LEGL 443/BUS 443 LAW OFFICE PROCEDURES

SKYLINE COLLEGE

CONTRACT NO. 1:  THE LAWYER'S ASSISTANT

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) 
Website:  http://www.smccd.net/accounts/prater
4. Formatted disks or zip disk
5. Software:  Word Processing application

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 for the Law Office Procedures course.
OBJECTIVES:
· To learn the basic skills required of a professional lawyer's assistant

· To learn about the professional organizations for the lawyer's assistant and career development

· To learn about the legal environment in various law firms

· To learn about confidentiality and ethics in the legal environment

· To learn task and time management in the law firm

· To set goals in skills development for the end of course

ASSIGNMENTS:
Assignment No. 1 - (Assigned on 08-23-04):
Reading:

Read Chapter 1, "Professionalism" in Law Office Skills book, pgs. 1-20.  Be prepared to discuss the chapter at the next class session.  (08-30-04).
Homework:
Chapter 1: Professionalism Law Office Skills book:
_____1.
Complete Practical Protocol #s 4 and 5, pgs. 25-26 (Law Office Skills).  Deadline 08-30-04.
_____2.
Search the internet for a legal position you are interested in apply for employment with the firm or organization.  Complete a resume, Cover Letter and thank you letter to a law firm and attorney for the interview.  Samples of a cover letter, resume, and follow-up letter, can be found at www.monster.com.  Click on "Career Center" then Click on "Resume Center" and follow directions for creating your resume.  Deadline 08-30-04.
Assignment No. 2 - (Assigned on 08-30-04):
Readings:
a.
Read Chapter N, Miscellaneous: "Practice Tips – Filing Documents with Court", “Facsimile Transmission of Filings”, and “Proofs of Service”, in Law Office Procedures Manual, Pgs. N-1-N.16.
b.
Read Chapter 2, "Telephone Etiquette" in Law Office Skills book.  Be prepared to discuss the chapter, law office practices, and scenarios at the next class session (09-13-04).

Homework:
Chapter N - Guide to Law Office Procedures Manual (assignments)
_____1.
Complete Projects 1, 2, 3a, 3b in the Guide to Law Office Procedures Manual (assignments) look on the website for the Guide.  Should you need to review samples of a caption and a written explanation of the proper construction of pleadings, please refer to Chapter B, Civil Litigation in the Law Office Procedures Manual, Pages B-16-B-18.  Deadline (09-13-04).
Chapter 2: Telephone Etiquette Law Office Skills Book

_____1.
Complete Practical Protocol # 3, pg. 55-56. (Law Office Skills).  Deadline (09-13-04).
Assignment No. 3 - (Assigned on 09-13-04):
Readings:
a.
Read Chapter N, Miscellaneous in Law Office Procedures book:, "Verifications", "Substitution of Attorney", "Forms of Address", "Notarial Acknowledgments", "California Recording Laws", "Reference Books", "Addressing Mail for Automatic Scanning", "Zip Code Abbreviations", "Rules for Alphabetic Filing", "Sample Calendar Notations", and "Law Office Abbreviations and Jargon, Pgs. N-17-N.40.
b.
Read Chapter 3, Time Management in the Law Office Skills book.  Be prepared to discuss the chapter, law office practices, and scenarios at the next class session (09-20-04).

Homework:

Chapter N - Guide to Law Office Procedures Manual (assignments)
_____1.
Complete Projects 4, 5, and 6 in the Guide to Law Office Procedures Manual (assignments) look on the website for the Guide.  Should you need to review samples of the documents caption and a written explanation of the proper construction of pleadings, please refer to Chapter B, Civil Litigation in the Law Office Procedures Manual, Pages B-16-B-18.  Deadline 09-20-04.
Chapter 3: Time Management Law Office Skills Book

_____1.
Complete Law Office Practices 3-9 and 3-10 on pg. 77.  Deadline 09-20-04.
Assignment No. 4 - (Assigned on 09-20-04):
Readings:
a.
Read Chapter A, "Court Structure” in Law Office Procedures Manual, Pgs. A-1-A20.

b.
Read Chapter 4, Time Keeping and Billing in the Law Office Skills book.  Be prepared to discuss the chapter, law office practices, and scenarios at the next class session (09-27-04).

Homework:

Chapter A:  Court Structure-Law Office Procedures Manual
_____1.
Review vocabulary for Chapter A in Law Office Procedures Manual with definitions.

_____2.
Complete Vocabulary Test No. 1 on the website by 10-04-04 no later than midnight.
Chapter 3 Time Keeping and Billing in the Law Office Skills Book
_____1.
Complete Law Office Practices 4-7 and 4-8 on pg. 105.  Deadline 09-27-04.
_____2.
Complete Law Office Practices 4-10 pg. 113.  Deadline 09-27-04.
_____3.
Contract #1 Final Project – File and Serve First Appearance Documents
I have completed Contract #1 on ___________________________.

Instructor_______________________________________ Date______________ Grade _________
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