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TOTAL CREDI T HOURS: 90 (6 hour s/ week)

PROGRAM CREDI TS; 6

PREREQU SI TE; GPL300

PPXLEBC aY/ GQOALQ:

This course will famliarize the student with the legal office
environment and real estate procedures. The student will |earn

to organi ze tine, use effective and appropriate conmmuni cati on and
interpersonal skills, identify the secretary's role in the
structure of the legal profession and, in particular, the area of
real estate |aw e student will apply conposition and | anguage
skills to produce | egal correspondence and accurate, conputer-
generated docunentation for real estate |aw

The student will becone famliar with the definition of real

estate, the kinds of |and ownership, land registry systens,

agreenents of purchase and sal e, and docunents relating to

Egrphaseh sal e, and nortgage transactions pursuant to the Land
gistration ReformAct.

LEARM M5 QUTCOMES;

At the conpletion of this course, the student will be able to:

1. QO gani ze the use of time when working in real estate lawin
the legal environment to facilitate the conpletion of tasks
and neet deadlines and cl osi ng dat es.

n Anal yze, accept responsibility for, and appropriately
prioritize own tasks.

. Identify deadlines, requisition, and closing dates for
the conpletion of real estate transactions and
accurately record themin a tickler filing system

n Identify remnder dates and accurately record themin a
tickler filing system _

D Coordi nate, accurately record, and appropriately
communi cat e appoi ntnent arrangenents for real estate
transactions in a daily diary.

2. Use effective and appropriate communication and _
interpersonal skills for the |egal environnent to assist the
conpl etion of individual and teamtasks and pronote the
i mage of the organizati on.

0 Recei ve, process, and followinstructions.
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D | dentify ethical behaviours and suggest appropriate
nmet hods of handling confidential information in the
| egal environnent.

D Identify own position in the organi zational structure
and appropriate behaviour for interacting with
managenent, coworkers, and clients,

n Wrk i ndependently and as an effective teamnenber in
the | egal environnent.

Apply conposition and | anguage skills to produce accurate,

conput er-generated | egal correspondence for real estate |aw

by a specified deadline or in an allotted tine period.

n Use legal termnology for real estate |aw

D Conpose |etters and interoffice nmenoranda using verbal
and witten instructions.

D Use suitable fornmats for legal letters and |egal
nmenor andae

. Apply word processing and proofreading skills.

n Use correct grairaaar, spelling, and punctuation.

. Use reference material s.

D Produce accurate reference to case and statute |aw

n Produce accurate, final-foinn | egal correspondence for
real estate | aw

. Pro_duge copy at a required speed in a given time

eri od.

Pr oducF:)e accurate, conputer-generated docunentation for real

estate |law by a specitied deadline by applying know edge of

statutes and termnology relating to the practice of real
estate lawin Ontario.

D Use legal reference materials and docunent precedents,

n Use legal termnology for real estate |aw

. ﬁopl y know edge of substantive |aw, including know edge
of land registry systens (POLAR'S) relating to the
production of real estate docunents and the _
adtentl fication of deadlines, requisition, and closing

at ese

D Apply word processing and proofreading skills.

Use correct grammar, spelling, and punctuation.

. Process a variety of hard-copy and soft-copy input to
produce accurate | egal docurments in real estate |aw
within a specified tine frane.
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DELI VERY MODE;

This class neets six hours per week in a conputer |ab and
consi sts of three two-hour sessions-

Topi cs are introduced by instructor's |ecture and denonstrations
followed by cl assroomdi scussion on the newmaterial. The

| ectures are followed by practical application through

"simul ations", the content of which is set out for each on pages
8 through 14 of this outline. The estimated tine to conplete
each simulation is included with the content, which includes al

| ecture/denonstration tine. It will be the student's
responsibility to determne the need for additional tine to
conpl ete all sinulations-

Students are required to conpl ete textbook readings prior to the
| ecture and review questions at the conpletion of each chapter.

Al PQLAR S docunents will be conpleted using the Landl aw
software, and all correspondence, nenoranda, etc. wll be

conpl eted using WrdPerfect software. Students will be given
sone cl assroominstruction on new sof tware packages; however,
addi tional practice may be required outside regularly schedul ed
cl assroom hour s.

CR TER A FCR STUDENT SUCCESS
The student nust;

1. Conpl ete and hand in to instructor Sinmulations 100 through
111. Each sinmulation will be graded "nail abl e" or

“unmai able". "Mailable" itens submtted by the due date
Wi ll be recorded as "two points"; "unnailable" itens will be
recorded as "one point." Sinmulations not handed in by the

due date wll be recorded as "zero points."

