GROSSMONT COLLEGE

Official Course Outline

BUSINESS 231 - LEGAL OFFICE PROCEDURES II
 1.
Course Number
Course Title
Semester Units
Hours

BUS 231
Legal Office 
       
3
3 hours lecture: 48-54 hours


Procedures II

96-108 outside-of-class hours




144-162 total hours
 2.
Course Prerequisites

Business 228.


Recommended Preparation

Some form of professional note-taking skill recommended.

 3.
Catalog Description

A continuation of Business 228 Legal Office Procedures I, with emphasis on completing and handling court documents and forms relating to civil procedures in various areas of the law operative in State and Federal Court.  

 4.
Course Objectives

Upon successful completion of this course, the student will be able to:


a.
Construct pleadings and correspondence using correct legal terminology.


b.
Compose and type legal correspondence.


c.
Identify concepts of Civil Litigation, Wills and Probate, Family Law, Adoptions, Corporations and Real Property, in a broader scope than covered in Legal Office Procedures I.


d.
Identify the proper court having jurisdiction over the subject matter as well as determining the court having venue.


e.
Demonstrate the ability to file and serve court documents correctly through written examinations and document preparation.


f.
Select the proper printed court form for a given case and situation.

 5.
Instructional Facilities

Lecture classroom with lab arms.

 6.
Special Materials Required of Student

Pleading paper (28 line ruled).
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 7.
Course Content

A continuation of Legal Office Procedures I, wherein the areas of the law covered will be discussed in greater detail and hands-on preparation of legal documents and legal correspondence effected relevant to the everyday happenings within a law office.  Particular attention will be given to Civil Litigation, Wills and Probate, Family Law, Adoptions, Corporations and Real Property.

 8.
Method of Instruction
 .seq level1 \h \r0 



a.
Lecture.


b.
Group discussion.


c.
Guest speakers.

 9.
Methods of Evaluating Student Performance
 .seq level1 \h \r0 



a.
Preparation of legal documents and correspondence.


b.
Quizzes.


c.
Homework assignments.


d.
Written midterm.


e.
Final examination.

10.
Outside Class Assignments
 .seq level1 \h \r0 



a.
Reading text.


b.
Preparation of legal documents and correspondence.

11.
Texts

a.
Required text(s):



Hazlewood, Marlene.  California Legal Secretary.  Santa Ana, California:  James Publishing Company, 1986.


b.
Supplementary texts and workbooks:



None.
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