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Prerequisite to OPL 200 is OPC 100
COURSE HOURS, - 75 Hours

REQUI RED TEXTS; - Legal Ofice Procedures, T. Kamekaris
- Simul ations for above
- 10,000 Legal Words, Kurtz et a
- Perpetual Desk D ary or equivalent
- Webster Dictionary or equival ent
- Mzley & Wiitley Law Dictionary

SUPPLI ES REQU | USD

- Typing paper - letter size and |egal size
- 12 file folders, file labels

NOTE: STUDENTS W LL NOT BE ALLOAED | NTO CLASS W THOUT ALL REQUI RED
TEXTS AND MATERI ALS

. PH LOSOPHY/ GOALS,

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

- To indoctrinate the student in phases of |law such as real estate,
corporation, wills, estates and civil litigation.

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

- To inprove the student's granmmar, English usage and |ega
vocabul ary.

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

1. STUDENT PERFCR 4ANCE OBJECTI VES:

STUDENTS W LL COWLETE THE ATTACHED OBJECTI VES I N ACCORDANCE W TH THE
REQUI REMENT SPECI FI ED AND I N ADDI TI ON, THE FOLLOW NG MJUST ALSO BE
COVPLETED

- Attendance 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
tines and dates to be announced

- tours and field trips which will be arranged by the instructor from
tinme to tine
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N, B. Field trips and guest speakers are arranged to suppl enent class’
roomactivities- Attendance is nmandatory! |If a student is not
in attendance, then the student will have a choice of either:

a) a loss of 10% of the accumnul ative senester mark (excluding
tests), or

b) preparing a paper relating to the field trip or topic under
di scussion - particulars to be approved by the instructor,

PRECEDENT BI NDER

One precedent binder or each semester which will contain at |east one
perfect copy of all mmjor docunents taken up during the course of the
year, I T CANNOI BE STRESSED ENOUGH THAT THE STUDENT RETYPE DOCUVENTS
AS THEY ARE HANDED BACK BY THE | NSTRUCTOR.  The binders are collected
at the end of each senmester and a grade is assigned at that tinmne.

The penalty for handing the binder in late is 10% per day.
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SAMPLE NARKI NG SCHEME

Proof readi ng and spelling 5 each occurrence
M nor format errors 2 each occurrence
Maj or format errors 5 each occurrence
M ssing docunents and/or affidavits 5 each occurrence
M ssing |egal seals 2 cach ocourrence
Poor corrections 5 each oGGUrTence
No |etterhead 2 each occurrence
No envel opes

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

OPL200 Precedent Binder #1 - Due April 13, 1990

Alist of the mninmumrequirenents for this binder is attached to
t he begi nning of the objectives.

ASSI GNMVENTS - 100% conpl etion of all assignments is expected. Al
work is due in the assigned class period as indicated

on each sinulation.

Note: Daily work will be graded "nmailable” or "unmailable". Through-
out the senmester, the instructor will randomy select approxinmately

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 will be determned by the sanple marking
schene shown on the previous page.

Any nmailable itens nmust receive a grade of at l|least 6 out of 10.
Ex. If a student has 9 out of 10 "numil able" pieces, the mark earned

woul d be 90% whi ch means that 90% of the work submtted was
100%mmi | abl e.
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THE STUDENT W LL HAND ALL WORK IN NEATLY TYPED, PROPERLY ASSEMBLED,
AND I N AN APPROPRI ATELY LABELLED FI LE FOLDER

Each student will be required to keep a file in a designated classroom
This will facilitate the return of assignnents, grades, and delivery of
nmessages the O fice Admnistration faculty need to relay to the student.

