a student is not able to wite a test because of illness, or a
l egitimate energency, that student nust contact the instructor
prior to the test and provide an explanati on which is acceptable
fo the instructor (nedical certificates or other appropriate

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

instructor, the student will receive a nmark of "0" on that test.
THERE W LL BE NO REWRI TES OF TESTS OR QUI ZZES.

Students will not be allowed into class without all the required
texts.
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SCHEDULE FOR LEGAL OFFI CE PROCEDURES

SEMESTER 11
APPROXI MATE DATE SIM NO TOPI C
January 9 - January 25 The legal office - general
(2 12 weeks) environnent; Directories

and Law Lists; Legal

January 26 - February 16 4 -6 Legal Accounts; Legal Ad
(3 weeks)
February 17 - March 15 Legal Correspondence

(2 1/2 weeks)

March 16 *- March 31 9-10 Menor anda of | aw
citations
April 3 - April 14 11 - 12 General docunents;

directions; retainers;
aut hori zati ons, etc.

Statutory decl arati ons;
notarial certificates;
affidavits

April 17  April 21 13 Famly Law - controls
(1 week)

April 24  April 28 14 WIls

(1 week)

N. B, "Wek" refers to five 50 mnute classes per week
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TESTS
No. 1 Based on S nulation 1-6
No, 2 Based on Snmulation 7 & 8
No, 3 Based on Srmulation 9 & 12
No. 4 Based on Smulation 13 & 14
Tests wll be announced one week in advance. Theory and

vocabul ary will be a part of nost tests.

Time allowed will be two periods of 50 mnutes each.
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** M NMUM REQUI REMENTS - BINDER NO. 1

SI MULATION 5 - Accounts
6 - Legal Ald - Al Sinulations
7 & 8 - Correspondence
- 1 short
- 1 two page
9 & 10 - Meno of Law
- 1 short
- 1 long
11-14 - All of these Sinulations

Bl NDER DUE DATE: APRIL 15, 1989
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SI MULATION NO. 1
THE CONTEMPORARY LAW OFFI CE

OBJECTI VE The student will study the work

environnent of the law office, including skil
requirenments and information processing.

APPLI CATI ON Read chapter 1 and conplete review

gquestions in preparation for class

| ecture.
2. Conplete simulation nunbers 1.1
1.2
1*5
ESTI MATED TI ME
TO COVPLETE: Three periods of 50 mnutes

each
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SI MULATI ON NO. 2
TELEPHONE ETI QUETTE - FI LI NG SYSTEMS

OBJECTI VE: The student will be nmade aware of ways to
properly screen calls and be given exanpl es of
how to handle difficult clients.

The student will also be introduced to |ega
filing systens.

APPLI CATI ON 1. Read chapter 2
2. Conplete sinmulation nunbers 2,1
2,2
A &B
2.7

* For this part of the sinulation, you may
use an index box, as suggested, or a snal
binder (3" x 5" or larger) with a separate
page for each file.

**Use your perpetual diary to nake note of
these itens.

ESTI MATED TI ME
TO COVPLETE: Three periods of 50 mnutes each
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GBJECTI VE

APPLI CATI ON

ESTI NATED Tl ME
TO COWLETE

SI MLATION NO. 3
D RECTCR ES AND LAW BOCKS

The student will be nmade aware of sone of the
legal directories i.e. Law Lists (Canadian and
Anerican), A manacs, G t%/ Drectories, etc.
V\ﬂph are nost commonly found in |egal

of fi ces.

At t ached

Two Hour s
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SI MULATI ON NO. 3
DI RECTORI ES AND LAW BOOKS

APPLI CATI ON

1. You are new to the Sault and have been asked to give the nane
of a Legal firmwhich practices Law and can offer their
services in French and another firmwhich offers services in
Italian* Were would you find this information? Gve the
name of each Legal firmin full, including its address and
t el ephone nunber e

2. You took a tel ephone nessage but the caller hung up before
you could get his nanme (he probably figured you recogni zed
his voice). M. Redford prefers both a nane and tel ephone
nunber so he can be fully prepared to speak to a party prior
tg returning a call. The nunber you have is 949-1589- Find
t he nane.

3. M, Redford wants to wite to the owner of 175 Fort O eek
Drive because he has a client who wants to buy that house.
Find out who lives there.