If the student has received an "unnail abl e" grade on a given
sinmulation, that student nmay redo the assignnent within two
days after receipt of the grade in an effort to obtain a
"mai | abl e" grade, and the recorded nmark of "one point" will
be changed to "two points.”

THE STUDENT WLL HAND ALL WORK | N NEATLY TYPED, PRCPERLY
ASSEMBLED, AND I N AN APPRCPRI ATELY LABELLED FI LE FOLDER

Simulations will be nmarked according to the narking schene
attached to this course outline as Appendi x A
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Conpl ete five (5) tests. Tests will be announced one week
I n advance. Theor?/, vocabul ary, and questions relating to
diary and tickler file will be part of nost tests. Tine
allowed will be two periods of 50 mnutes each and will be
br oken down as foll ows:

No. | " Based on Sinmulations 100-101, Chapters 34-35

No. 2 - Based on Simulations 102-103, Chapters 36-37

No. 3 - Based on Simulations 104-106, Chapter 38

No. 4 - Based on Simulations 107-108, Chapter 39

No. 5 - Based on Sinulations 109-111, Chapters 40-41

If a student is not able to wite a test because of illness
or a legitimte energency, that student nust contact the
instructor prior to the test and provi de an expl anation

which is acceptable to the instructor (medical certificates
or other appropriate proof may be required). |In the case of
unf oreseen circunstances (i.e. accidents), the student nust
contact the instructor at the earliest possible nonent to

di scuss possi bl e arrangenents to reschedul e tests. |n cases
where the student has contacted the instructor, and where
the reason is not classified as an energency (i.e. sl eFt In,
forgot, etc.) the highest achievable grade is a "C'. n
cases where the student has not contacted the instructor,
the student will receive a mark of "0" on that test. THERE
WLL BE NO REWR 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 will be required to return
all test papers to the instructor who will keep themon file
for one year.

Prepare precedent binder to contain at |east one perfect
copy of all major docunents studied during the senester.
The binder is collected at the end of the semester and is
mar ked out of 100 with 10 nmarks being assigned to
presentation (i.e. neatness, conpleteness, originality,
etc.). Mnimumrequirenents for this binder are as foll ows:

Al of Smulation 102 Deeds/transfers, schedul es
Al of Sinmulation 103 Char ge/ nor t gages

Al of Simulation 104-106 Vendor transaction

Al of Sirmulation 107-108 Pur chaser transaction

Al of Smulation 109 Charge-rel ated docunents
Al of Simulation 110 Charge transactions

Al of Sirmulation 111 D schargi ng a charge

Due Dat e: Ten percent per

day will be deducted for each day the binder is |ate.
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| T CANNOI BE STRESSED ENOUGH THAT THE STUDENT RETYPE
DOOUMENTS AS THEY ARE HANDED BACK BY THE | NSTRUCTCR

4, Conpl ete five-mnute timed witings to reach a typing speed
of 60 net words per mnute. Fina tyP_I ng speed Wl be
?alscled on the student's three highest tfive-mnute timngs as

ol | ows:

1% on three timngs
2% on three timngs
3%on three timngs
4% on three ti mngs
5%on three ti mngs

52 gross words per mnute
54 gross words per mnute
56 gross words per m nute
58 gross words per mnute
60 gross words per mnute

Al timngs nust have a 98% accuracy | evel.

Renedial drills nust be assigned as required to ensure that
student achi eves the speed and accuracy requirenments as
out | i ned above-

5. Attend field trips and sessions w th guest speakers. These
are arranged to supJIQI enment classroomactivities and
ATTE | S MANDATCRY! |f a student is not in attendance,
then the student will have a choice of either:

(a) aloss of 10% of the accumul ative semester mnark
(excluding tests); or _ _ _

(b) preparation of a paper relating to the field trip or
topi ¢ under discussion, particulars of which are to be
approved by the instructor-

6. Maintain a daily diary which will denonstrate the ability to
record entries in a Brof essional and busi nessl i ke manner.
Proper records will be kept of appointnents (counselling,
pl acenment, guest speakers, etc.) as well as test-assignnent
dates, tours, etc. Any changes or cancellations wll be
recorded using proper techni ques-

7. Maintain a tickler card file which will denonstrate the
ability to accurately conplete and properly file tickler
cards under appropriate remainder, limtation, and closing

dates. Proper cards will be filled out for dates that arise
fromtine to tinme during the conpl etion of sinulations
(assignnents) .