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

A+ = 90 100% (consistently outstandi ng)
A =80 89% (outstandi ng achi evenent)
(B: = 3,8 79% (consistently above average)
R = 0 69% (satisfactory or acceptabl e achievenent)
59% (course nust be repeated)
FI NAL GRADE:
The final mark will be determned as outlined in the follow ng pages,
plus the foll ow ng:
Tests 70% *
Daily Work 15%
Bi nder 10% **
D ary 5%
100%

Test schedul e attached
** M nimum requi renents attached

NOTE

If a student is not able to wite a test because of illness, or a
legitimate energency, that student nust contact the instructor prior to
the test and provide an explanation which is acceptable to the instructor
(medical certificates or other appropriate proof may be required)e In
cases where the student has contacted the instructor, and where the
reason is not classified as an energency, i-e. slept in, forgot, etc. the
hi ghest achievable 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 W LL BE NO REWRI TES OF TESTS

Test papers will be returned to the student after grading in order to
permt verification of the results and to review the test. However, the
student wll be required to return all test papers to the instructor who
wll keep themon file until the end of the current senester. Failure to
do so, either when the test is being conducted or after the results have
been handed back, will result in a loss of 10% of the possible test mark,
exanple 10% if test is out of 100.

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



LEGAL OFFI CE PROCEDURES | OPL200

- 6 -
TESTS
No. 1 Based on Sinulation 1-7
No. 2 Based on Sinul ation 8 & 9
No- 3 Based on Sinul ation 10 - 13
No. 4 Based on Sinul ation 14 & 15
Tests will be announced one week in advance- Theory and vocabulary w ||

be a part of nobst tests.

Time allowed will oe two periods of 50 m nutes each.

** M N MM REQUI REMENTS - BINDER NO. 1

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

Bl NDER DUE DATE: APRIL 13, 1990
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SCHEDULE FOR LEGAL OFFI CE PROCEDURES

SEMESTER 11
APPROXI MATE DATE SIM NO TOPI C
January 8 - January 26 The |egal office - general
(2 1/2 weeks) environment; Directories

and Law Lists

January 29 - February 16 4 - 7 Legal Accounts; Legal Ad
(3 weeks)
February 19 - March 16 Legal Correspondence

(2 12 weeks)

March 5 - March 9 STUDY BREAK

March 19 - March 30 10 - 11 Menor anda of |aw

(2 weeks) citations

April 2 - April 13 12-13 General docunents;

(1 /2 weeks) directions; retainers;
aut hori zations, etc.
Statutory decl arati ons;
notarial certificates;
affidavits

April 16  April 20 14 Famly Law - contracts

(1 week)

April 22 - April 27 15 WIls

(1 week)

N. B. "Wek" refers to five 50 m nute classes per week
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SI MULATION NO. 1
THE CONTEMPORARY LAW OFFI CE

OBJECTI VE: The student will study the work
environnment of the law office, including
skill requirenments and information
processi ng.

APPLI CATI ON 1. Read chapter 1
2. Conplete sinulation nunbers 1.1
1.2
1.5

3. Conplete review questions, page 14
of text

ESTI MATED TI ME
TO COVPLETE: Three periods of 50 m nutes each
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SI MULATI ON NO. 2
TELEPHONE ETI QUETTE - FI LI NG SYSTEMS

OBJECTI VE The student will be nade aware of ways to
properly screen calls and be given exanples
of how to handle difficult clients.

The student will also be introduced to
legal filing systens.

APPLI CATI ON 1. Read chapter 2

Conpl ete sinulation nunbers

Do rem nders only last five itens -
Nedoni to Butler

Use your perpetual diary to nmake note of
t hese itens.

ESTI MATED TI ME
TO COVPLETE: Two periods of 50 m nutes each
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SIMLATION NO 3
D RECTCR ES AND LAW BOCKS

CBJECTI VE The student will be nade aware of sone of the
legal directories i.e- Law Lists (Canadi an and
Anerican), A manacsr G t%/ Drectories, etc.
V\?]icqh are nost commonly found in |egal
of f i ces.

APPL| CATI ON See follow ng page

ESTI MATED Tl ME
TO COMPLETE: Two Hour s
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SI MULATI ON NO. 3
DI RECTCRI ES AND LAW BOCKS

APPLI CATI ON

1. You are new to the Sault and have been asked to give the nane
oo 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? Qve the
nane of each Legal firmin full, including its address and
t el ephone nunber -

2. You took a tel ephone nessage but the caller hung up before
you could get his nane (he probably figured you recognized
his voice). M. Redford prefers both a nane and tel ephone
nunber so he can be fully prepared to speak to a party prior
to 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 Creek
Drive because he has a client who wants to buy that house.
Fi nd out who |ives there.

