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GRANDE PRAIRIE REGIOMAL COLLEGE
OFFICE ADMINISTRATION
COURSE QUTLINE

DA 2310 - LEGAL OFFICE FROCEDURES I

TEXT:

LEGAL OFFICE PROCEDURES 1 (instructor-prepared
package with student data disk)

FPREREQUISITES: Successful OA Certificate with overall GPA of 6.0 for
single major; I enroling as part of a double miajor, 4
GPA of 7.0; or equlvalent experience, tralning, and/or
advanced standing as required by the College, A
minimum keyboarding speed of 40 nwpm is
recommended,

COURSE

DESCRIPTIOMN: This course focuses on the basies for entry-level
employment In a legal office: vocabulary; advanced
ward processing applications; formats and stvle rules
for correspondence, legal instruments, and court
documents; the legal system and personnel: billing and
filing procedures. Students compile & manual of
document precedents.

COURSE

OBJECTIVES: Students will:
* use appropriate procedures, techniques, legal
vocabulary, and speciallzed formats to produce
documentation Lthat is error free:
 demonstrate the ability to produce documentation
within time constraints, under pressure, and with
minimal supervision:
» follow written and oral instructions:
» ldenlify and describe procedures related to
documentation:
- organize and annotate samples and guides in a
reference manuoal,

Course materials are written for WPS.1. WPB.O for DOS
or Microsolt Word may be used, but assistance will be
limited and documents must be identified as to which
alternative software wag used.
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GRADING: DAILY ATTENDANCE IS ESSENTIAL FOR SUCCESSFUL
COMPLETION. Not all assignments can be completed
within class time. Students are responsible for
completing assignments outside of class if AECESSaTryY,
LATE OR MISSED ASSIGCNMENTS ARE DEDUICTED ONE
GRADE POINT FOR EACH DAY (INCLUDING WEEKENDS)

PAST DUE.
Skill Applications (Modules I-v1) 15%
Precedent Manual 1O%
Challenge Exercises 20%
Final Vocab/Theory Test 5%
FInal Production Project 50%

=hill dpelicatiens |easidnments]: Removo Lhe ausfgnment wheels from cach nodule In yoar Coupse
kplew aod staple them [m order Lo the Ieside 1eTl corner af 4 File fplder (the non-tabhed &ide
nnd top-atapled onlyl: Do oot gse pocket Pile folders .

To e duccesslul on chal lepge exernlies, precodent maoual, apd proajJoel, all asslgnments
aged b b eompleted and submilied on timoe Cop appropeliate Feedback .

Aot assigaoents ace Credlt/Mon-Credid, Graded asslgements will be spacliied:  an sciginal
gdbnissiof wlth no errors = % IF Fhore are errors, it 18 returned without o sark. Tha
asfignoent 1s redone eod iF ereor frea, 1t recelves o mark of 7 IF it 2b1l1]l cpntalns ercorg,
grade could pange from 0-8 (sece gbove pobes Fo latos and migge] assigonenls) .

-1 For cach formnl erfor: -2 Por eech type {somo deductions on tests)

Lhallegge Exerclsss: Productisn tesling woder simulsted affice condlilons (5% oneh), Ko makerps
flven lo sludents who are mbsent.  Absenl siudante recelva o O 00 may have Lhe uptlon of adding
Lhe welght of thal test to the [inal projodt peraonlage,

Einol Perduclfon Frofest! & copgrehens]es docupsntl produntion project coveriog all learning is
given at the ¢ad af ecourss content foverage (duration spproximately 5-10 harsl. Students vse
clasg (loe only and materinls dn oot leqive the clnsEeorm.

Brecodeni Mapunli Must be updated oo & reguler baSls--subndteed ot SracHler end.  fogulesd

SECLEons aod donlents wi1l he posled.  Crode [= bimed nn conpleteness of manunl nod adhfirence Ko
Instriackions .

SUPPLIES: 3 1/2" disk; 3-ring binder (2* minimum); manila file
folder, tabbed binder dividers
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