4. You need to contact the owner of 712 Pine Street, Apt. 1.
Wio is it and what is the tel ephone nunber given.

5. M. Redford wants to contact manager of Proctor & Redfern
Limted. Wwo is he/she? Wiere is their office. Wat do
they do?

6. List one Legal firm fromeach province and include the
addr ess.

7. List three legal firms in the United States, conplete with
addr ess.
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SI MULATION NO. 4
| NTRCDUCTI ON TO LETTER STYLES IN LEGAL OFFI CES

OBJECTI VE: The student will be introduced to styles used
in legal offices with respect to addresses and
in particular, the use of QC/ Esq.,
Barrister and Solicitor, Messrs., etc., as
wel | as conplinmentary cl osings.

APPLI CATI ON: Handout (attached)

ESTI MATED TI ME
TO COWPLETE: Four periods of 50 m nutes each
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ENVELOPES, | NSI DE ADDRESSES, SALDTATI ONS AND SUBJECT LI NES

1. You are witing a letter to the legal firmof Lakes, Rivers,
and Ponds, Their nmailing address is Suite 1002, 111 R chnond
Street West, Toronto, Ontario, WMJ 4Y2, This will be about
your file, Berwick and Parker ats. Petron. Prepare up to the
subj ect I|ine.

2. You are sending a "Wthout Prejudice" letter to the |egal
firmof Arnmstrong and Bryan who are at 16 Munt Royal Bl vd.,
Toronto, Ontario, MoK 112. This itemw !l be for the
attention of Ms. R B. Sinpson and is in connection with the
Rodgers purchase fromGay file. Prepare an envel ope and the
heading on a letter up to the subject Iline.

3. Wite the address as it would appear on an envelope to Ms.
R B. Alderson at 174 Prince Town Crescent, Sault Ste. Mari e,
Ontario, P6C 2J1. WMark the letter "Personal".

4. You have witten a letter to the legal firmnoted in No. 1
above and the followi ng second page. Conplete it as to form
for signature by M. Redford on behalf of the firm There
was one encl osure nentioned in page one.

and trust that everything has been handled to your
satisfaction. Should there be any problens or questions,
pl ease do not hesitate to contact us.

5. The following is the second page of a letter witten to
Al bert C Wal ker who is a Queen's Counsel. It is being sent
by registered nail to 487 Albert Street East, Sault Ste.
Marie, Ontario, P6A 7K9. Conplete it for signature by M.
Redf or d.

after | have had an opportunity to discuss the matter with
our client. | would appreciate your telephoning the witer
upon receipt of this letter in order to nake final
arrangenents for closing.

6. You are witing to an all female legal firmof Marks and
G eco who are at 138 Pinder Street, Toronto, Ontario,

MBR 1K9, and is in connection with the Boston divorce.
Prepare the heading up to and including the subject |ine.
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OBJECTI VE

APPLI CATI ON

ESTI MATED TI ME
TO COVPLETE

SI MULATION NO. 5
LEGAL ACCOUNTS

The student will learn to prepare tine sheets/
dockets, general and account | edgers, and
client accounts.

Refer to Chapter 2

Compl ete Simulation Nunbers 2,9

2.10 (A B, O
2.14

Be sure to look up and understand use of

| egal term nol ogy such as ats, v/vs.,
di sbursenments, etc.

5 Hours
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SI MULATI ON NQ

LEGAL AID
OBJECTI VE The student will be given a brief overview of
the Legal Aid programand will conplete sone

of the docunentation required to report out on
a Legal Ad file.

APPLI CATI ON Refer to Chapter 2 and conplete review
questions in preparation for class
 ecture.

This simulation is not in the student
materials and a handout will be
distributed by the instructor.

ESTI MATED TI ME
TO COWPLETE: Fi ve Hour s
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OBJECTI VE:

APPLI CATI ONS

ESTI MATED TI ME
TO COVPLETE

SI MULATION NO. 7
LEGAL BUSI NESS COMMUNI CATI ON

The student will type |egal business
correspondence using the nost commobn styles
of letters and using special notations as
are prevalent in legal offices.

NOTE: Students requiring punctuation and
capitalization review are referred to pages
40 - 50 of the text. However, it is not

the instructor's intent to teach these. Any

probl ens should be directed to your English
I nstructor.