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

5. M. Redford wants to contact manager of Proctor & Redfern
Limted. Who is he/she? Were is their office. Wat do
t hey do?

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

7. List three legal firnms in the United States, conplete with
addr ess.
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SI MULATI ON NO- 4
| NTRODUCTI ON TO LETTER STYLES I N 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: See follow ng page

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



LEGAL OFFI CE PROCEDORES | OPL200

ENVELOPES, | NSI DE ADDRESSES, SALUTATI ONS AND SUBJECT LI NES

1. You are witing a letter to the legal firmof Lakes, Rivers,
and Ponds. Their mailing address is Suite 1002, 111 Ri chnond
Street West, Toronto, Ontario. MJ 4Y2. This will be about
your file, Berwick and Parker ats. Petron. Prepare up to the
subj ect i ne.

2. You are sending a "Wthout Prejudice" letter to the |egal
firmof Arnstrong and Bryan who are at 16 Munt Royal Blvd.,
Toronto, Ontario, MoK 1L2. 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 |ine.

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

4. You have witten a letter to the legal firmnoted in No. 1
above and the follow ng second page. Conplete it as to form
for signature by M. Redford on behalf of the firm There
was one encl osure nmentioned 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 Wil ker who is a Queen's Counsel. It is being sent
by registered mail to 487 Albert Street East, Sault Ste.
I\/a(rj}e,dOwtario, 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 nmake final
arrangenents for cl osing.

6. You are witing to an all female legal firmof Marks and
Greco 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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SI MULATI ON NO. 5
LEGAL ACCOUNTS

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

APPL| CATI ON Refer to Chapter 2

Conpl ete Sinmulation Nunmbers 2.9
2.10 (AL B, O
2.14

Be sure to look up and understand use of
| egal termnol ogy such as ats, v/vse/
di sbursenents, etc.

ESTI MATED TI ME
TO COVPLETE: 5 Hours
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OBJECTI VE:

APPL| CATI ON

ESTI MATED TI ME
TO COWPLETE:

OPL200
- 15 -
SI MULATI ON NQ
LEGAL Al D
The student will be given a brief overview of
the Legal Aid program and will conplete sone

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

1. Refer to Chapter 2

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

Conpose an acknow edging letter (to
the Area Director) for each Certificate
of Legal Aid in this sinulation.

Conpl ete review questions

Fi ve Hours
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CPL200
- 16
SIMLATION NO. 7
DOTY COUNSEL
CBJECTI VE: The student will conplete a Duty Counsel
account for both civil and crim nal
justice.
APPLI CATI ON See foll ow ng page

ESTI MATED TI ME

TO COWPLETE: Two hours
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DUTY COUNSEL

1. M. Redford was assigned to be Duty Counsel in Wawa for
February 1, 1, and 3. He travelled for three hours on February 1 from
9 aam to noon and returned on February 3 at noon, arriving in

Sault Ste. Marie at 3 p.m (Renenber to discount the travelling fee
before calculating the total fees under Box 2.)

VWile in Wawa, he represented the follow ng peopl e:

February 1 Bob Lobl aw
Qus Kowal ski
Anni e Appl e
John Oreo (Mas in court from 1:15 - 4:15)

February 2 Theresa Renaria
Marni e Mansfiel d
Aive Al
Kit Bowes
Harris Lanier (Court time from (9:00 - 11:15 and from
1:15 to 4:15)

February 3 M a Tal kto
Tom Spreadeagle (Court time from 9:00 - 11:45)

All cases were under Provincial Statutes and were crimnal matters.

Box 2

Travel ling distance to Wawa is 240.8 km (one way), and is billed at
-285 cents per kilonetre.

Addi tional expenses incurred were as foll ows:

Room for 2 nights $64. 00
Meal s 46. 00

Received 3 letters
Send 3 letters
Phot ocopies: 4

2. Yesterday was M. Redford's turn to be Duty Counsel in

Sault Ste. Marie and he represented Cheryl Gay in a civil case under a
Federal Statute. This was a fairly lengthy matter and he was in court
from8:45 until 10:45. Court recessed until 1:15 and M. Redford
continued to represent Ms. Gay until 2:15.