VEI GHTI NG G- THE FINAL (RADE | S AS FOLLOAWE:

Tests _ _ 60%
Dai ly Work (S nul ations) 25%
Precedent Bi nder 10%

Typi ng Speed 5%
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NUMERI CAL  EQU VALENTS CCORRESPONDI NG TO AN ALPHABETI CAL GRADE ARE
AS FOLLONE:

A+ = 90% - 100% (consistently outstandi ng)

A = 80% - 89% (outstandi ng achi evenent)
B = 70%- 79% (consistently above average)
C = 60%- 69% (satisfactory or acceptable achi evenent)

R = 0%- 59% (course nust be repeated)

WARNI NG Academ c di shonesty will result in a grade of zero (0)
on the assignnent or test for all parties.

ASSI STANCE AVAI LABLE TO STUDENTS:

During this course, the student will have access to the skills
and support of the follow ng:

1- Course instructor who will be available to answer questions
and deal with any problens and concerns with respect to the
cour se.

2-  Learning Assistance Centre which can provide individualized
training in area(s) of difficulty, peer tutoring,
alternative testing accomodati ons, etc.

3- Counsel | i ng Department which can give expert assistance wth
educat i onal and/or personal concerns.

4. Speci al Needs Departnent which will help to accommodate an
I ndividual with a disability of any kind.

REQU RED RESOURCES:

Students are required to purchase the follow ng resource nmateri al
and students will not be allowed into class w thout all required
texts and material s:

Legal Ofice Procedures, 3rd Edition, Tina Kanakaris
Legal Ofice Simulations® 3rd Edition, Tina Kamakaris
Perpetual Desk D ary or equival ent

Card Box File

Monthly I ndex Cards

Gage Dictionary or equival ent

*  Mzley & Witeley's Law Dictionary

File fol ders

File |abels

©CojgonhkwnE
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Students have full access to the staff and resources of the Sault
College Library (i.e. legal reference section).

ADDI TI ONAL MOTES;

1. Each student is required to keep a file in a designated
classroom This will facilitate the return of assignnents,
grades, and delivery of nessages the O fice Adm nistration
faculty need to relay to the student.

2. Students with special needs (i.e. physical limtations,
vi sual inpairments, hearing inpairnents, |earning
disabilities) are encouraged to discuss required
acconmodations confidentially with the instructor.

3. Your instructor reserves the right to nodify the course as
she deens necessary to neet the needs of the students.

COURSE CONTENT;

A detailed outline of the content of each sinulation is set out
bel ow for the student's reference throughout the senester.

SI MULATI ON 100
| NTRODUCTI ON TO REAL ESTATE

El ements of Perfornance

D Define real estate.
D Di scuss the various ways of taking/holding title.
D Denonstrate how to "read" an agreenent of purchase and sal e

to be able to locate and insert appropriate information.

Learning Activities

1. Read chapter 34 of text.

2. Conpl ete revi ew questions, page 34-4 of text.
3. Conpl ete page R 1 of simulations text.

Estimated tine to conplete - 3 hours (includes sone concentration
on timngs)
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SI MULATI ON 101
ONTAR O LAUD REGJ STRY SYSTEMS

Bl enents of Perfornance

. Dfferentiate between the land registry and land titles
syst ens. _ _ _ _
. D scuss Province of Ontario Land Registry Infornation

Systens (PCLAR'S).
n Dfferentiate between plans of subdivision and reference

| ans,
n Broperly identify and k%yboard descri ptions of pro%erty,
. Denonstrate howto "read" a page froman abstract book and a
page froma parcel register.

Learning Activities

1. Read chapter 35 of text.

2. Conpl et e revi ew questions page 35-4 of text,
3. Conpl ete page R2 of sinulations text.
Estinmated tine to conplete - 3 hours

SIMMATI ON 102
TRANSFER/ DEED, FCRM A

El enents of Perfornance
D Identify the infornation required in a transfer/deed and
i ndicate where to find and insert this information.

D D scuss Pl anning Act requirenents, _
n Prepare transfer/deeds on a conputer using Landl aw sof tware

Learning Activities
1. Read chapter 36 of text.
2. Conpl et e revi ew questions on page 35-4 of text.
3. In sinmulation text, pages R3 and R-4, conplete the
follow ngtransactions s
Candy s.t. Keats _
Iggie Corp. s-t. Voltaire
Huranett s.t. N etzsche
N et zsche s.t. Locke
Voltaire s,t. Franklin

Estimated time to conplete - 6 hours
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SI MULATI ON 103
CHARCE MCRTGAGE, FCRVIB

H enents of Performance
n Denonstrate how to "read" nortgage instructions from

nor t gagee/ char gee- _ _ _
D Identify the information required in a charge/ nortgage, and

I ndi cate where to find and insert this information.
é'\bnt hly repaynment provisions wll be enphasized.)
n r epar e char ge/ nort gages using Landl aw sof t ware.

