BUS 443/LEGL 443
LAW OFFICE PROCEDURES
SKYLINE COLLEGE

CONTRACT NO. 2:THE LAW OFFICE PREPARATION OF COURT DOCUMENTS

MATERIALS NEEDED:
Textbooks:

1. Law Office Procedures Manual, Legal Secretaries Association

2. Law Office Skills, Linda L. Edwards, J.D., Ph.D.
3.
Guide to Law Office Procedures (Assignments)
4.
Website:  http://www.smccd.net/accounts/prater
5.
Formatted disks or zip disk
6.
Software:  Word Processing

Website Access:

1. Click on “Courses Button” and it will link you to Legal 443/Bus 443

2.
Click on “Legal 443/Bus 443” link and you will enter the Announcements/Assignments page to Law Office Procedures course.

TIME REQUIRED:
10-20 hours

OBJECTIVES:

· To learn the basic skills of document preparation in civil litigation, family law, and probate law.
· To learn the basic skills required of how to calendar legal documents and court deadlines in the law office.
· To learn how to design and implement a docket control system.
· To become familiar with rules of court reference materials.
ASSIGNMENTS:

Assignment No. 1 - (Assigned on 09-27-04)
Readings:
a.  Read Chapter B, Civil Procedure in the Law Office Procedures Manual, Pgs. B-I thru B-40.
b.  Review vocabulary for Chapter B in Law Office Procedures Manual.   Vocabulary words are listed on the Resource page.

c.  Review Magoffin v. Sulzer Orthopedics, Inc. a case at Alameda Superior Court that students can review as a sample of a civil litigation case.  The case is located at http://www.co.alameda.ca.us/cgi-forte/fortecgi.exe?ServiceName=DomainWebService&TemplateName=index.html 

Homework:
Guide to Law Office Procedures, Chapter B (assignments)
_____1.   Complete Project 1,  Nos. A thru G, Guide to Law Office Procedures Manual, Chapter B.  Go the website and click on the Resource Page to download the  Guide for Chapter B.  (Deadline 10-04-04).
_____2.   Complete Vocabulary test 443vocbA on the Quia website no later than midnight on 10-04-04.
_____3.
Open "create file folders" for the Constance Herting Case No. 488627-Her as follows:  (1) Pleadings, (2) Correspondence, (3) Client Provided Documents, (4) Legal Research, (5) Attorney Notes, (6) Discovery and (7) Investigations.

Assignment No. 2 - (Assigned on 10-04-04)
Readings:
a.   Read Chapter B, Civil Procedure in the Law Office Procedures Manual, Pgs. B-41 thru B-80.

b.  Review vocabulary for Chapter B in Law Office Procedures Manual.   Vocabulary words are listed on the Resource page.

c.  Be prepared to write sentences in class using the vocabulary words from Chapter A.
Homework:
Guide to Law Office Procedures, Chapter B (assignments)
_____1.   Complete Projects 2 and 3 Guide to Law Office Procedures Manual, Chapter B.  Go the website and click on the Resource Page to download the Guide for Chapter B.  (Deadline 10-11-04)
_____2.   Complete Vocabulary test for Chapter B 443vocbB1 on the Quia website by midnight on 10-11-04.

_____3.  Review vocabulary words for Chapter B in Law Office Procedures Manual.  Vocabulary words are listed on the Resource page.

_____4.  Be prepared to write sentences in class using the vocabulary words from Chapter A.

Assignment No. 3 - (Assigned on 10-11-04)
Readings:
a.  Read Chapter B, Civil Procedure in the Law Office Procedures Manual, Pgs. B-81 thru B-120.
b.  Review vocabulary for Chapter B in Law Office Procedures Manual.   Vocabulary words are listed on the Resource page.

c.  Be prepared to write sentences in class using the vocabulary words from Chapter B.

Homework:
Guide to Law Office Procedures, Chapter B (assignments)
_____1.  Complete Projects 4 and 5, Guide to Law Office Procedures Manual, Chapter B.  Go the website and click on the Resource Page to download the Guide for Chapter B.  (Deadline 10-11-04)
_____2. Review vocabulary words for Chapter B in Law Office Procedures Manual.  Vocabulary words are listed on the Resource page.

_____3.  Complete Vocabulary test for Chapter B 443vocbB2 on the Quia website by midnight on 10-18-04.

_____4.  Be prepared to write sentences in class using the vocabulary words from Chapter B.

Assignment No. 4 - (Assigned on 10-18-04)
Readings:
a. Read Chapter D, Discovery in the Law Office Procedures Manual, Pgs. D-1 thru D-40.
b.  Review vocabulary for Chapter D in Law Office Procedures Manual.   Vocabulary words are listed on the Resource page.

c.  Be prepared to write sentences in class using the vocabulary words from Chapter B.

Homework:
Guide to Law Office Procedures, Chapter D (assignments)
_____1.   Complete Project 1, Guide to Law Office Procedures Manual, Chapter D.  Go the website and click on the Resource Page to download the Guide for Chapter D.  (Deadline 10-25-04)
_____2.  Complete Vocabulary test for Chapter D 443vocbD on the Quia website by midnight on 10-25-04.

Assignment No. 5 - (Assigned on 10-25-04)
Readings:

a.   Read Chapter D, Discovery in the Law Office Procedures Manual, Pgs. D-41 thru D-78.

b.  Be prepared to write sentences in class using the vocabulary words from Chapter D.

c   Discuss Midterm Project
Homework:

Guide to Law Office Procedures, Chapter D (assignments)
_____1.   Complete Projects 2 and 3 Guide to Law Office Procedures Manual, Chapter D.  Go the website and click on the Resource Page to download the Guide for Chapter D.  (Deadline 11-01-04)
_____2.  Handout Midterm Examination.  (Deadline 11-01-04)
Handout Midterm Project. Students will create a Table of Contents, Table of Authorities and Cases for an appellate case brief.  Read pages B-118 thru B-120 of the Law Office Procedures Manual.  The sample in Chapter B is not very good, so I am also providing an online brief as a sample for students to use.  The online case students can utilize is Florey v. Sulzer Orthopedics at http://www.co.alameda.ca.us/cgi-forte/fortecgi.exe?ServiceName=DomainWebService&TemplateName=index.html Click on" the Motion to Quash document Filed on 09/21/01 to review the Table of Contents and Table of Authorities and Cases for content. 
EXTRA CREDIT COURT RESEARCH ASSIGNMENT

Visit San Mateo or San Francisco Superior Court (or search the internet) for the following information: 

Court Locations:


San Mateo Superior Court


400 County Center


Redwood City, CA


Website: http://www.co.sanmateo.ca.us/sanmateocourts

San Francisco Superior Court


400 McAllister Street


San Francisco, CA  94102


Website: http://www.ci.sf.ca.us/courts
a. Find out how to file civil legal papers.

b. Obtain a fee schedule.

c. Find out how to apply for a filing Fee Waiver.

d. Find out how if you can purchase a packet of Judicial Council forms to start a Family Law Matter.

e. Ask the Clerk of the Court to review a Civil case file or review it online.  

f. Be prepared to write a brief report on what documents the Court file contained.

g. Write a brief report on your findings and provide copies of any supporting documentation obtained from the Court or the Internet.

h. Submit your work in a three ring folder to your instructor with this cover sheet.

I have completed Contract #2 on ___________________________
Instructor___________________________________Date______________Grade_______
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