The only disbursenents incurred were 4 phot ocopi es.

Rem nder: Duty Counsel accounts are sent to the sane address as other
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OBJECTI VE:

APPLI CATI ONS

ESTI MATED TI ME
TO COVPLETE:

18

SI MULATION NO. 8
LEGAL BUSI NESS COVMUNI CATI ON

The student will type |egal business
correspondence using the nost comon 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 enms should be directed to your English
i nstructor.

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

Four Hours
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SI MULATI ON NQ

OBJECTI VE: The student will prepare a variety of

correspondence so as to be famliar
with legal termnology i.e. -
di vorce, corporate, conveyancing, etc

APPLI CATI ON:

1. Refer to Chapter 3

N

Conplete 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 Hours



LEGAL OFFI CE PROCEDURES | OPL200

SI MULATI ON NO. 10

OBJECTI VE: The student will be able to prepare |egal
menoranda in accordance with |egal typing
principles- This will involve use of

citations, square and round brackets, etc

APPLI CATI ON: 1. Read Chapter 4 of the text,
2. Conplete simulations 4.1 and 4.2

ESTI MATED TI ME
TO COVPLETE: Four hours
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SI MULATI ON NO. 11

OBJECTI VE The student will be able to prepare a nore
conpl ex menorandum of |aw using proper |egal
typi ng principles.

APPLI CATI ON 1. Refer to chapter 4 for Rules
2. Complete 4,3 and 4.5

3. Conplete review questions.

ESTI MATED TI VE
TO COVPLETE:; Four hours
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SI MULATION NO. 12 - BASIC FI ELDS OF LAW

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

di recti ons, acknow edgnents, authorizations,
retainers, etc.

APPLI CATI ON: Read Chapter 5

2. Complete Simulation No- 5.1, 5.2/ 5.3 and
5.4

ESTI MATED TI ME
TO COVPLETE: Four hours
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SI MILATI ON NO, 13

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

APPLI CATI ON 1. Refer to Chapter 5
2. Conplete Smulation 55 and 5.7
3- Conplete follow ng 2 pages

4, Conplete review questions

ESTI MATED TI ME
TO COVPLETE: Three hours
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In the matter of Section 116 of the Incone Tax Act, R S. C
1970 and anendnents thereto, and in the matter of sale of
part of lots 150 and 151, Plan 2850, Cty of Toronto, 76
Blair Drive East.

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

1. W are parties as vendors to an agreenment of purchase and sal e dated
October 1, 19— (current year) between ourselves and Peter H Row and as
purchaser respecting the purchase and sale of property nunicipally known
as 76 Blair Drive East.

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

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

4. W acknow edge that under the terns of the Incone Tax Act we are
resi dents of Canada.
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PONER OF ATTORNEY

Lynda Ritchie is going to have serious surgery so
she would like a general power of attorney in favour of her
husband Paul. They both live in Sault Ste. Marie. Please
prepare this for signing today- You will be the subscribing

W t ness.

Thanks.

R Redford
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SI MULATI ON NO. 14
FAM LY LAW

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

APPLI CATI ONS 1. Read Chapter 13 and conplete review
questions in preparation for class.

2. Conplete Sinulation 13.1 and 13-2.

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

Note; A separate affidavit is required
for each party (four in total)

Conpl ete review questions

ESTI MATED TI VE
TO COVPLETE:; Si x hours
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OBJECTI VE

APPLI CATI ON

ESTI MATED TI ME
TO COMPLETE

OPL200

SI MULATI ON NO. 15

The student will
of will

W LLS

and affidavit
typi ng

' prepare a wll
in accordance with | egal

principl es.

1- Read Chapter 36.

2. Conplete Sinulation 36.2.

3. Complete Affidavit of Execution of WII

4. Conplete review questions.

5. Ont reference to all of paragraph (b)
on precedent unless you wsh to put on
W P. equipnment. You are only preparing
one will for Ms. Barrett in this
si mul ati on.

Fi ve hours