Learning Activities
1. Read chapter 37.
2. In simulation text, page R-5, conplete the follow ng
char ges/ nor t gages: _
G BC charge/ntg. to Smth
Brown charge/ntg. to Mchael s
Trusty Loans charge/ntg. to Bush
G eydon charge/ntg. to Lee
3. Conpl ete revi ew questions on page 37-5 of text.

Estinated tine to conplete - 6 hours

SI MLATI ON 104
VENDCOR SALE  TRANSACTI ON

E enents of Perfornance

D D scuss the elenents of a sale transaction.

D Cal cul ate statenent of adjustnents.

D Prepare an acknow edgenent and direction using proper
formats and word processing software-

Learning Activities

1. Read chapter 38.

2. Conpl et e "Acknow edgenent”, "D rection,” and "Cal cul ating
Adj ustrents” p. R7 in simulation text. o
Not e:  Wien cal cul ating nonthly adjustnents, divide by the
nunber of actual days In the nmonth and not an average of 30

Estimated time to conplete - 4 hours
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S| MULATI ON 105
SALE TRANSACTI ON

El enents of Perfornance

D pen a file in a sale transaction.

D "Read" agreenent of purchase and sale.

D Prepare checklist for vendor.

. Enter requisition and closing dates in tickler file.

n Prepare all necessary formletters, affidavits,
undert aki ngs, and statenent of adjustnents using word
Hocessi ng sof tware - _

n epare transfer/deed using Landl aw sof t war e.

D Record client appointment and appoi ntment with purchaser's

solicitor to close transaction,

n Prepare cl osi ng menor andum

Learning Activities

1. Refer to chapter 38.

2. Conpl ete "Wirking on a Sale File" on pages R 8 and R 9 of
simulation text (up to but not including the reporting
| etter and account).

Estinated tinme to conplete - 8 hours

S| MULATI ON 106
SALE TRANSACTI ON - REPCRTI NG QJT

El ements of Perfornance
D Prepare reporting letter to vendor, account, and |edger
stat enent using WordPerfect software.

Learning Activities

1. Refer to chapter 38.

2. Conpl ete reporting letter and account on page R9 of
simul ation text.

3. Conpl et e revi ew questions, page 38-10 of text.

Estimated tine to conplete - 4 hours
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S| MULATI ON 107

PURCHASE TRANSACTI CN

El enents of Perfornmance

ea

NEDPO O 500 UDO0OO0OCQCO0OO0

pen a file in a purchase transaction.

"Read" agreenent of purchase and sal e.

Prepare checklist for purchaser.

Conduct on-title and off-title searches as required.
Prepare letter of requistiions.

Prepare statutory declaration re GST and decl aration of

ossession, if required. _ _
epare land transfer tax affidavit.

Prepare letters, directions, etc. as required,

Prepare charge/ nortgage back to vendor using Landl aw
sof tware. _ _ _

Record client appoi ntnment and appoi ntnent with vendor's
solicitor to close transaction.

Prepare closing nenorandum

rning Activities

Read chapter 39 of text.

In simulation text, conplete "Wrking on a Purchase
Transaction” on p. R16 and R 17 up to and includi ng meno
for cl osing.

Prepare envel opes and attach to appropriate letters.
Renenber to staple all nulti-page |letters and docurnents

t oget her.

NOTE:

In letter of requisition, change paragraph 5 to read:
Required: Satisfactory evidence that the vendor is a
resident of Canada for purposes of section 116 of the Income
Tax Act of Canada, together with standard undertakings,
warranties, and bill of sale"

NOTE:

For the purposes of the Declaration of Possession, assune
that there is an old surve\é of the property prepared by Bill
Bolan, OQL.S, dated May 15, 1975. No additions or _
alterations have been nade to the property since that tine.

Estimated tine to conplete - 10 hours
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S| MULATI GV 108
PURCHASER TRANSACTI ON "CONT' D)

El enents of Performance
D Prepare reporting letter to purchaser, account, and |edger
statement using word processing software-

Learning Activities
1. Refer to chapter 39 of text.