1. Read manual pages 50 - 60 (Chapter 3)
2. Complete 3.12 A, B, C, &D

Fi ve Hour s
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S| MULATI ON NO. 8

OBJECTI VE: The student will prepare a variety of

correspondence so as to famliarize hin
herself with legal termnology i.e. -
di vorce, corporate, conveyancing, etc.

APPLI CATI ON:

1. Refer to Chapter 3

N

Compl ete 3.13
3.14 A
3.15 A& B
3.16 A&B

3. Review questions. No. 11 - 18

ESTI MATED TI ME
TO COVPLETE: Fi ve Hour s
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OBJECTI VE

APPLI CATI ON

ESTI MATED TI ME
TO COVPLETE:

SI MULATI ON NO

The student will be able to prepare |ega
menor anda in accordance with |egal typing
principles. This wll involve use of

citations, square and round brackets, etc

1. Read Chapter 4 of the text.

2. Conplete simulations 4.1 and 4.2

Four hours
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SI MULATI ON NO. 10

OBJECTI VE The student will be able to prepare a nore

conpl ex nmenorandum of |aw using proper |egal
typi ng principles.

APPL| CATI ON 1. Refer to chapter 4 for rul es*
2. Conplete 4.3 and 4,5

3. Conplete review questions.

ESTI MATED TI ME
TO COVPLETE: Four hours
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SI MULATION NO. 11 - BASIC FI ELDS OF LAW

OBJECTI VE:

APPLI CATI ON;

ESTI MATED TI ME
TO COVPLETE:

The student will be introduced to the various
fields of law and sone of the general
docunents commonly found in those fields, i.e

di rections, acknow edgnents, authori zations,
retainers, etc.

Read Chapter 5

2. Conplete Simulation No. 5,1, 5.2, 5.3 and
5.4

Four hours
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CBJECTI VE

APPLI CATI ON

ESTI BLATED TI ME
TO COWPLETE:

SI MULATI ON NO. 12

The student will conplete statutory
declarations (by a single and joint
deponents), a notarial certificate, an
affidavit of service, and a power of attorney

1. Refer to Chapter 5
2¢ Conplete S mulation 5.5 and 5.7

3. Conplete follow ng 2 pages

4. Conpl ete review questions

Four hours
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In the matter of Section 116 of the Incone Tax Act, RS.C
1970 and anendnents thereto, and in the matter of sale of
part of lots 150 and 151, Plan 2850, Gty of Toronto, 76
Blair Drive East.

We, Joseph Lawrence, Merchant, and El aine Lawence, his wfe,
both of the city of Toronto etc.

1. W are parties as vendors to an agreenent of purchase and

sale dated Cctober 1, 19— (current year) between ourselves and
Peter H Row and as purchaser respecting the purchase and sal e of
property nmunicipally known as 76 Blair Drive East.

2. Qur interest in an title to the property is personal and is
not held by us on behalf of, or in any capacity on account of any
ot her person, firmor corporation.

3. W are now and wll be at the tinme fixed for closing of this
transaction ordinarily residents in Canada.

4. W acknow edge that under the ternms of the Income Tax Act we
are residents of Canada.
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PONR CF ATTCRNEY

Lynda Rtchie is going to have serious surgery so
she woul d like a general power of attorney in favour of her
husband Paul. They both live in Sault Ste. Marie, Pl ease
prepare this for signing today. You wll be the subscribing
W t ness.

Thanks,

R Radford
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SI MULATI ON NO. 13
FAM LY LAW

OBJECTI VE: The student will prepare a separation
agreenment and a nmarriage contract in
accordance with legal typing principles

APPL| CATI ONS 1. Read Chapter 13 and conplete review
qgquestions in preparation for class.

2. Conplete Simulation 13.1 and 13. 2.

3. Conplete affidavits of |egal age and
subscribing witness for each docunent

4. Conplete review questions.

ESTI MATED TI ME
TO COMPLETE: Si x hours
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SI MULATI ON NO. 14
WLLS

OBJECTI VE: The student will prepare a will and affidavit

of execution of wll in accordance with |egal
typi ng principles.

APPLI CATI ON: 1, Read Chapter 36.
2. Conmplete Simulation 36. 2.
Compl ete Affidavit of Execution of WII
Conpl ete review questions.
Ont reference to paragraph (b) on

precedent unless you wish to put on
W P. equi pnent.

ESTI MATED TI ME
TO COVPLETE: Fi ve hours



