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TEXNT:
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DESCRIPTION;

GRANDE PRAIRIE REGIONAL COLLEGE
OFFICE ADMINISTRATION

COURSE OUTLINE
OA 230k LEGAL OFFICE PROCEDURES U

Ciody Crerritsen

Ofice: C-213

{Hfice Phone: 539-207]

Home Phone: 539.5374

Email: gindyyerrisenguiiPRE ab ca

CafYiee Hours: Monday & Wednesday 8 30-9-30
Tuesday & Thursday, 1:00-11.00
Friday: 11:30-1.00
Cir by appommment

(34 2320 Legal Oflice Procedures 11 Course Notes and Precedents
Legal Assistant Program Data Disk

Atherta Hulex of Court

flack s Leaw Dictionary, Abndged 6" Edition, West Publishing Co,

Department of Office Administration Formatting Guide

3 dhsks {disk holder recommendad )

Precedent Manual from LOP | (3" 3-rng binder)
Client Index Box from LOP |

One binder for class matersals and notes

3 legal sized file folders

T'his course will focus onapplying formatting rules leamed 1n Legal
Office Procedures |, to legal instruments and documents in the areas
of Wiils, Estates, and Divorce Apphcations. As well, students will
review the statutes and regulations poverning each of these areas of
law, and the effect of the Jaws on completing their assignments and
future responsibilies as |egal assistants and legal secretanes

Finally, the students wall work through at least one file, from
Beminning to end, in each of the (ollowing: prepatation of a Will, a
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begmning te end, in each of the following: preparation of 3 W)L, 5
Codicil  testate apploation, intestate sppheation, Jdesk divoige
appheation, as well as interlocutory applications and separate chikd
support applications

COURSE

OBJECTIVES: Lipan completion of this course, the student will be abie 1o

apply the requirements provided in the Wills 4o, 10 prepars
a valid will and codicl,

understand, administer, and prepare a1l documents required
for an intestate ecstate application and a testate eslate
applicalion, from the time of death to the final disposition of
the estate;

understand and apply the Surrogute Hudes governing intestate
and 1estate estates,

explaim  the legal differences between common-law
relationships and marmages, the legal obliganons of the
parties involved, and the means by which each is dissolved:

understand the process for completing a desk divonce,
including the preparation and formatong of all decuments
required, and the procedures that must be followed, 10 effect
a desk divorce;

understand and apply the procedures set out in the 4/heri
Hudes of Court,

understand the process for applying for child support, and the
vanous situations in which that can occur, including the
preparation of documents required for the different snuations:

apply standard records managemem procedures when
classifying, organizing, storing, retrleving, and nanving
electrome files for ¢liems;

continue to build on the precedent manual started in Legal
(Hfice Procedures | by including all assignments. erroe-free,
assigned dunng this course, under the ¢orfect sechion

Clz Legal OiTice Procedures adrse Duilipe
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ATTENDANCE: Attendance is mandatory. [ you are ill, you must notify your
IrestTLsc fvvr Mare than 3 mussed classes will resule n a
recommendation of heing debarred from any exam. On the advice of
the instructor and with concurrence of the Department Chair and the
Regisirar, a student may be disharred from an examination when
attendance requirements are not met  Students debarred [rom an
exammalion on the basis of attendance will be given a prade of zera
on the ¢xam

GRADING: Draily attendance 15 essential for successful completion of course
material.

Late assignments will recerve a penalty of - 2. per page, lor cach day
late

Assignments must have a document code in order 16 receive a grade
Missed assignments will recesve a grade of zero

If you miss an ¢xam, there are no make-ups. Missed exams MAY be
added 1o the final exam, with permission from the nstructor A
missed exam without the instructor’s PRIOR knowledge, will receive

a grade of zero.

The student 15 responsible for the maintenance of assignment mark
sheets,

Your final mark will be determuined as follows:

1. Records Management %
= Production Assignments 20%
3, Theory Exams 140
4 Froduection Exams 2Fa
5. Precedent Manual & Client Index Box 1 0%
f. Final Production Project 5%

My

ement i WE:

! Al the beginnmg of cach theory and production exam, you will have to hand 1n vour
student data disk containing all assignments completed for that module, as well as
vour file register, invorce register it applicable, and vour client index box
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2 I'wall choose 3-5 assynments. poos 1o the class, that | will <earch for on vour disks
Each assignment is worth a total of 14 marks

i [F1 cannat find 1t within 20 seconds, you will recerve a grade of 2ero (0 for thal
assgnment. [t can lind it you will receive 10/10

4 Your client mdex box must comain index cards for all new clients for that module.
and are to be ertor-free. | will choose 3-3 clients prior 1o the class, that 1 will search
for i your index box. Each will be worth 3 total marks. 11| cannat find 1t within
2 seconds, you will recerve a grade of zero (U) toe that assignment. [ [ can find it,
you will receive a 55, I | happen to come across a cliemt index card contaming
ermors on il or s masfiled, | mark will be deducted for each one found.

s Your file register must be up-to-date, with no errors. [{ must be near and legble.
Une mark will be deducted tor cach error, messy whiteout, torexample, and illewible
lext. The fike register 15 marked out of a total of 10,

rkin i ts a [} i fpl =

L. Each page of each assignment is worth a total of 10 marks

5 An onginal submission with no erroes will receive a mark ol 10 per page, [F there
dre any errors, even one, 10 will be retumed, with no mark, for it to be redone. along
with a mark sheet for that assignment. The mark sheet MUST be handed in with the
second submission 10 receive a mark of 10 on perfect pages completed on the first
submussion,
Lipin the second and last submmssion, i there are no errors, a mark of 7is assigned,
It'1t still contains errors, the grade can range from (-6, depending on the deductions
received

3 Deductions are as follows:
(ay  Failure to submit assignment {each page) K
ibl  Farlure W include pant ot'a document 5

egr, Backer
Allidavit of Execution
) Caleulation errors 5
() Spelling, proofreading, and capitalization erfors d
e} Formatting error
eg.  Used left justlication instead of full justification

"ond
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Paragraphs not indented 10 spaces'nol numberad
(8 Omission of nacessary information 3
. Aftention or subgect lines in letters
Special noatons
(g Fallure ta follow specific instructions

ad

Final Production Project;

Lok

A comprehensive production exam, covenng all mayor docements covered m the
course. Students will complete the project duning class time only. Student disk and
materials will not leave the classroom

Studanis can use any class notes, precedents, etc,, in completing the assignmeni
However, they cannet ask a question of anather student, or of the instructor,

Duration of the exam will be approximately 10 howrs,

The project is marked in the same manner as production assignments and exams,
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