2. Conpl et e revi ew questi ons, pages 39-7 of text.
3* Conpl ete reporting letter and account on page R 17 and R 18
of simulation text.

Estinmated tinme to conplete - 4 hours

SI MULATI ON 109
CHARGE- RELATED DOCUMENTS, FCRM D

El ements of Perfornance
n D scuss uses for docunment general with respect to

char ge/ nor t gages.

D Conpl et e docunent general for an assignment of nortgage in
accordance with the POLAR S system

n Prepare acknow edgenent, cover letter, notice of assignnent
of nortgage, cover letter, and transfer and consent for fire

Il nsurance to conpl ete transacti on using word processing
sof t war e.

Learning Activities

1. Read chapter 40 of text.

2. Conpl et e revi ew questi ons, page 40-4 of text.

3. In simulation text, conplete "Transfer of Charge/ Assignnent
of Mortgage File" on page R25 and R-26. In addition,
conpose a covering letter to the insurance agent encl osing
the signed transfer and consent.

Estinated time to conplete - 6 hours
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SI MULATION 110
CHARCE TRANSACTI ONS

El ements of Performance
D pen a file for a charge transaction. (Assune that we act
for the chargor and the chargee.)

D "Read" instructions fromnortgage conpany.

D Prepare checkli st. _ _

n Conduct on-title and off-title searches as required, _

n Preear%icharge/nortgage, transfer and consent, and direction
re funds.

n Prepare reporting letter, account, and |edger statenent to

chargor and formreport to chargee.

Learning Activities
1. Refer to chapter 40.

2. In sinulation text, conplete "Charge Transaction File" on p.
R-26, R 27, and R-28. Assune that there is an existing
survey.

3. Conpl ete final report to Bank of Montreal. Assune that the
charge/ nortgage was dated April 20 and registered April 25
(this Year) as instrunment nunber T-12334. Taxes were paid
in full tothe end of this year.

Estimated tinme to conplete - 6 hours

S| MULATI ON 111
D SCHARA NG A CHARGE. FCRM C

E enents of Perfornmance

D D scuss the responsibility of the chargor/nortgagor to
regi ster discharge,

Request di scharge statenent.

Prepare a dlschar?e_of char ge/ nor t gage,

Prepare rel ease of interest,

Prepar e report!nP | etter and account.

Prepare a partial discharge of charge/ nortgage.

earning Activities

Read chapter 41 of text.

Conpl et e revi ew questi ons, page 41-3 of text.
Conpl ete page R 33 of sinulation text.

Conpl ete partial discharge using instructions from
instructor's handout.

Estinated time to conplete - 6 hours

rWNR O3005
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APPENDI X A

Ofice Adm nistration
Detai |l ed G adi ng Sheet

PENALTY

PUNCTUATI ON
Peri od
Question nark
Excl amati on mark
Comma
Seni col on
Col on ") -1/2
Dash
Par ent heses
Quot ati on narks
Under score
O her marks of punctuation
Punctuation left off at the end of a sentence -5
SPACI NG
Vertical and horizontal spacing -2
CAPI TALI ZATI ON
| nproper capitalization -1/2
Failure to capitalize first word in sentence -5
NUMBERS
I ncorrect nunber usage -2
ABBREVI ATI ONS
Failure to abbreviate properly -2
APPEARANCE
Poor corrections/snmudges/winkles -2
I n"roper assenbly (e.g. two-page letter not stapled) -2
SPELLI NG VOCABULARY
Words m sspel | ed -5
Errors in vocabulary (e.g. to/too/two) -5
COVPOUND WORDS
Conpound nouns (follow no regular pattern)

e.g. - courtyard, court order, court-nartia
Conpound verbs (usually hyphenated or solid)

e.g. - baby-sit, highlight
Conpound adj ecti ve > -1/2

e.g. - an actor who is well known

- a well-known actor

Prefixes and suffixes (Do not use a hyphen to set

off a prefix at the beginning of a word or a

suffix at the end of a word.)

e.g. - posttest, nationw de
Sonetimes one word, sonetines two words

e.g. - anyone/any one, already/all ready
FORVAT
lirproper setup -2
No reference initials/enclosure notation -2
GRAMVAR
Subj ect and verb agreenent -2
Run-on/inconpl ete sentence -2
ENVELOPES
litproper use of case )
Street abbreviation not used )
No postal code or iii5>oper placenent thereof ) -1/2
Aut hor's nane not included )
| nproper format/placenent of address -2
PROCFREADI NG -5






