GUIDE TO

LAW OFFICE PROCEDURES MANUAL
MISCELLANEOUS

CHAPTER N

PROJECT #1

OBJECTIVE

Using the samples in the LOPM, Chapter N, pg. N-22.1, as a guide and given basic facts, the student will prepare a sample case caption for the plaintiff.  (Use the pleading wizard in Microsoft Word to complete this project).

LOPM Reference:

CHAPTER N

Other Reference:

LSI Legal Professional's Handbook
INSTRUCTIONS TO STUDENT

Prepare a caption utilizing the following information:

You are employed by James Townsend, Esq. of the law firm of Baker& Jones, whose mailing address is P.O. Box 5461, Delhi, CA, 95315, telephone number (209) 531-0718, facsimile number (209) 531-0817. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc.

J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.

The case number for this case is 63651 and is filed in the Merced County Superior Court.

To locate the court's address check the following web www.courtinfo.ca.gov.

PROJECT #2

OBJECTIVE

Using the samples in the LOPM, Chapter N, pg. N-6, as a guide and given basic facts, the student will prepare a Facsimile Transmission Cover Sheet.  (Please use Judicial Council Form, No. 2009 to complete the project).  You can read the rule of court discussing judicial council forms at Cal. Rules of Court, Rule 2006(b) or Code of Civil Procedure Section 1012.5.

LOPM Reference:

Chapter N

Other Reference:

LSI Legal Professional's Handbook
INSTRUCTIONS TO STUDENT

Prepare a facsimile Transmission Cover Sheet utilizing the following information:

James Townsend of the law firm of Baker & Jones, whose mailing address is P.O. BOX 5461, DELHI, CA, 95315, telephone number (209) 531-0718, and facsimile number (209) 531-0817, employs you. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc.

You are filing plaintiff’s First Amended Complaint, which consists of 15 pages and a one page processing instruction.

The case number for this case is 63651 and is filed in the Merced County Superior Court.

Mr. Townsend wants to charge the required filing fee on his Visa Card, #555-000-8989, and expiration date 10/200x.

Prepare a Second Facsimile Transmission Cover Sheet utilizing the following information:

J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA, 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.

You are filing defendant’s Answer to Complaint, which consists of 20 pages and a one page processing instruction.

The case number for this case is 63651 and is filed in the Merced County Superior Court.

Mr. Parker wants to charge the required filing fee on his Mastercard, #666-000-7676, and expiration date 10/200x.

PROJECT #3a

OBJECTIVE

Using the samples in the LOPM, Chapter N, and pgs. N-15 – N-16, as a guide and given basic facts, the student will prepare a Proof of Service by Fax and a confirmation letter.

LOPM Reference:

Chapter N
Other Reference:

LSI Legal Professional’s Handbook
INSTRUCTIONS TO STUDENT
You are employed by James Townsend of the law firm of Baker & Jones, whose mailing address is P.O. Box 5461, Delhi, CA, 95315, telephone number (209) 531-0718, facsimile number (209) 531-0817. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc.

Prepare a letter of confirmation and a Proof of Service by Fax utilizing the following information:

J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.

You are serving a Notice of Taking Deposition.

The case number for this action is 63651 and is filed in the Merced County Superior Court.

(SAMPLE PROOF OF SERVICE DOCUMENT)

PROOF OF SERVICE BY FACSIMILE

(Code of Civil Procedure, Sections 1013, 2015.5;

Cal. Rules of Court, Rule 2008(e))

STATE OF CALIFORNIA, COUNTY OF MERCED


I, ___YOUR NAME________________, declare as follows:


I am over 18 years of age and not a party to the within action; my business address is P.O. Box 5461, Delhi, California, 95315.  I am employed in Merced County, California.


On __DATE________, 200_, at _______TIME____________, by use of facsimile machine telephone number (209) 531-0817, I served a copy of the following document(s):

NOTICE OF TAKING DEPOSITION

On the following interested parties in Case No. 63651 by transmitting by facsimile machine to the following name:

Phillip Parker

Facsimile Number:  (209) 531-9563


The facsimile machine I used complied with California Rule of Court, Rule 2003 and no error was reported by the machine.  Pursuant to California Rules of Court, Rule 2006(d), I caused the machine to print a transmission record of the transmission, a copy of which is attached to this Declaration.


I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct and that this Declaration was executed on ____________________, 200___.



______________________________________



                 YOUR NAME

PROJECT #3b

OBJECTIVE

Using the samples in the LOPM, Chapter N, pg. N-13, as a guide and given basic facts, the student will prepare a Proof of Service by Mail.

LOPM Reference:

Chapter N.

Other Reference:

LSI Legal professional’s Handbook
INSTRUCTIONS TO STUDENT

You are employed by James Townsend of the law firm of Baker & Jones, whose physical address is 681 Main Street, Delhi, CA 953l5, and whose mailing address is P.O. Box 5461, Delhi, CA 95315, telephone number (209) 531-0718, facsimile number (209) 531-0817. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc.

Prepare a Proof of Service by Mail utilizing the following information:

J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.

You are serving Plaintiff’s Request for Production of Documents, Set One.

The case number for this case is 63651 and is filed in the Merced County Superior Court.
PROJECT #4

OBJECTIVE

Using the samples in the LOPM, Chapter N, pg. N-17, as a guide and given basic facts, the student will prepare verification by an individual.

LOPM Reference:

Chapter N

Other Reference:

LSI Legal professional’s Handbook
INSTRUCTIONS TO STUDENT

You are employed by James Townsend of the law firm of Baker & Jones, whose mailing address is P.C. Box 5461, Delhi, CA, 953l5, telephone number (209) 531-0718, facsimile number (209) 531-0817. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc.

Prepare a verification for your client to be attached to plaintiff’s responses to form interrogatories propounded by defendant J & S Dairy.

J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA, 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.
The case number for this case is 63651 and is filed in the Merced County Superior Court.
PROJECT #5

OBJECTIVE

Using the samples in the LOPM, Chapter N, pgs. N-21-N22, as a guide and given basic facts, the student will prepare a Substitution of Attorneys.

LOPM Reference:

Chapter N.
Other Reference:

LSI Legal Professional’s Handbook
INSTRUCTIONS TO STUDENT

James Townsend of the law firm of Baker & Jones, whose mailing address is P.O. BOX 5461, DELHI, CA 953l5, telephone number (209) 531-0718, facsimile number (209) 531-0817, employs you. James Townsend’s California State Bar Number is 54618.

Prepare a substitution of attorneys utilizing the following information:

Your office has been retained by Paige Middler, the plaintiff in a lawsuit against J & S Dairy, Inc. Ms. Middler was formally represented by Robert Edwards of the law firm of Edwards & Michaels, LLP, whose mailing address is P.O. Box 5958, Delhi, CA 95315, telephone number (209) 531-5938. Ms. Middler’s mailing address is P.O. Box 6654, Delhi, CA, 95315.

Defendant J & S Dairy, Inc. is being represented by Phillip Parker of the law firm of Parker & Associates, whose mailing address is P.O. Box 7451, Delhi, CA 95315, telephone number (209) 531-6359, facsimile number (209) 531-9563.

The case number for this case is 63651 and is filed in the Merced County Superior Court.

PROJECT #6

OBJECTIVE

Using the samples in the LOPM, Chapter N, pg. N-25.1, as a guide and given basic facts, the student will prepare a Certificate of Acknowledgment.

LOPM Reference:

Chapter N
Other Reference:

LSI Legal professional’s Handbook
INSTRUCTIONS TO STUDENT

You are employed by James Townsend of the law firm of Baker & Jones, whose mailing address is P.C. Box 5461, Delhi, CA, 953l5, telephone number (209) 531-0718, facsimile number (209) 531-0817. James Townsend’s California State Bar Number is 54618. Your office is representing Paige Middler in a real estate transaction.

Prepare a Certificate of Acknowledgement for your client to be attached to a deed of trust.

The document will be filed with the Merced County Recorder.

